Entities
October 25, 2010

The Creators & Functions menu provides a place to identify record creators, the functions
that produce records, and contact information for the people in record-creating offices. To
access this menu, click Creators and Functions from the main menu.
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An entity is any person, family, or corporate body responsible for the creation of a record
or the context surrounding that record’s existence. When records are produced by
governmental entities, often they are called agencies. In Utah, this is the primary type of
record creator we work with. 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.

Other related entities may also be added to the system even if those corporate bodies,
persons, or families did not directly create the records, but provide context to them. In
government, persons could be elected officials or even department or division directors
where they are named within the context or description of the records. Families could
include the governor and his/her spouse, since the Archives does collect and preserve
First Lady records.

Entity Structure Codes

Before a new entity can be added, its relationship to other entities must first be
determined. Organizational charts can be helpful in this pursuit. For Executive Branch
agencies, the highest level that the system tracks are cabinet-level departments. These
agencies can then be broken down into four other sub-levels. For other government types,
the top-level agency might be a county, city, court, or school district name.

Click Entity Structure Codes:
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Type PS and press Enter or click OK:



_JAPPXlitacOispr state. ut.us:8060) =3

File Systern Options Help

POBL B Y W

0K Cancel | Add Change Inguire Delete

Entity Hierarchy Name Codes

Code Description Hierarchical Level (1-5)
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Bg: Public Safety Department
P3 Public Safety
PS Parowan 3chool District
PSS Public Safety

PSC Public Service Commission

PSC Public Service Commission

PaD Provo City School District

ESD Paradise School District

PSL Pioneer Sesquicentennial Council
B3O Peace Society

P30 Peace Sociebty

P33 Public School Survey Commission
Pas Public School Survey Commission
PSU FPete Suazo Utah Athletic Commission
P3X Protective Services

PSX  Protective Services

PSY Policy and System
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Adding an entity to the system first involves establishing a code for each hierarchy level
of each entity. This is similar to establishing record groups. For family structures, it
represents a genealogical chart. Hierarchy codes may be unique or generic. In Utah, we
follow the generic model.

The above table has three fields: the 5-character structure code, a description of what that
code stands for (which is not the official entity name but might be similar in some
instances), and the hierarchy level at which this code may be used, or what the code
represents at that level. This table has no knowledge of how these codes are used to
identify a specific entity, it is simply a list of codes. When these codes are used to
describe an entity, they are put together in groups and identified by level within a process
called Entity Input. For a state agency, one set of codes may look like this:

Level 1: PS
Level 2: HP
Level 3: B2
Level 4: S10



This group of codes is used to indicate the Utah Highway Patrol Section 10. The first
code, PS, represents the Department of Public Safety. The second code, HP, is for the
Highway Patrol. The third level, B2, represents Bureau II, and S10 represents Section 10.
Before these codes can be used to represent the entity, they need to be added to the Entity
Structure Codes table, and each piece (code, description, and hierarchy level it appears at)
must be entered.

In the above example, all other divisions within Public Safety will always have PS as
their top level hierarchy code. The code PS could mean different things if found at other
hierarchy levels, however. A city might have a Public Safety department, in which case
PS would be used at the second level. At the third level, PS could mean something
entirely different, such as the Parowan School District.

What is important here isn’t any one hierarchy code or its naming convention. All that
these codes need to do is together provide a unique key to the entity file, in a way that
represents hierarchical relationships to other entities. If we run reports and tell the system
that we want everything tied to a hierarchy level 1 equal to PS, we know that it will print
everything for every division and subdivision of the Department of Public Safety. If we
tell the query to limit the report to PS as the first level, and HP as the second, then it will
just print everything tied to the Highway Patrol.

For another example, the level 1 hierarchy code for Iron County is IC. Each county has a
County Clerk, which is the second level of the hierarchy. Instead of trying to come up
with a unique hierarchy code every time there is another county or town clerk, we just
have one code, in this case LR, which stands for Clerk. Together, the Iron County (Utah)
County Clerk has the following hierarchy codes:

Level 1: IC
Level 2: LR

Davis County (Utah) County Clerk looks very similar:

Level 1: DAS
Level 2: LR

Adding New Codes

Before adding new codes, do a search for the code you want to use and see if it is already
in use at the hierarchy level that you want to use it.

To do a search, click Inquire Mode or press F11. This will bring up a blank screen, called
Key Entry Mode. Type the code you want to search and click OK or press Enter. If the
code you entered is already in use, do another search until you find a code that is not in
use. Remember that the code only needs to not be in use for the hierarchy level that you
want to record.



Click Add Mode, or press F9. Type the code, the descriptive name (keep the descriptive
name generic if possible), and the hierarchy level the code pertains to. Add the code
multiple times if you want to use that code with that name at multiple levels. Press Enter
or click OK to save the new record.

Click Exit or F8 to go back to the Creators & Functions menu.

Entity Input

Click on Entity Input:
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To bring up the first entity, click OK or press Enter:

Identity



The Identity tab in Entity Input displays the name and entity structure information needed
to first create the record. This becomes the name authority file for entities.
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On the top line is the entity number and official name. The entity number is the primary
key to the entity file, and is just a 5-digit sequence number. The Label Name, or “agency
short name,” is a 30-character version of the entity name that is useful when displaying
data where real estate is limited, such as on search results screens and columnar reports.
It also fits well on labels.

