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The Utah State Archives’ local system is written with software called APPX, a
proprietary Rapid Application Development tool, and the resulting application has been
named APPX-based Archives Enterprise Manager (Axaem). This software allows us to
develop applications that reflect our business needs, and change and expand as we see fit.
The features used in Axaem are directly related to APPX Software’s capabilities, and
they change and grow as we implement upgrades. We can add new processes, menus, and
data fields easily when needed, often taking only minutes, so feedback about new
business requirements is always welcome. Axaem code has been made open-source by
the State of Utah.

That said, our local system was designed many years ago by a group of archivists, who
sat in many meetings discussing archival theory and how it applied to archives practices,
records management, and automated systems. They came up with foundational principles
and table structures that have served us well for over 20 years.

One foundational principle is that records have a lifecycle. They are created and used
actively by an entity, stored for a while off-site, and then destroyed or transferred to an
archives for permanent access. Once in an archives, other things happen to those records.
The process is a continuum, but with many procedural branches. Since the Utah State
Archives and Records Service functions as both a records management and archival
institution, our local system is smart to do so as well. To that end, Axaem begins with a
simple core idea that gets added upon. Records first obtain retention schedules, and are
given basic descriptive data. They also have classifications, or access restrictions
reflecting state law. And they have an approval process that they must go through, and
those meetings where approval is granted have to be managed. Then other important
things start to emerge, all of which get saved to the system. For instance, records are
sometimes microfilmed. The film contains certain data ranges, belongs to specific record
series, and is filmed by individual cameras all of which need to be managed. The records,
if permanent, are arranged and described at the box, file, and reel level. They have
finding aids created, and may also be indexed. They have relationships to other records,
which must be recorded. They may have a history of being produced by another agency
before being managed by their current one, which also needs to be recorded. Those
agencies have their own history, functions, and prior names, and may be current or
defunct. There are people at the agencies that we need to keep in contact with and train,
and those training sessions need to be managed. And on, and on.

Each piece adds context and meaning to the information we are trying to preserve,
understanding of the government process that existed at any moment in time, and greater
efficiency to the administrative tasks of the Archives. Context, content, provenance, and
original order are the cornerstones of archival management. Instead of starting the
descriptive process over each time the records pass through another point in their
lifecycle, the information is added continually to that single entry point. Then the data is



presented to the public as a retention schedule, a catalog record, a finding aid, a
searchable index, and the metadata for the scanned image of individual items.

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

System Architecture

APPX has three components: the client, server, and database. The client is what’s known
as “thin client.” It is written in Java. All that the client does is create a communication
link with the server and provide a runtime environment so that you can interact with the
data using a graphical interface. You may download the client from APPX’s website,
www.appx.com. After the client is installed, you can access Axaem from anywhere, as
long as you have an Internet connection and login rights. If you are trying to access it
outside the state firewall, there may be some restrictions.

The APPX engine and the applications we’ve written for our business processes are
stored on the server, not the client. In Utah, our main (production) applications run on a
Linux server. The name of this server is used when you are at the APPX login screen. We
also have another instance of the software installed on a Windows server. The Windows
server provides access to a database of record locations in our permanent records room,
which has an Automated Storage Retrieval System from HK Systems. And we have a
separate Linux VM for testing.

The database we use is Oracle (in the case of the Linux applications), and SQL Server in
the case of Windows. The Linux server also stores data in APPX’s native database,
known an APPX/IO, to provide faster response to some tables. Oracle is located on a
separate Linux server. The reason we use Oracle is so that data can be shared with
another third-party system, which is used to manage records at our Records Center.

Also on the Linux server, we have a web server running, which provides public access to
Axaem data, such as series indexes and retention schedules. This is where we store our
CGil scripts. The forms on our website reference these scripts, which temporarily log the
web user directly into Axaem, allowing people to interact with the system just as any
other user (e.g. to run searches, submit new series, or generate PDF reports), then quickly
log the user out again when the browser request has been fulfilled.

Login

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


http://www.appx.com/
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If you choose, prior to logging in, you can set options by going to the Options tab, and
then click Advanced.
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This is where you set the screen rows and columns to be 28 x 110 instead of the default
21 x 80, or change the font size. You will need to scroll about three-quarters of the way
down to see these options. Double click in the left-hand value fields to edit. After you
make your change, when you click outside of the field, the background changes to
yellow. When you are done making changes, exit by clicking the X on the upper right-

hand of the window. Then click the Remote tab and log in as normal to save your
changes.
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colorScrollSelectdctive #0000FF #OO00FF Color of scrolling selector border on active recard
colorScrolSelectOther #FFOO00 #FFOO00 Color of scrolling selector border on other records
colotMindow B Window Background Color
guilook app apps Looka&ndFeel Java theme to use
zhovwOptionsTak true true Showy the Login Options tab?
command=hell 0% Command Shell for launching files
connecttode hoth hioth Pre=et the connection type
embedspplet falze falze Should the applet run embedded
enginePath Engine pathname for Local execution
mapoptionkey Key to use for the Option key
nrofilefame Matne of profile to use fram I file
remoteHost Remote login hosthame
remotePassword Remote login password
remotePort 0 0 Remmote connection Appx server port
rematellzer Remote login u=er id
runApplication Application to run on startup
runDatabase Databasze to run on startup
rUnProcess Process to run on startup
runProcessType Process Type to run an startup
=creenFows 28 21 Screen grid cell roves
zcreenColumns 110 a0 Screen grid cell columns
zcreendspect 2625 2625 Screen cell width multiplier to get height
showDateScans falze falze Shovwe 2can buttons on date fields
showhienubar true true Shove Menubat on client window:
show Toolbar true true Shaosee Toalbar on cliert windaw
showScanButtons true true Showe Scan Buttons on client windowe
startupialiviode Wallpaper tiing mode for startup wallpaper
startupallpaper Walpaper ta load into the window in start
themerame default defautt Matne of theme directory to use
ity Title APPX - Blhost).. [8PPX - $(host)... | Text to show in the window title o
[Drebing]
loggingEnabled falze falze Turn on debug logging
debughlatifyLevel MCIME MOME Set debug level for popup dislogs
debugloglevel ALL ALL Set debug level for logging to the logfile
metmotyCheckTimer 15 15 Seconds between About Dialog memary checks
-
Main Menu

After you login, you will be presented with the Main Menu:
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Some menu items are going to be used far more than others. Typically, you will spend

most of your time in Series & Searching; Agents, Context, and Functions; and
Microfilm—not necessarily in that order.



Agents, Context, and Functions

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

Recording agency information provides provenance and context to the records that are
created by those agencies. It also acts as an authority file, so that agency names only need
to be established once but can be used multiple times by different processes.
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Every agency is given a number, called the agency key. This is a sequence number that
grows as each agency is added to the system. The agency key is independent of all other
numbers. Agencies also have another unique key called hierarchy codes. These 4-
character codes, when used as a set, are equivalent to the agency key.

Higher Agency: 388 Finance
1 as iz Administrative 3Jervices
2 FI FI Finance
3 LCO Locounting Operations
4
5

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



specific agency. Before an agency can be created, these hierarchy codes must first be
added through the Entity Structure Codes function:

JtacOispr state. ut us:8060 AER

Creators & Functions
_[ Entities Y_Records Oﬁ'lcersY Print \

Entity Input

Search Entity by Alternate Name
Entity Structure Codes

Entity Label Names for Film
City/Zip Code Maintenance
Copy Entity Notes

EAC Convention Declarations

EAC Default Parameters

EAC Local Types

EAC Local Type Default Parameters
EAC Place Names

Function Input

Programs Input

Regional Repositories

TR e T Transfer Bibliographic Records to Other Entity

Main Menu

| | apx [aRc [ BEOD | s |

The individual codes are intended to be generic. They may appear at any level of the
hierarchy, and are re-used for agencies that have similar units (e.g. “AS” for
Administrative Services could be part of the code set for the Dept. of Administrative
Services, as well as the Dept. of Human Services’ Division of Administrative Services,
which is why it has been added several times—once for each level).
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So if you pull a report that lists hierarchy codes, don’t be surprised if the name tied to the
code doesn’t perfectly reflect the official name of the agency. It’s not supposed to. The
most useful part about hierarchy codes is the ability to pull reports for a whole
department and its subunits with a single query. For instance, if you want every retention
schedule that the Dept. of Transportation has, use the department code TR in the space
provided in the query, and the system will happily print all 1,000 pages from every
division for you. If you just want the report for a single division of UDOT, use the
agency key instead to specify which one.

Click Exit to go back to the Creators & Functions Menu, then Click Entity Input:
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To look at an agency record, click Entity Input, and then click OK or press Enter to bring

up the first record:
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Agencies have official names. The way that these names are recorded in the database
reflects standard library cataloging rules. If you would like to know why an agency is
named the way it is, see Anglo-American Cataloging Rules Il (AACR2), and Describing
ARCHIVES: a Content Standard (DACS). Generally, the names are closely tied to what
the agency calls itself, as recorded in its own literature, but the form is standardized to an
extent. Official names have been known to change over the years, and we keep track of
each change, called the prior name. Records created and then closed during the years of a
prior name will display the prior name in the system as the creating entity instead of its
current one. That’s how we keep track of all the different governor’s records, even
though the governor as an agency has kept the same agency key (446) throughout the
years.

The alternate agency name is a list of names the agency may go by, including its official
one as well as nicknames and shorthand names. This field is used when searching, both
when logged into the system and on our website.

Agencies also have date spans, histories, functions, and other notes. All of these details

are part of the history record. Each agency record is automatically mapped to MARC
codes when data entry is done, and becomes part of the catalog.
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The buttons below the name and hierarchy information on this screen represent other files
(children of the agency record), each of which has its own descriptive information. The
shading on the button indicates that data exists in that category.

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

Records officers and their contact information (address, phone, email, etc.) are recorded
in the database and tied to the agencies they represent as well as the roles they fill. Some
people wear more than one hat, so contact types are given codes, such as ARO for
Agency Records Officer, CRC for County Recorder, and MIC for Micrographics Contact.
You may add as many codes as the person has hats. Each name in the database is given a
number. This number is automatically added when a new name is added, and is also used
when registering people for records officer training so that we know all the training
sessions any one person has attended. The email address of records officers is recorded so
that group emails may be sent easily based on geographic regions, all county employees,
or other criteria.

12



Agency Information
/_ Agencies YRecords OfﬁcersY Print \

Agency Contacts
Records Officer Training
Send Email to Records Officers

FLT.1
| (el 1 LT

tain Menu

“ |er [ovz [BIBOI E)5- |

Click Agency Contacts, then press Enter to bring up the first record:
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1 l Smith iJohn iJohn I
Title: County Recorder
Address:
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Fax:
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i
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Training |
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Click Contact Type to see this person’s role(s):
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Exit to Main Menu.

Boxes & Files

The Boxes & Files Menu is used to view the physical holdings of the Archives. This data
is created in the box inventory system used by the Records Center. Records here are not
edited through Axaem. If you think a change needs to be made to a box or file, log into

the box inventory system. Viewing boxes by series is much easier to do in Axaem,
however.