The Entity Type field is a 3-character field that summarizes what kind of entity is being
added. In the Encoded Archival Context (EAC) standard, there are only three types of
entities: corporate bodies, persons, and families. In Axaem, the corporate body
designation is broken down into smaller groups for use in the records management
process, as well as MARC coding (in the case of meeting names), but is recorded as
“corporateBody” within EAC output, and will display as such onscreen after entering the
entity type. Most record creators in Utah fall under one of these categories:

SG, for State Government
MUN, for Municipal Government
CNT, for County Government



SD, for School Districts
SPD, for Special Districts

If you place your cursor on the Entity Type field when in Change Mode (F12), then press
F2 to scan, the system will bring up the following choices:
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Click Cancel to exit out of the pop-up window.

The Created dates for the agency provide a place to record when the entity began and
when dissolved (if applicable).

The OK for Inventory checkbox is not editable by the end-user, but does indicate whether
this entity has record series eligible to be stored at the Archives or Records Center.
Eligibility is based upon the wording of the retention schedule. It is displayed here to help
users understand why the box inventory application will or will not allow an entity to be
added to its system. Changes made in Axaem to entity names are automatically sent to
the box inventory system so that both it and Axaem are in sync.

The Higher Entity field indicates the entity number assigned to the entity that is one level
higher than the one you are looking at. The buttons to the right allow you to navigate to



higher or lower entities. Below the higher entity is the list of five hierarchy codes. This is
where the hierarchy codes entered into the Entity Structure Codes table are linked to the
agency. These codes as a unit provide a unique key to the entity file and are required. The
Hierarchy Began date establishes when this agency first existed within the given
hierarchy.

The buttons below the main information record specific details about the entity,
especially details that are repeatable and can have more than one entry. If data is
contained in these fields, the button will be shaded.

Alternate Names

Click the Alternate Names button:
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This screen is auto-populated when an entity is added, or when a name is changed. Some
versions of the name include MARC coding, and others do not. Users can also add their
own entries to make searching by entity name easier. Alternate names are used for
searching series by entity name in the Series & Searching menu, as well as on our



website to search for retention schedules and finding aids by entity name. If the name is
to be used in EAC output, place a checkmark in the field indicated. The button for
Authorized Forms is for indicating whether the name in question is an authorized or
alternate form under certain rules, such as AACR2. Parallel Names are entered when a
name has a secondary expression, such as in another language.

Click Exit or press F8.

Multiple Identities

Click the Multiple Identities button. This screen provides a way to link many entities
together, either because the entity is known by two separate names/roles, or because
many entities are working together as a unit under a single name. The Type of Multiple
field is to identify if the relationship is “one in many” or “many in one,” as defined by the
EAC standard. Once entered here, a corresponding entry will also be made in the record
of the other entity (this feature is still under development).
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Click Exit or press F8 to return to Entity Input.



Official Name

Click the Official Name button. This screen is where the entity’s current official name is
recorded. It is encoded by following MARC rules. A separate version of the official
name, with the MARC code stripped out, is also recorded. Changes to the official name
are automatically recorded in the long name. The entity long name is used in reports,
whereas the official name is used in the MARC catalog. Instead of having to type the
name of our state for each official name, the checkboxes will allow the system to do that
for you. The difference between “Utah” and “Utah.$b” may be found in AACR2 or other
cataloging rulebooks. The entity hierarchy is displayed at the top of the screen as a
reminder of where this entity fits inside its family or corporate structure.

Record when the official name began, and whether or not it has been registered with the
Library of Congress as part of their name authority file.
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Authorized Forms

Identify the convention declaration or vocabulary under which this form of the name is
authorized or alternative:
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Click Exit or press F8 to return to Entity Input.

Parallel Names

Click the Parallel Names button. This screen records the official name of the entity as

expressed in different languages. To lookup available values in the language, script, or
convention fields, click the Scan button to the right of the field or press F2.
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Click Exit or press F8 to return to Entity Input.

Prior Names

Click the Prior Names button. This screen is used to record when an entity’s name was
active, for those names that are no longer in use. The decision to record a prior name
rather than to create a separate entity for the new name and close the dates of the old one
is based upon the functions of the entity and how it was created. In government, often
new agencies are created by statute and have specific functions, which may be a blending
of functions formerly belonging to other agencies, or brand new functions never needed
before. If either of those conditions is the case, then create a new entity. If an entity
retains the same functions but just updates its name, this is when the prior names field is
used.

Indicate the date span of the prior name, the official MARC-encoded version of the name,
and the un-coded version of the name. Date spans for the prior name are used when

displaying series information, in that if a series was created during the period of the prior
name, the beginning and ending dates of the series will be compared to the beginning and




ending dates of the entity, and the entity’s prior name will be used to identify the office
that created the records.

Some entities go through many name changes over the years. You may click Next to
scroll through them. This information is used in MARC code 710.
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Click Exit or press F8 to return to Entity Input.

Prior Structure

Click the Prior Structure button. This screen records changes to agency hierarchy over
time. Indicate the date span when the hierarchy was active, and the agency codes that
reflect how it was situated. The official name at the time of the hierarchy is also recorded.
This information is used in MARC code 797.
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Click Exit or press F8 to return to Entity Input.

Click the Context Tab at the top of the screen:

Context
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MName authority file access points, as defined by MARC.

The official history of a corporation, person, or family, in discrete note fields.
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Draft notes gatherad in the field when working with record creators.

Social, cultural, econormic, political, and/or historical milieu of entity.

Legal designation bestowed upon an entity (e.g. Motary Public, LLC, etc).
List of events, dates, and places appended to biogHist.