The box and file numbers are generated by the Records Center system. In turn, this
system uses Axaem series numbers to identify sets of records, so the two systems work

together. You may search for items by either number. Boxes and files display even if the
item in question has been destroyed.

Box records include user box numbers, physical shelf location, date spans of contents,
and file spans of contents. The description usually just duplicates this information, but
may provide more context on occasion. File records contain similar data. Note that file
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descriptions (when the file is a piece of microfilm) contain the film accession number
(discussed further below).
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Here’s an example of a box detail record:
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Exit to Main Menu

Cataloging

The Cataloging Menu manages all cataloging functions, including how the exportable
catalog file and online catalog are generated, and the paths used for specific URLs within
the catalog record (such as a link to an index).
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The primary role of the Cataloging Menu is to produce the MARC 21 record and manage
features related to cataloging efforts. All record series recorded in Axaem are
automatically assigned MARC cataloging codes. All the user has to do is run a process
called Convert to Catalog, which can be done as a batch (converting many series at once),
or individually while within a series. Record series that go through the SRC approval
process have this task done automatically. Records changed after SRC approval need to
use the Convert to Catalog function. After records have been converted, the MARC
record can be exported from Axaem, imported into any MARC-compatible library
cataloging software, and changes that were made in the series will be visible to the
public.

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

Click back to the Edit tab in the Catalog Menu.

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

Click Subject Authority File:
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Press the Go To button, type ELECTIONS and press Enter:
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Exit back to Catalog Menu.

Another important option in the Catalog Menu is the management of note types. There
are three different major note categories: those tied to agencies, series, and general
schedules. The note types under each of these categories are user controlled. Click Note
Type Input:
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You may add any type of note type to any major category you wish, which will then
show up as a place to add that type of note in Series Input:
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The name of the note is listed, followed by the MARC code, followed by a priority
ranking, in case the notes need to be output in a particular order in the MARC record
while sharing the same MARC code (see all the 545 entries).

Exit to Main Menu

General Schedules

The General Schedules Menu is used to manage retention schedules that are applicable to
groups of agencies, such as state or municipal government. Sometimes these schedules
are used for only one department if it has many identical regional offices. General
schedules include record series that are usually common to many agencies: administrative
records, financial records, and human resource records. Creating general schedules saves
us time because once a schedule is approved, agencies can use it without needing to go
through us further. They do need to interact with us if they want to house their records at
the Records Center or do microfilming, however. In that case, a series is created in
Axaem but it uses the descriptive information from the general schedule item, again
saving us time.
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General schedules have a three-part key, which consists of an agency number (if
applicable), schedule type (e.g. SG for State Government) and a schedule number. The
schedule is first described as a unit, and is given a title. Then individual items are added
and linked (as a child) to this schedule, with the key consisting of the schedule type,
schedule number, and item number. Item numbers do not exist independently. They are
repeated between schedules. The items do have another key (called the general schedule
key) which is actually like a series number (it is generated from the same table as a
series) and is unique from item to item but isn’t used as a series in the traditional sense.
The items are organized this way in order to use the same State Records Committee
approval process that a regular series does.
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IFiIe Process  General Schedules Menu Shortcuts Options Help

0K Cancel

General Schedules
/ Eat Y seach X Print

General Schedule Input
Export Item Titles
Make ltem Obsolete

L e U T TR

tain Menu

I [er [ovz [BIBDI =

Exit to Main Menu.
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Indexes

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

r APPX. - demojappx.com:B06d. -] EB—I

IFiIe Process  Shortcuts  Options  Help

0K Cancel

Indexes
[ Bt \@ DY \

Birth and Death Indexes
Court, Criminal, & Divorce Indexes

Incorporation Indexes
Mining Indexes
Naturalization Indexes
Other Indexes

 [peisdes LLELETTTY

tain Menu

I [er [ovz [BIBOT | =

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

Data from individual indexes can be exported to an Excel spreadsheet to be used as
metadata for digital collections, or to share with requesting entities:
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__APPX - demo.a| PPXCOmE:D;

File Process Options Help

ok Cancel
Birth & Death
rBirth Records
Beaver County: 83773 Export
Cache County: 83781 Export
Carbon County: 83869 Export
Davis County: 11802 Export
Emery County: 84038 Export
Grand County: 83886 Export
Iron County: 83761 Export
Kane County: 83801 Export
Piute County: 19502 Export
Rich County: 20947 Export
Salt Lake County: 3922 Export
Uintah County: 84029 Export
Weber County: 5107 Export
rDeath Records
Beaver County: 83774 Export
Coroner's Inquest: 3851 Export
Garland City Cemetery: 10190 Export
Sanpete County Death Register: 15842 Export
State Death Certificate Index: 20842/81448 Export
[er [ovz | Dxo1 | =

Click the State Death Certificate Index (at the bottom of the list above) to view a record
and its image:
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File Options Help

PQOQBL LB

Ok Cancel | 4dd Change Inguire Del=te 4

Series 20842: Index to Series 81448
T 3 g =

»

Office of Vital Records & Statistics

Death Certificates Electronic Index. 1904-1956.

[ vital Records ID:  13z0003058

Key: 76284
rDeceased
Death Date:
Jr./sr.
Last Name: ANDERSON
First Name: MARY

1st Middle Name:
2nd Middle Name:
3rd Middle Name:

Sex: FEMALE F
Age: 038
County: SALT LAKE

yEear month day
alpha
1920 06 08 chron
Alternate Spellings

13

Path to 1st Page:
Path to 2nd Page:
Path to 3rd Page:

FS2229975/2229975_0000111. jpy

View Image |

OK

| cancel |

Next >

[Er [Dvz | IDx01 | Ing

] |

Click View Image to see the linked death certificate:
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Done

Close browser, then exit to Main Menu

Microfilm

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

(- demo,appx.com;:B8061) EEI@

_APPX.

Microfilm
/ Edt Y tabeis X Print O\

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

Film Input Lookup

Film Input Deaccessioned
Film in Storage Totals

Film in Storage Reset

Move Film

Renumber Reels

F i Workorder Input

H : Label Design

B Export Film to Excel
Pending List

a-Jhn
=

m——

Main Menu

| [ep [Dv2 [mico =

Click on Film Input Lookup and press Enter to view a microfilm record:
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r‘t APPX.- demo,appx.comeB061]

!File Process  Options Help

rPOBL OO W

a5

oK Cancel | 40c Change Inguire Delete Aok D=l
Film Input Lookup
“?'
§ ¥ B $ i
: Series: 5 Copyright petitions Series Input
K Agency: District Court (3rd) Agency Input
Format: MCE Format Management
Accession: 1 Added by: EFP Direct Duplicate Exists: [7
Camera: 2 Roll: 1 Film Size: 35 Number of Fiche: O
Received: 11/13/2009 Completed: 11/16/2009 Retake: [7
Deaccessioned: [ MM/DD/CCYY Why Deaccessioned:
Date Range: 01 /13 /1870 - 12 /18 /1879
Index Range: 1870 - 1879
Comments: See Side Label ~ rPrint Labels
Side Label: |, .vdix 2 Folder 1 Box 1 - Print Label: ]
Copyright Petitions Field in the 2 Master Labels:  [7
¢lerks Office#1532 Mrs. A.G. Is This Fiche: [
Padock Copvright of Book _:j
Cataloged Copy |
1§ _Jossmsanyf
¢ GoTo OK Cancel Next >
I [ep [ovz [micor [ mg [ CHE

Exit back to the Microfilm menu.

We also record the camera that the records were filmed on, who has it, its make and
model. Each camera keeps track of the number of rolls it has filmed, and the numbers are
continuous regardless of what’s being filmed.
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File Process  Microfilm Menu  Shortcuts Options Help

0K Cancel

FLT.1
| [=feludas 1T TSR

Microfilm

= é

Edit

~

Labels Print

9

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

Film Input Lookup

Film Input Deaccessioned
Film in Storage Totals
Film in Storage Reset
Move Film

Renumber Reels
Workorder Input

Label Design

Export Film to Excel
Pending List

tain Menu

| EP |Dv2 [mico |

=] |

Click on Camera Input, then press Enter to bring up the first camera record:
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JAPPX - demo,a ppX.com:B06]| = ﬁl

| File Process Options Help

POoLL DO

oK Cancel | Add Change Inguire Delete Aok D=l

bamer_a Input
" '

13
_’1' Camera: 1
owner: 12 Archives
Who Has It: [z Archives Contact Information
Type: [v¥ Planetary Films: ¥ 16mm
[~ Rotary [v 35mm

[7 Scanner

Last Roll Filmed: 0O Roll Added: 11/16/2009 13:05

Notes: | N

T

Work Orders |

| et
f GoTo oK cancel |

| [er [ovz [mcor [ chg |2 EER

Exit back to Microfilm menu.

Different from the camera’s roll number, the reel number is assigned to each piece of film
in the permanent collection by staff while they are creating the finding aid. Reels are
assigned in a particular order, depending on how the finding aid is arranged, starting at
reel 1 and continuing until all the reels are described for that series. Reel numbers are
unique within a series, but are re-used between series. Renumbering reels through the
microfilm menu is available, but newer processes take care of this task in another way
through our Processed Container functions.

Exit to Main Menu
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Patron Registration

The Patron Registration menu is used to identify patrons, their research questions, and the
actions that staff members have taken (or need to take) regarding those questions.
Specific records used (by box barcode number) may also be recorded. Click on Patron
Registration:

L IAPPX.- itacDispr state ut,us;B060 aEn)

File System Process Main Menu  Shortouts  Options

0K Cancel

Utah State Archives
_[ Menus Y_ Tutorial Y Help \

Agents, Context, and Functions
Boxes & Files

Cataloging

Electronic Records
General Schedules
Indexes

Microfilm & Imaging
Patron Registration
Reports

Security

Series & Searching

State Records Committee
Unique Processes

Web Development

FLT.1
L I el L LT

Log Out

| apx [aRc [ BEOD | s |

This option brings up another menu, which has a different design motif since it is used by
two different divisions with a shared Research Center (State Archives and State History):
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0K Cancel

Patron Registration
Patron Short Form
Pending List

Incoming Web Questions
History's Catalog

Search Patron Questions
Search Series & Indexes
Archives Local System

Film & Digitization Orders

. <Edt
| Tepr [ovz2 [PROT | IEl: |

This system is still under development, but should have enough data entry capabilities to
be usable. Click on the Patron Registration option and then click Enter to bring up the
first record:
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oK Cancel | Add Change Inguire Delete Aok D=l

Patron Input

Patron: |3 Added: 031152010
2.5 rName
Last: |[Eli- First: [Jane Middle: |
Title:
Organization: signed Registration:lv  Signed Film Loan:[*
Note:
Address Print (reports not yet available)
Address Line 1:/200 Oak Dr at for
Address Line 2:
City: |Amywhere State: ﬁ
Country: Zip: |BADDD
Email: |jdoe@anywhere.com
Phone 1: |301-555-2000 Phone 2: -
Fax: |_ - - Phone Intl:

Use form letter: |

['er [ovz2 [Prror [ cng |5 [HI|

This identifies the contact information of the patron. Click on the Questions button

(bottom right):
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HARRX -demorappecomEsuoid
File Process Options Help

EEPOLL L ®

a 0K Cancel | Add Change Inguire Delete Aok [

C[Blx]

Patron Questions

Patron: Coe, Jane Phone: 801-555-2000 Email: jdoei@anywhere.com

rResearch Question

,f[rcﬁwes Question: |2 Added: 03/11/2010 Closed: I
GZ Request: |nocq grandmother's birth certificate.