Structured lists that may be used within many descriptive elements.

Local description terms not covered elsewhere.

Source of autharity for powers, functions, and responsibilities, such as laws.
Occupation, if entity is a person.

Attached organizational charts or genealogy of entity.

Structured outlines (indented), used in many descriptive elerments.

Flace narmes and events associated with this entity.

MNotes about the structure or genealogy of the entity.
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Click Access Points:
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The name authority file in MARC output may have associated details in the 6 XX fields.
This is where they are entered.

Click Exit or press F8 to return to Entity Input.
Biography/History Notes

Click Biography/History Notes. This is where you enter all official entity history
information, as well as other note types.
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To view the notes, either click See All Notes, or select a line and click OK.
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List of Notes by Note Type

Each note should be given a name to distinguish one note from another within note types (categories).

Note Type Note Name MARC Codes Printable?

dministration 545 Biographical/historical note. v

Aging and Adult Services is under the adwinistration and general direction of & division director and
under the policy direction of the Board of Aging and Adult Services [(UTSVHOOO33-2). The diwvision director
iz appointed by the executive director of the Department of Human Services (UT3VHO1116-2) with the
concurrence of the division board and is reguired by statute to possess the knowledge and skills necessary
to effectively manage and administer the division's programs. Prior to 1983, the division director was
appointed by the Board of Aging and Adult Services.

[«
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Choose a note and click OK to edit text.
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| [apx [arc [notoo [ mg |5 EEIE

This window is where individual notes receive header information, such as a note name
and the MARC code associated with the note. It also has a checkbox to indicate whether
or not this note should print out on reports or be included in the catalog. This is a
scrolling list, and you may scroll through as many notes as there are for the given
category. The text is displayed here but is not entered here. Click OK to go into the
screen where the note is entered.
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Series Title: Publications
Text Field: Notes

Adwinistration

Ta separate paragraphs, use Shit-Enter twice.

Aging and Adult Services is under the administration and general direction of a division director and I
under the policy direction of the Board of Aging and Adult Services (UTSYHO0033-A). The division
director is appointed by the executive director of the Department of Human Services

(UTS%HO1116-A) with the concurrence of the division board and is required by statute to possess

the knowledge and skills necessary to effectively manage and administer the division's programs.
Prior to 1983, the division director was appointed by the Board of Aging and Adult Services.

Copy Description Copy Mote
Series: M ,ﬂJ Note Category: ,ﬂJ
Copy Description Note Type: |
Note Name: [
Series: 0 Jﬂ
Copy Note |
oK Cancel
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Notes may be copied from one part of the system to another. Here are options to copy
series data. Or you can just copy/paste using standard keyboard functions.

Click Exit or press F8 to go back to Entity Input.

Draft Notes

Click the Draft Notes button:
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2 Department of Human Services. Division of Aging and Adult

Services

MARC Code 545

Purpose: "Provides services that support independent living and I
protect the quality of life for older people. Works to ensure

that there are community-based services in both urban and rural
areas of Utah." [(From "Capitol Connections" newsletter, wolume

1, issue 2, June 1993, page 4.)

Current director, James . Quast (as of May 1994-present). Quast
succeeded Robin Arnold-Willisms (1992-1993). Arnold-Williams
succeeded Percy Devine (1989-March 190Z) .

Copy Draft Notes fromEntity | [ #|

! -J:Il!:!i
. OK Cancel Next >

[apx [arc [BiB00 [ chy |5 IR

Draft notes are used to record agency history information as it is gathered in the field.
Often an official agency history will not be written immediately, but details are good to
have here when we find them. Each draft note is tied to a 3-digit key field, so you can
record up to 999 notes.

Click Exit or F8 to go back to Entity Input.

General Context

The General Context note field has its own button on the Context tab of Entity Input so
that this feature will not be overlooked. The tags used in EAC output for this information
are separate and distinct from other contextual data, and provide a place to add discursive
text that may be difficult to express in another form.



AEs

List of Notes by Note Type 2]

Each note should be given a name to distinguish one note from another within note types (categories).

Note Type Note Name MARC Codes Printable?
General Context I | _ﬂiJ v

||

Choose a note and click OK to edit text.

< Exit oK cancel Next >
[apx [apc [noToo | 2 [ CHE

Click Exit or press F8 to return to Entity Input.

Legal Status

If an entity has a particular legal status, it may be expressed here. Include citations when
available.



S LAPDY. demprappxicom:bOGd| jd ﬂ‘
File Process Options Help
POLLILOE
Legal Status
Entity: 2 Archives
Key: 1
Status: [~] Last verified:
+ | cCc¥T-MM-DDThh :rm: 5= _ Details |
From: CCYY /MM /DD To: CCYY /MM /DD
Place: |
Citation: '« | Last verified:
= | CCYY-MM-DDThh:mm:ss % |  Add Xlink
Styled Text: «| style Type:
Note: -
< Exit OK Cancel Next >

I

| EP |DEV | BIBO1 | Add

Click Exit or press F8 to return to Entity Input.

Chronological Lists

A chronological list, when it exists, will be appended to the end of the
Biography/Administrative History element within EAC. Add each event in the order that

it happened, and include dates and places as appropriate.



. APPX...demo, appx.com:B061 aEs)
lEDOptlons; Hep !
3 R Famm i
POLBNOIE
| chronologicalist . BEH
Entity: 2 Archives
Key: .
Event: _‘_j
=]
From: CCYY| /MM /DD Date Type: id|
To: CCYY /MM /DD Date Type: a
Place: H]
< Exit OK Cancel Next >
EREEREERRNTTEREL Y - |

Click Exit or press F8 to return to Entity Input.