History

Active: [v

rStatistical Data

Mode: |Email >
Urgency: |3 Low - Why: |

Category: |Genealogy = Topic: |

Object/Person Being Researched: |

Dates: |CCYy - |[CCyy County/Judicial District; | |
or Specific Date: |03/25/1595 Municipality: [Salt Lake City
Write a Letter Use Form Letter: | ﬁ]
Staff Actions Records Used
< Exit Close Question OK Cancel Search Series Next >

] [er [ovz [pRo1 [ chg |2 EEIR

Each question the patron asks should be recorded. Data being recorded is designed to
assist in gathering specific types of statistics. Values in the drop-down menus may be
changed to reflect institution needs. Click the Staff Actions button:
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= SAPPX - demosappx.com:B061
File Process Options Help
i e 5 9 B
= M R
oK Cancel Il Change Inquire Delete Aok Do
Pending Actions x|
Patron: Doe,Jane Phone: 801-555-2000 Email: jdoei@anywhere.cam
3 z 3 z
Question: Heed grandmother's birth certificate. ﬂ
=
Dates: CC¥y - CCYy  Specific Date: 03/25/1888
Subject: County/Court:
03/11/2010 13:23 03 EP Records were provided. =1
Provided recaords =i
03/11/2010 13:22 25 EP Motified of cost of $1.00 for 1 page(s) of copies. Copies filed in pending drawer. =
Price quate i
[ < Exit 'Records Used OK Cancel ~ Add New Action Next >
| [er [ovz [pRo1 [ chg |2 EEIR

Each action that a staff member takes in regard to the research question should be listed
here. Common actions have some pre-determined values in fields.

Exit back to the Patron Registration main menu (called Utah History Research Center).
Click the Pending List option:
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HARRX -demorappecomEsuoid L__J\_JLE
File Process Options Help
" k5 = *® bt
PO LD
* oK Cancel | Add Change Inguire Delete
Pending List x|
: Active: Action Needed: Urgency: 1 High Question: 4 -1
Archives _ _ AR
Patron: Young, Brigham Phone: 801-555-1001 Date: 03/11/2010
Q‘Zj Request: 1eed voting recards for Box Elder County in 1850 election. |~
History ~
Active: ¥ Action Needed: Urgency: 3 Low Question: 2 -1
Patron: Smith, John  Phone: 801-5593-1000 (=] pate: 03/11/2010
Request: |'m |aoking for infarmation about land recards in Washingtan County. =
Active: ¥ Action Needed: Urgency: 3 Low Question: 3 -2
Patron: Doe, Jane Phone: 801-555-2000 (=] pate: 03/11/2010
Request: peed grandmather's hirth certificate. =
=
Active: ¥ Action Needed: Urgency: 3 Low Question: 5 -1
Patron: Jones, David Phone: 801-555-4567 E' Date: 04/08/2010
Request: yhat were the names of the mining camps in Emery County in the 1800's7? =
=
Staff Actions View Question Close Question Contact Patron
< Exit Records Used OK Cancel Next >
] [er [ovz2 [PrRor [ cng |2

This screen identifies active questions and whether or not staff action is needed. When a
question is closed, it drops off this list.

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

Reports

The Reports Menu lists all reports that have been created. Many of these reports have
been around for a long time. New reports can always be created or old ones updated.
They may be printed as simple text files, or you can transform them into PDF reports.
Some reports have been specifically designed for PDF use, especially the Retention and
Classification Report. Reports designed with PDF in mind can have more graphical
qualities than simple text reports. A PDF report is a little more flexible with its printing
as well. You can choose which or how many pages to print.
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Reports Menu  Shortcuts Options Help

Reports
/_ P-R Y Sea-Series L Y— Series R-Z \
/S e X m X w N\

Accession List (Microfilm)
Agency Contact Report
Agency Hierarchy
Agency List

Agency Long Name List
Agency Name Code List
Agency Official Name List
Agency Short List
Camera Report
Classification by Agency
Classification by Series
Compare Series

iy ;
peindat- - ELLT T

tain Menu

I [er [ovz [BIBOT | =

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

Exit to Main Menu

Series & Searching

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

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

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

Click on The Series & Searching menu, then click Bibliographic Input:
 LAPPX.- demo,aj ppXcom:Bo6] ﬂ@m‘

| File Process Series & Searching Menu  Shortcuts  Options  Help

0K Cancel

Series & Searching
/ Eat  (__search X Prnt

Bibliographic Input
Collection Management
New Submissions from Web
Copy All Bibliographic Notes

LI et T

L

tain Menu

[er [pev |EBIBDI =
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Click Enter to bring up a record:

- JAPPY. itacOdspr state,ut.us;BO60 AEE
File Systermn Process Security Options Help

wmaasPOOEH DD

oK Cancel | Add Change Inquire Delete Ackl

‘_Series'lnpt: Identity Elements

§ 0N 2
. Identity Content Access & Use | Acquisition & Appraisal | Related Materials Notes
Series ID: 24118 I
Creator ID:  149¢ Department of Workforce ZServices. Zalt Lake Metro Employment Center

Creator name comes from agency autharity file, do not repeat it in the title. End ongoing
series dates with a dash (-], and closed series with a period (). Extent comes from
Processed Container and Microfilm Copy data. Box sizes are used to calculate cubic footage.

Title: Claims adjudication case files

Searching Title: Claims adjudication case files Press Go To and then F3 to search.
Dates: 1989-
Normalized Dates: i 1989 9999
Extent:
Security Level: 1 Administrative History |
B coTo oK | cancel | Next >

] [apx [arc [BEO0 | ng | CHE

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

Record series have a number. This series number is what makes our local system work.
Every other process in the system uses the series number to one degree or another. It is
unique, and a simple sequence number, not dependant upon any other data. It is not a
child of the agency key, although agency information is recorded at the series level (and
linked to the agency tables). This keeps the series independent of any change to agency
hierarchy or original creator, which comes in very handy when series are moved about
from agency to agency. A locally-defined key may also be added to the series record.
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Here’s another example of a series:

©.{APPX - itacOspr.state.ut.us:8060

AER

| File Systern Process Security Options  Help

ma s P

QLBbIUBE

Creator ID: 603

Title:

Searching Title:

Dates:

Normalized Dates:

fi
Security Level:

! -J:nsgli
If GoTo

Extent:

QK Cancel | Add Change Inquire Delste
Series Input: Identity Elements
Iy ;P F
13
x Identity Content Access & Use Acquisition & Appraisal | Related Materials Notes
Series ID: 240 I

Zecretary of State

Creator name comes from agency autharity file, do not repeat it in the title. End ongoing
series dates with a dash (-], and closed series with a period (). Extent comes from

Processed Container and Microfilm Copy data. Box sizes are used to calculate cubic footage.

Public docuwents serial set

Public documents serial set Press Go To and then F3 to search.

i 1896-1956.

i 1896 1956
15.00 cubic feet and 92 microfilm reels

4 Administrative History |

oK | cancel | Next >

]

[apx [arc [BE0D [ g | CEE

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

and hard copy.

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

available for this series:
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File Systern Process Security Options  Help

maaPOUBLILBE

Ok Cancel | Add Change Inguire Delete A
Series Input: Content and Structure Elements
e &

2] <[]

i Identity Content Access & Use Acquisition & Appraisal | Related Materials Notes
Series ID: 240 Public documents serial set
Creator ID: 603 Secretary of Ztate

rScope & Content
Abstract

Simple summary of creator and records.

Access Point List

Wiew subject headings and form/genre.

Access Point Wizard

Add new access points

Browsing Subjects

Set local browsing subject terms for finding aid.

Catalog Description

General summary of records. Maps to MARC 520%a in catalog.

Extended Description

Text appends to Catalog Description in Finding Aid.

Gaps in Series

Identify any gaps in series holdings.

Schedule Description

Description used within retention schedule.

rArrangement

Chronological

Prior Arrangement

Current arrangement as used within retention schedule:

| Finding aid will use current arrangement unless prior exists.

Security Level: 4

Administrative History |

oK cancel |

§ Q= 798wy
i GoTo

Next >

| apx [ARC [ BIBDD | Ing

E]s - |
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File Systern Process Security Options  Help

b
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Ok Cancel | Add Change Inguire Delste Ack Del
Series Input: Conditions of Access & Use Elements
G E &
Identity Content Access & Use Acquisition & Appraisal | Related Materials Notes
Series ID: 240 Public documents serial set
Creator ID: 603 Secretary of Ztate

Access Restrictions

Access Restriction notes.

Classification

GRAMA designation. Used by finding aid unless there is a restriction note.

Physical Access

Physical access notes, including fragility of records.

Technical Access

Technical access notes, such as equipment needed to view or use records

_U3=
Catalog See catalog data.
Finding Aids Identify each finding aid and the dates it covers.
Language Identify language of records.
Pr d Containers Link intellectual data in finding aid to physical holdings.

Reproduction & Use

Identify copyright instructions.

Security Level: 4

Administrative History |

Go To

oK cancel |

Next >

| apx [ARC [ BIBDD | Ing

E]s - |
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File Systern Process Security Options  Help

b

0K Cancel

= 4. &

HhOBE

Add Change Inquire Delete A

¥ B

"S__eries Input: Acquisition & Appraisal

{ iié:§'=!a

Identity | Content | Access & Use Acquisition & Appraisal | Related Materials Notes
Series ID: 240 Public documents serial set

Creator ID: 603 Secretary of Ztate

rAcqguisition

ASRS Request

Custody History

Electronic Data Sets

Prior Creators

Records Center Boxes

Records Center Files

Order hoxes & files from the Archives' permanent collection.
Indicate custody history information.

lternize electronic data sets in custody for series by type.
Indicate prior creators of these records.

Yiew boxes inthe Records Center and Archives.

“iew files in the Records Center and Archives.

Appraisal

rAppraisal, Destruction, & Scheduling

General Schedule

Retention & Format

Retention Approval

Indicate rationale for destruction and other disposition decisions
Tie series to a general retention schedule.
Identify unigue retention schedules and accruals by format.

Yiew SRC and other approval status.