Lists

Other types of lists may be added to the field you specify. First add the list group, and
then add items to the list.
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File Process Options Help

POBBNLE

EAC Lists
Entity: 2 Archives

Key: 1

List Name:

Display In:
biogHiszt
functions
generalContext
legalStatuses
locallescriptions
mandates
occupations

List Items |
< Exit oK cancel | Next >

[er [oev [BBO1 | Add |0 N




_APPX.._demo,appx.com:B06] aEal
 Fle Options Hep |
POLBRLE
[ Lsttbems . HAEA
Entity: 2 Archives
List Key: 1
Key: ]
Item: =]
=
Styled Text: [=]
=
Style Type: |
< Exit oK cancel Next >
EREEREERRNTTEREL Y - |
Click Exit or press F8 to return to Entity Input.

Local Descriptions

Local descriptions, as defined by EAC, describe entities using locally-defined terms, and

may contain lists or outlines.



aExs|

511511 ]

Cocaipesorptions ——————___@ug|
Entity: 2 Archives
Key: 1
Citation: [~] Last Verified: Add Xlink
+ | lcc¥¥-MM-DDThh iz 25| 5
|styled Text: |~ | style Type:
=] H

[Tie to List Key:

Tie to Outline Key:

Note: i

Local Description Items |
< Exit oK | cancel | Next >
EREEREERRNTTEREL Y - |

List each item in the Local Description:



__APPX.__demo.appx.com: 061 aEs|

File Process Options Help

Local Description Items H B |
Entity: 2 Archives .
Item Key: 1 -]
=l
Key: 1
Local Term: [=] Last Verified: Details
~ | CC¥Y-MM-DDThh:nm: =s| 3
From: CCYY /MM /DD To:  cCc¥Y /MM /DD
Place: |
Local Type: 4]
Citation: |+ ] Last Verified: Add Xlink
7| lcoTy-MM-DDThh e 55| #
Styled Text: |+ ]| style Type:
- =1
Note: _:i
|
< Exit OK Cancel Next >

EREEREERRNTTEREL Y - |

Click Exit or press F8 to return to Entity Input.

Mandates

If an entity has a particular mandate, include it in the fields below:



AEs

File System Process Options  Help

POLBNLE

Mandate & B3 |
Key: 29 il
Mandate: =]
From: 1987 /MM /DD To: CCYY /MM /DD
Place: ]
Citation: |~| Last Verified:
7| CCYY-MM-DDThhimm: ss| _Add Xlink

Styled Text: |+ ] style Type:
Note: Title 863G, Chapter 3 has keen in place since 1985 (when &

it was Title &3, Chapter 4fa). Sections 63G-3-401 and

402, creating the division and outlining their duties,

came into being in 1987 (as 63-462-9.5 and 10).

< Exit OK Cancel Next >

[apx [apc [BBO0 | chg | CHE

Click Exit or press F8 to return to Entity Input.

Occupations

If the entity is a person, include their occupations:



Fx APPX - da'mu,'—_'_pp.".;';u'm:UU‘?J'J. j@a‘
File Process Options Help
POLBEONE
Occupations
Entity: 2 Archives
Key: 1
Last Verified: _ Details |
Occupation: [ | cexz-1m-DDTHh: ran: 55
From: CCYY| /MM /DD To: CCYY /MM /DD
Place: |
Citation: +| Last Verified: Add Xlink
7| ¢cTr-My-DDThh:rm: =S
Styled Text: |+ ]| style Type:
- =l
Note: -
=
< Exit OK Cancel Next >
| [er [oev [BED | Add |5

Click Exit or press F8 to return to Entity Input.

Organizational & Genealogical Charts

You may attach organizational or genealogical charts to the entity. The URL may be an
online resource or something held in a local directory:



UAPPX.._ domo, appxcom:B061 aEs
File O_DtiP.I.ﬂS Help_ B |
T e
POLBRLE
Organizational Charts of Entity H B |
Entity: 2 Archives
Key:
Created: Type: =]
URL: «]
[~]
Page:
View Chart |
< Exit oK cancel | Next >
EREEREERRNTTEREL Y - |

Click Exit or press F8 to return to Entity

Outlines

Input.

Date in outline form may be added to many elements in EAC. Indicate which one in the
initial outline grouping, then add individual items to the outline.



_APPX. . demo,apps aExs|
File Process Options Help
POBBNLE
T - [T~ |
Entity: 2 Archives
Key: 1
Name:
Display In:
biogHist
functions
generalContext
legalitatuses
locallescriptions o
mandates
occupations =
Outline Items |
< Exit oK cancel | Next >
EREEREERRNTTEREL Y - |

The level of indent should be zero for the first element, and then sequential numbers
below to indicate how many “tabs” to add to each outline item, so that it indents properly.



rx ,'PP;’ - ﬂ:uJJ_'_}J}J."_Jm JUH a @a‘
File Cptions  Help
e .
POLBRLE
| outlinettems ________BHE¥|
Entity: 2 Archives
outline Key: 1

Key:

Indent: n]

Item: [=]

=]
< Exit oK cancel Next >
EREEREERRNTTEREL Y - |

Click Exit or press F8 to return to Entity Input.

Places

Identify places associated with this entity. Each place name is controlled in another
screen available from the Creators and Functions menu, and is available for lookup here:



F.x APPX - da’mu"—-'JJpJ’.::u'm:UU‘B'] akﬂﬂ'
File Process Options Help
POLLILOE
Places Tied to the Entity
Entity: 2 Archives

Key: 1

Place: |£]

Address:

city: state: Zip:

Country:

Citation: »| Last Verified: Add Xlink
7| ¢CYY-MM-DDThh:nn: 55

Styled Text: ~| style Type:
- =l

From: CCYY /MM /DD To:  CCYY /MM /DD

Role/Event:

Note: ﬂ
bd|

< Exit OK Cancel Next >
[ EREEREERRNTTEREL Y - |

Click Exit or press F8 to return to Entity Input.

Structure or Genealogy

The Structure or Genealogy note provides you with the ability to write discursive text to
explain an entity’s structure or genealogy in the event that more specific fields do not
allow needed flexibility.
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File Options  Help

POBRENOE

Notes by Note Type
Each note should be given a name to distinguish one note from another within note types (categories).
Major Record MARC Indicators Print
Category Key Note Type Note Name Code 182 OK?
AGENCT 2 Itructure or Genealogy I |
Choose a note and click OK to edit text. ‘ >
< Exit OK Cancel Next >

| [er [pev [woTo1 | ace |2 CEER

Click Exit or press F8 to return to Entity Input.

Relationships

Click on the Relationships tab. This section offers you the ability to identify relationships
between entities, bibliographic records, and functions that are not already expressed via
entity hierarchy or creators tied to records.



AP itacOisprst aEal
File System Process Options Help
TS ey |
PQLBRNOE
[2]-]x]|
Identity Context Relationships Controls Resources
Entity: 29 Department of Administrative Services. Division of Administrative 0O
Rules
Relationship Elements
Related Entities Relationship of one entity to another, and associated roles.
Related Functions Functions associated with this entity.
Related Resources Records related to this entity (subject of or other relation, not created by).
Related Programs Pragrams associated with this entity.
Go To 0K Cancel Next >
[apx [arc [BBOO | chg |7

Related Entities

If an agency has a relationship with another agency, and that relationship should be
recorded in the name authority file and the agency catalog record, it is added here.
Related agencies may or may not share a hierarchical relationship:



_APPX - itacOd1spr.state.ut.us:8060, AER
File Systern Options Help
PQiBNODE
0K Cancel | Add Change Inguire Delete Aok [
Related Agencies
Key  Related Agency:
1 f‘l‘lﬁl Ttah. $bhbepartment of Human Serwvices
Key  Related Agency:
2 33 Ttah. {bBoard of Aging and Adult Services
< Exit OK Cancel Next >
| [apx [arc [BiB00 [ chy |5 IR

Click Exit or press F8 to return to Entity Input.

Related Functions

A function is an independent element in EAC, and can exist without being tied to an
entity. However, when an entity has one or more functions, they should be identified
here. You may scan the Function key to tie the entity to an existing function (found on
the Creators and Functions menu), as well as indicate the relationship type. Since
functions as an independent element have not yet been fully developed in Axaem, the
output in EAC still uses the <function> element rather than <functionRelation>.
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File Process Options Help
e l
POLLILOE
Related Functions
Entity: 2 Archives
Key: 1
Function: | |
2]
Relation Type:
From: controls To: CCYY /MM /DD
owns
Place: perforns JiJ
Citation: |+ | Last Verified: Add Xlink
-~ | lcoTy-MM-DDThh: ren: 55|
Styled Text: = | style Type:
= ]
Note: ﬂ
=
< Exit OK Cancel Next >
[ EREEREERRNTTEREL Y - |

Click Exit or press F8 to return to Entity Input.

Related Resources

If a series is not created by the entity, but some relationship exists (perhaps the entity is
the subject of the records in question), then a relationship to that resource would be

entered here:
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-_File Process  Options  Help
T Gl e
POLBROW

Related Resources

Entity: 2 Archives

Key: 1

Relation Type:

Last Verified: MM/DD/CCYY hhimm ss @ Add Xlink

Series: |

Place: ﬁ]

From: CCYY /MM /DD To: [CCYY /MM /DD

Note:

K I

< Exit oK cancel Next >
[ EREEREERRNTTEREL Y - |

Click Exit or press F8 to return to Entity Input.

Programs

Click on Programs. A program is a subunit of an agency that does not rise to the level of
an agency, such as a work group. A program may also be a function shared across more
than one agency, such as participation in federal program. Programs are identified in
order to print retention schedules by these work groups, and they are first added in the
Agency Programs Input process on the Agency Information menu. If an agency is tied to
any programs, they will display in a list here:



L APPX - itacOiSpEstates s 8060,

AES)

File Systern Options Help

b

0K Cancel

Add Change Inquire Delete

FRSRSEIN )

Agency Programs

Identify which agency or agencies are tied to the program, and what date spans the program was in effect

Program: Z4 MINING BUREAUT
Agency: 720 ©0il, Gas, and Mining

Began: CcC¥Y Ended: ccy¥y
Program: 25 INSPECTION AND ENFORCEMENT PRO
Agency: 720 ©0il, Gas, and Mining

Began: CCYY Ended: CCTY
Program: 26 MINED LAND EBEECLAMATION PROGRAM
Agency: 720 ©0il, Gas, and Mining

Began: CCYY Ended: CCTY
Program: 27 ACCOUNTING SECTION
Agency: 720 ©0il, Gas, and Mining

Began: CCYY Ended: CCTY
Program: 28 ADMINISTRATION SECTICN
Agency: 720 ©0il, Gas, and Mining

Began: cc¥¥ Ended: ccyy
Program: z9 AUDIT PROGRAM
Agency: 720 ©0il, Gas, and Mining

Began:  CCY¥Y Ended:  CC¥Y

< Exit

Al

OK Cancel Next >

[apx [arc [BBo0 [ ng |5 NI

Click Exit or press F8 to return to Entity Input.