Total Retention:

Retain permanently.
Administrative History |

Security Level: 4
OK for Inventory: -
Go To

OK

cancel |

Next >

| apx [ AR | BIBOD |

-
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File Systern Process Security Options  Help
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Ok Cancel | Add Change Inguire Delete A
Series Input: Related Materials Elements
o ! S
. Identity | Content | Access & Use Acquisition & Appraisal Related Materials Notes
Series ID: 240 Public docuwents serial set
Creator ID: 603 Secretary of Ztate

rRelated Records
Related Records Identify records related to this series.

rExistence and Location of Copi

Digitization Details Digitization specifications and location for this series
Digitization Orders Orders for these records to be digitized.
Microfilm Copies Yiew reference copy film.
Microfilm Master Wiew master copy film.
Regional Film Filrn held by Regional Repositories.
Work Order Create work order for microfilm.

rExistence and Location of Originals

Originals If someane hesides Archives has the ariginals, indicate which repasitary.
Regional Repositories Edit Regional Repositories.
Security Level: 4 Administrative History |

i adomenn
! GoTo oK cancel | Next >

| [apx [arc [BEOD | g | CEER
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| File Systern Process Security Options Help

D ¥ Ro .'-:'\ 2 :
wmaas PO OEH UDE
O Cancel | Add Change Inguire Delete Ack De
Series Input: Note Elements
w. T
N &
X Identity | Content | Access & Use Acquisition & Appraisal | Related Materials Notes
Series ID: 240 Public documents serial set
Creator ID: 603 Secretary of Ztate
rNotes
Analyst & Processor Display who did what with the series.
Audit Logs Yiew series changes.
Merged Series Yiew series merged into this one.
Revision History Record changes in finding aid.
Program Names Link series to govemment programs for printing retention schedules by them.
Variant Titles Identify series nicknames for listing on retention schedule.
View All Notes Identify infarmation about the records not covered elsewhere.
Security Level: 4 Administrative History |
( Qedvmseny
f GoTo oK cancel | Next >

| [apx [arc [BBo0 [ ng |5 NI

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

You may also search for series by the other fields, such as agency name or title. To do
that, go to the Search tab. Here you may search by the field of your choice. Note that
some of these fields, such as title, are case sensitive. Your search results will be a
scrolling list of hits. Choose one and it will take you into Bibliographic Input. Exiting
back out will take you to the scrolling list again where you may choose another series to
view.

Click Alternate Agency Name:
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Options  Help

Pep T

B e o

L ELUT T

Series & Searching

/  Edt Y seach X Print

Agency Number

Alternate Agency Name

Film Accession (Master)

Film Accession (Reference Copy)
Key Words in Appraisal

Key Words in Description & Title
Key Words in Web Catalog (Indexed)
Prior Creator

Series Number

Subject

Title

Variant Title

tain Menu

| aPx |aRc | BIBOD |

-7

Type an agency name and bring up the list (all forms of the name will be shown):
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File Systern Options Help
POBL LB S
oK Cancel Il Change Inquire Del=te Aok e
Alternate Agency Name Number
TRANSPORTATION [(UTAH) DIV AERONAUTICS 61
TRANSPORTATION (UTAH) OFFICE ADMINISTRATIVE SERVIC 1813
TRANSPORTATION ADMIN SERV 1178
TRANSPORTATION ADMIN SERVICES 1178
TRANSPORTATION AERONAUTICS &0
TRANSPORTATION AERONAUTICS COMMITTEE &0
TRANSPORTATION BUREAU STANDAEDS AND REVIEW 1685
TRANSPORTATION BUREAU STANDARDS AND SPECIFICATIONS 1685
TRANSPORTATION CENTRAL RECORDS MANAGEMENT SECTION 1179
TRANSPORTATION CIVIL RIGHTS 1814
TRANSPORTATION COMMUNITY EREL 1181
TRANSPORTATION COMPTRCOLLER 219
TRANSPORTATION CONSTRUCTION 1180
TRANSPORTATION CONSULTANT SERVICES DIV 3231
TRANSPORTATION DATA PROCEISING 1813
TRANSPORTATION DEPARTMENT 1177
TRANSPORTATION DIRECTOR 3233
TRANSPORTATION DIST 1 (OGDEN) 2464
Choose an agency and click OK to see the series. - ] - i
< Exit GoTo oK | Cancel
| [apx [arc [BiB00 [ chy |5 IR

Click on the name and then click OK to get the list of series:

49



d ARPX HitacOisprsta
File Systern Options Help

C[Blx]

>

B OB

oK Cancel Change Inguire
Series Title Dates Agency
2966 Civil Aeronautics Commission air se 1940-1968. Transportation Aeronautic
2068 Annual reports 1971-1977. Transportation Aeronautic
2970 Administrative records 10458-1974, Transportation Aeronautic
2978 Publications 1939- Transportation Aeronautic
2980 Airport license applications 1955 Transportation Aeronautic
2981 Jearch pilot designation applicatioc 1962, Transportation Aeronautic
2084 Ztate versus Smith trisl transcript 1963. Transportation Aeronautic
2985 Airport construction project record 1942- Transportation Aeronautic
2991 Federal aviation adwinistration rec 1959-1963. Transportation Aeronautic
2908 Financial records 1956-1974, Transportation Aeronautic
10151 Gasoline used for aviation purposes 1988- Aeronautics Division
10227 Airport fuel tax disbhbursement journ 1964- Aeronautics Division
10352 Ttah safe pilot newsletter 1988- Transportation Aeronautic
10387 Flight logs 1983- Aeronautics Division
10388 Airport master record 1979- Transportation Aeronautic
10389 Minute hooks 1937- Aeronautics Division
10351 Travel reimbursement reguests 19858- Aeronautics Division
10392 Navigational aids records 1981- Aeronautics Division
Choose a series and click OK to go to Series Input alw
< Exit oK cancel |

E]s - |

| apx [ARC | BIBOD | chy

To view a series, choose one from the list, then click OK to go into Bibliographic Input:
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| File Systern Process Security Options Help

maaP®LUbL LB

Ok Cancel | Add Change Inguire Delete

Series Input: Identity Elements
:

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

Series ID: 2985 r
Creator ID: 161 ﬁJ Department of Transportation. Division of Aeronautics
Creator name comes from agency autharity file, do not repeat it in the title. End ongoing

series dates with a dash (), and closed series with a period (). Extent comes from
Processed Container and Microfilm Copy data. Box sizes are used to calculate cubic footage.