Controls

The Controls section offers links to elements that support the creation/revision of the
entity and the EAC output, as well as data about contact people associated with those

entities.
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|File System  Process  Options  Help

XX}

Identity | Context Relationships Controls Resources
Entity: 29 Department of Administrative Services. Division of Administrative 0O
Rules
rControl Elements
Address Current address of entity.
Alternative Sets Identify alternate authority control records from external systems.
Languages Languages used by the entity.

Mailing List Contacts

Recordkeeping contacts within the entity, and their roles.

Miscellaneous Data

Creationfrevision dates, records analyst assigned to entity, and catalog data.

Revision History

Details of what was revised and by whom.

Sources

Sources used to produce the history of the entity.

View EAC

Yiew & save Encoded Archival Context.

OK Cancel Next >

[apx [arc [BBOO | chg |7

Entity Address

The Address button is for just what you would think:



CIAPPX.itacOispr.state ut,us:B050 AER|

PQOQBL LB

oK Cancel | 40d Change Inguire Delete Aok Del

Address of Entity
7 o

Key: 2 Department of Huwan Services. Division of Aging and Adult

Services

LIl 120 morth 200 lest

Building Mail: [3alt Lake City [ur [sa11n
|
Phone: 1538—3910
County:

| B et
oK cancel Next >

| [apx [arc [BE0D [ chg | NN

There is a checkbox for indicating whether this address is available for state building mail
delivery. The county code is included so that reports can be run by geographic area.

Click Exit or press F8 to go back to the prior screen.

Alternative Sets

If another authority control record exists in another system, identify it in Alternative Sets:



rx ,'PP;’ - ﬂ:ulJ-‘_}J}J.’LJmJUjI a@a‘
File Cptions  Help
ettt E— |
POLBRLE
Alternative Set Input 2| [x]
Entity: 2 Archives
Key: 1
Component: [ |
Xlink Href: (=]
|
Xlink Title: B
=]
Xlink Actuate: ~|  Xlink Show: =1
Xlink ArcRole: (=]
=]
Xlink Role: 1~
|
Xlink Type: |
Last Verified: COYY-MM-DDThh :ran: 5=
< Exit 0K Cancel Next >
EREEREERRNTTEREL Y - |

Click Exit or press F8 to return to Entity Input.

Languages

Any languages used by the entity should be identified here, along with the type of script.
Scan for values if needed:



APDX.- demo.appx.com:B061.

File Cptions  Help

POLEBOE

AEs

| Languages Used byEntity __________________________________________________ HEE
Entity: 2 Archives
Key: 1
Language: eng ‘_dll_] English
Script: | Latin
< Exit OK Cancel Next >

| EP |DEV | BIBO1 | Add

] |

Click Exit or press F8 to return to Entity Input.

Mailing List Contacts

Click Mailing List Contacts. This screen summarizes all of the contact people who are
tied to this entity.



ESAPPX - itacOisprestaterutus:8060, ﬂdﬂ‘
File Systern Process Options Help

POBL OO

0K Cancel | Add Change Inguire Delete Aok [

Entity Contact Information
Code Contact Type
A _@_{Records officer
Addressee: 5030 | Ruesch Terri
|ARO Records Officer
Addressee: 7069  Holmgren Nels
|ARD Records Officer
Addressee: 7338 Ruesch Terri
ARO Records Officer
Addressee: 7353 Archuleta Raitos
|ARO Records Officer
Addressee: 7355 Curtis Melanie
DIE Director
Addressee: [ Crmshy Alan
DaT Destruction Letter Approver
Addressee: 5050 Ruesch Terri
REQ Records Contact
Addressee: £732 Archuleta Raitos
REQ Records Contact
Addressee: 7338 Ruesch Terri
REC Records Contact
Addressee: 8177 Draper Eathryn
Go To Mailing List |
< Exit oK | cancel | Next >

] [apx [arc [BiB00 [ chy |5 IR

From this screen you can drill down into the mailing list itself, where contact information
is recorded. Choose a name and click Go To Mailing List. This view into agency contact
information via the Entity Input screen is for convenience, not for adding. To add new
contact people, you would go into the mailing list directly through another menu option.



| APPX - itacO1spr.state,ut,us:8060 AED

!File Systerm  Process  Options  Help

e ‘3@%

oK Cancel | 200 Change Inguire Delet:
Mailing List
. : Key Prefix Last Name First Name Familiar Name Suffix
5050 H_- Ruesch iTerri 1Terr:i_ I
Title:

Address: iAglng and Adult Services
Street: [120 North 200 West

City: Salt Lake City HiUT ﬂ]afllfls I
Phone: [so1 ~][s3s - [3910 Ext: |
-

Fax: [s0l =]
Email: terriruesch@l.ltah.gov Send Email
Building Mail: [+
Agency to Appear on Label if Building Mail is Used: |z ﬁ] Aging and Adult Services

Box Inventory ID: I If user 1D is filled in, then box inventary system will use address
infarmation from APFX

Comments:
i
f
Track the training sessions this individual has attended.
Training |
s -J:’!=!i
f GoTo oK | cancel | Contact Type | Next> |
I [apx [arc [BiB00 [ chy |5 IR

Click Exit or press F8 to go back to Entity Input.

Miscellaneous Data

Click the Miscellaneous Data button. This screen details audit control information, such
as when the agency was added and who changed it last, as well as who is assigned to
work with the agency for their records management needs. The agency catalog is also
accessible here.



CIAPPX- itac sprystata L is:B060 AR

File Systern Process Options Help

0aPOBLY S @

€ 0K Cancel | 4d Change Inquire Delete Aok Del

Agency Miscellaneous Data
7 o

Agency: Z rCataloging Dates

Cataloged:  [M/DD/ccyy by
Compiled: 09,1990 by WG
Work File: 01/02 /2003

Convert to Catalog
Go to Work File
Go to Agency History

rAgency Input Dates
Added: MM/DD/CCYY by  CFR
Modified: 09/18/2009 by  APX

Analyst Assigned to Agency:
3LM Susan Mumford

I} eaNsesy)
OK Cancel

| [apx [arc [BEOD | g | CEER

Click Exit or press F8 to go back to the Entity Input screen.

Revision History

Axaem automatically knows when the record for the entity was added, but subsequent
additions or changes need to be recorded in Revision History:



o T AEs
File Cptions  Help
bALBRNEOE

I - [T~ |
Entity: 2 Archives

Key: 1

Revised: MM/DD/CCYY

Revision Type:

Note: =
hd

< Exit OK Cancel Next >

EREEREERRNTTEREL Y - |

Click Exit or press F8 to return to Entity Input.

Sources

Any sources used to determine the history and context of the entity should be listed here,
including transliteration of the information:



F-x APRX. da'mu,'—_'_pp.".;';u'm:UU‘.:;J'J. akﬂﬂ'
File Process Options Help
POBOBBLE
Sources
Entity: 2 Archives
Key: 1
Entry: | Add Xlink
d|
Script; Latn #| Latin
Transliteration: 2| Convention: |Jij
< Exit oK Cancel Next >
[ EREEREERRNTTEREL Y - |

Click Exit or press F8 to return to Entity Input.

View EAC

To view the EAC record and export the XML data to a file that can be saved, click View
EAC.

Resources

The Resources section provides links to specific resources tied to this entity, including
summaries of holdings.

Boxes



An Update process found on the Boxes menu will populate data in the fields below. It
takes information from the box inventory system and counts the boxes in relation to
entity hierarchy. This information is useful for statistical reports.

i ; A=
File System Options  Help
oy e |
POBLLBE
Total Boxes We Store 2| [x]
'.?i' Y = 2
i Agency: 29 Adwinistrative Rules As of:
Total Destroyed Missing  Current
Boxes: |40 - |2 - o = |35
Hierarchy:
270 H| Administrative Services Film: 10993 - 4820 - 244 = 5134
9 | adwinistrative Rules 49 4 u] 45
[o H
o H
]D H
OK Cancel
[apx [apc [veroo | oy | CHE

Click Exit or press F8 to return to Entity Input.

Microfilm

The Microfilm button provides a quick glance at the amount of film we have for a given
agency. When film exists, the data appears like this:
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| File Systern Process Options Help

POBLOD DB
oK Cancel | 40d Change Inguire Delete Aok Del
Total Film We Store
§ &
Agency: O As of: 07/01/2009 18:04
Total Deaccessioned Current
Film: 3 = i = 12
Hierarchy:
12479 | alcoholic Beverage Conmission Film: | 13 - | 1 = 12
4 #H| 2lcoholic Beverage Control 13 1 12
0 ;]
0 #h | |
o H | | |
! '"':'!!!ﬂ
. OK Cancel Go to Series >

| [apx [arc [micoo [ chg |5 EEIE

Note how film totals are rolled up by agency hierarchy. In the above example, film only
exists at the Alcoholic Beverage Control (ABC) level, so the number 13 reflects
everything at ABC as well as under the Commission. In the example below, each level
has its own film, and together they show how much any hierarchy level has. That means
that the Finance Division has 609 microfilm reels, 230 of which come from the
Accounting Operations section. To produce these film totals, an update function on the
Microfilm menu called Film in Storage Reset is run. The numbers do not automatically
change as film is added or deaccessioned. The process is used to facilitate year-end status
reports.



glesutus B060;

| 1Spr.si:
File Systern Process Options Help

PQOQBL LB

oK Cancel | 40d Change Inguire Delete =1
Total Film We Store
o A c
Agency: O Asof: 07/01/2009 18:04
Total Deaccessioned Current
Fim: | 20 - 158 = 72
Hierarchy:
270 Administrative Services Film: 1548 i 640 = 908
388 Finance Division 609 Einn 232
22 Accounting Operations 230 158 72
u]
u]

0K Cancel Go to Series >
[apx [arc [micoo [ mg |5 EEIR

Click Exit or press F8 to go back to Entity Input.
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| File System Process Options  Help
S = e e |
POLBEROE
B e |
Identity | Context Relationships Controls Resources
Entity: 29 Department of Administrative Services. Division of Administrative 0O
Rules
Resource Elements
Box Totals Mumber of hoxes associated with this entity and its subunits.
Microfilm Totals Mumber of microfilm reels associated with this entity and its subunits.
Series Tied to Entity Bibliographic records created by this entity.
Go To OK Cancel Next >
[apx [apc [BBO0 | chg | CHE

Series Tied to Entity

The Series Tied to Entity button will only be visible if there are series records tied to the
agency. If there are, clicking on the button allows you to drill down to the series record:
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File Systern Options Help
PQOQBL LB
oK Cancel Change Inquire [el: ch O
Search Series by Title
Title Series Agency Dates
Publications 127 Aging and Adult Services 2 13987
Policy and procedures manuals 132 Aging and Adult Services 2 1966-
Work progrem reports 166 Aging and Adult Jervices 2 1976-2009.
Administrative records 1ie4d Aging and Adult Services 2 1963-
Grant project files 1307 Aging and Adult Services 2 1967-
Financial records 1329 Aging Z 1967-1972.
Protective adult services case file 6228 Aging and Adult Services 2 1980-2004,
Fiscal review records 10578 Aging and Adult Services 2 1975-1985.
Executive correspondence 10154 Aging and Adult Services 2 1980-
Information memorandums and program 101535 Aging and Adult Services 2 1983-
State board meeting records 10707 Aging and Adult Services 2 1961-
Advisory council meeting minutes 10708 Aging and Adult Services 2 1988-2005.
Personnel files for permanent emplo 10247 Aging and Adult Services 2 1975-2003.
Travel and transportation files 10248 Aging and Adult Services 2 1985
Daily activity schedules 10249 Aging and Adult Zervices 2 1989-2004.
Ztaff agenda and meeting minutes 10250 Aging and Adult Zervices 2 1985-2004.
Accessioned publications 1965-1977 108598 Aging Z 1965-1977.
Aging and adult services case files 11784 Aging and Adult Services 2 1980-2004.
Choose atitle and then click OK to go to Series Input =~
< Exit oK cancel |
| [apx [arc [BiB00 [ chy |5 IR

Click Exit or press F8 to return to Entity Input.

Adding a New Entity

To add a new agency, first make sure that all of the agency name codes you will need for
this agency have been added prior. Then in Entity Input, click Add Mode or press F9. A
blank agency screen will appear:
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| Fi=g

oK Cancel | Add Change Inguire Delete Aok D=l
Entity Input
o7 e
Identity Context Relationships Controls | Resources |
Entity: 3560 | a0
-
Label Name: Created/Born: E%
Entity Type: [ n Ended/Died: [cove
OK for Inventory: [7
. rCorporate/Family Structure
Higher Entity: o | Hierarchy Began:  |mm/DD/cory
v | Level Higher Current
1 [T Go to Higher Entity
2 [T Go to Lower Entity
3 [ Edit Structure Codes
4 [ a
5 [T

ridentity Elements
Alternate Names

Multiple Identities

Official Name

Parallel Names

Prior Names

Prior Structure

Alternate names of entity, including nicknames.

List entities participating as part of a multiple or collaborative identity for this entity.

Official authorized (current) name of entity, and its MARC coding.

Farallel official current names of the entity, such as in multiple languages.
Marnes the entity used to be known by.

Structureshierarchy the entity used to belong to.

! -J:n!=!§

OK Cancel

Next >

]

| apx [ARC | BIBOD | Add

E]s - |

Skip the first field (it will auto-populate later) and place your cursor on the Label Name
field. Type a label name. Then indicate the agency type that this organization should be
linked to. Add a creation date. Type the first hierarchy level code and as many thereunder
as you will need to describe this entity. Add the Hierarchy Began date.
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Hierarchy Began:
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Alternate Names

Multiple Identities

Official Name

Parallel Names

Prior Names

Prior Structure

Alternate names of entity, including nicknames.

List entities participating as part of a multiple or collaborative identity for this entity.
Official authorized (current) name of entity, and its MARC coding.
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OK Cancel

Next >

E] & |

| apx [ARC | BIBOD | Add

Instead of clicking OK at this point to save the record, go directly into the Official Name
screen. The first time you click this button, the data lookup information first appears:
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Go to Lower Entity
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Alternate names of entity, including nicknames.

Multiple Identities

List entities participating as part of a multiple or collaborative identity for this entity.

Official Name

Official authorized (current) name of entity, and its MARC coding.

Parallel Names

Farallel official current names of the entity, such as in multiple languages.

Prior Names
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The second time you click Official Name, it will take you into the official name screen
and also save the new agency record with its new agency number.




- PACOdEpy stata it s B060 - B[X]|
IFiIe Systerm  Process  Options  Help

O BE &b

oK Cancel | 40d Change Inguire Delete Aok Del

Official Authorized Name of Entity
/7 ,}FV' -
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Precede by Utah [T Precede by Utah.$b [T MARC Code Indicators: 1--
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Add the official name (with MARC codes), the agency long name (without MARC
codes), and indicate whether or not the name has been registered with the Library of
Congress. Click OK and the system will return you to the Entity Input screen, and display
the official name at the top of the record.
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OK for Inventory: [7
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ridentity Elements

Alternate Names Alternate names of entity, including nicknames.
Multiple Identities List entities participating as part of a multiple or collaborative identity for this entity.
Official Name Official autharized (current) name of entity, and its MARC coding.
Parallel Names Parallel afficial current names of the entity, such as in multiple languages.
Prior Names Mames the entity used to be known by,
Prior Structure Structurehierarchy the entity used to belong to.
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Click OK again to be presented with another blank screen so you can add the next
agency. If you do not need to add another agency, click Exit.

Remember to add other pertinent details such as address and staff member assigned to the
agency, so that all needed information will print out on retention schedules.
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