Title: Airport construction project records ‘:]
[

Searching Title: Airport construction project record Press Go To and then F3 to search.

Dates: 1042— ,:J
|

Normalized Dates: i 19432 9g9g

Extent:

Security Level: 3 Administrative History |

! "':"!!li
f GoTo oK cancel | Next >

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

Exit to Main Menu

State Records Committee

The State Records Committee Menu manages SRC functions. It is divided into three tabs:
Before Meeting, After Meeting, and Members.

State Records Committee meetings are usually held monthly, at which retention
schedules are approved and access appeal hearings are heard. The timelines associated
with these meetings are tight and controlled by statute, so the system helps the process
run more smoothly. Meeting dates are usually set a year in advance. When meetings are
added, they are given a meeting number.
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| File Process  State Records Committee Menu  Shortcuts Optione Help

0K Cancel

State Records Committee
_[Before Meeting YAﬁer Meeting Y Members \

Establish Meeting Dates

Track Mailing Process

Print Cover Letter

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

Print SRC Meeting Dates

E——

| Ifebidat LT T

tain Menu

I [er [ovz [BIBOT | =

When series are submitted to the SRC, they go to a holding place and become associated
with a particular SRC meeting number. At an appointed date prior to the meeting, all the
series in the batch are mailed to the respective SRC members for review. Each mailing
also has a number, and it becomes associated with a particular meeting number. If for
some reason a meeting is canceled, the mailings can be edited to be linked with a
different meeting number. This is done so that the correct approval date is associated with
the series. After the meeting, those series in the batch which have been approved are
printed, signed by the Executive Secretary, and updated with an approval date.

Exit to Main Menu

Unique Processes

The Unique Processes Menu is for miscellaneous menu items that don’t really fit
anywhere else. This is where records analysts are assigned to agencies, where you can
add words to your personal dictionary, or go to fix retention problems in case Series Input
stops you with an error. Most people will spend little time here.
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File Process Unigue Processes Menu  Shortcuts  Options  Help

0K Cancel

FLT.1
B ommeminmiai ||

Unique Processes

[ Et @ DY

Assign Local Analyst by Government Type
Assign State Analyst by Agency Hierarchy
Assign Analyst by Individual Agency
Create Series Out of Sequence

Delete Series Orphans

Equipment Check Out

Personal Dictionary

Spelling Verifier Dictionary

Set Retention Patterns

Digitization Work Order

tain Menu

| Er |Dv2 | BIBEOI

=]

Exit to Main Menu
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Web Development

The Web Development Menu manages some of Axaem’s interaction with our website.
The first tab offers processes to control Axaem’s version of the online catalog [currently
not in use]. It also offers reports that wrap HTML code around data so that general
retention schedules or agency lists can be copy/pasted into website documents. Generally
only the Axaem administrator or office website administrator spends time here. Most
website interaction with the database doesn’t need day-to-day control files since the
system just points to existing CSS stylesheets on the web server.

Axaem has the following features available on our website:

e Search retention schedules by agency name, and pull up the reports in HTML or
PDF

Search name indexes with pointers to imaged records

Order records from indexed entries

Add or edit retention schedules through a web form

Provide a report of microfilm accessioned from each agency

Provide finding aids of processed series in EAD
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File Process Web Development Menu  Shortcuts  Options  Help

0K Cancel

Web Development
_[ Catalog Yli_etention Schedu@(_ Finding Aids \

Input Functions

Access Points

HTML Template

Key Word List (Word Variants)
Set Variant Key Word Endings

Subroutines/Updates

Build Access Point File

Build Agency Name File

Build Series Title File

Create Series by Agency/Title

Update Word Variations
Reports

List Words

Log of Catalog Searches

P
Ee—-—

tain Menu

| [er [ovz [BEOI = E

Exit to Main Menu

Navigation

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

Modes

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

i p [arc | eBo0 o > DI
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Add Mode allows you to add new records. To access this mode, click on the Add button
in the toolbar or press F9 on the keyboard. The Add button looks like this:

cJ

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

o)
Before a deletion is recorded, the system will ask you to acknowledge the delete request.

Click the Acknowledge Delete button or press Ctrl-F10 on the keyboard. The
Acknowledge Delete button looks like this:

™
Inquire Mode allows you to view a record but not edit it. This is the safest mode to be in
when exploring the system or looking something up. To access Inquire Mode, click on

the Inquire button on the toolbar or press F11 on the keyboard. The Inquire button looks
like this:

cJ
Change Mode allows you to edit a record and save the change. To access Change Mode,

click on the Change button on the toolbar or press F12 on the keyboard. The Change
button looks like this:

Key Entry

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

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

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

]

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

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

When “Go To” Won't Work

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

Sorting and Scrolling through Records

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

To sort by a field that isn’t a key, first go into a record, place the cursor on the field that

you want to sort, press Select (F3) and then press or click the mode you are in, such as
Change (F12). Type the starting point where you want the index to begin, and click OK

57



or press Enter. APPX will warn you that you are about to create a dynamic index. That’s
ok, just continue and let it sort the records. If the file is large, this will take a few minutes.

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

End of the Road

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

‘N Mare Records |

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

Saving Changes

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

Every input process has a button called “Exit.” This works similar to a “back’” button on a
browser, but it actually means End—to end the current process. Clicking Exit will take
you out, but won’t necessarily take you back to the prior screen. It may take you all the
way out to a menu. The system is designed so that often it will just take you back to the
prior screen, however. The End/EXit function can be accessed by clicking the Exit button
or through the keyboard by pressing F8.

The Cancel button is used to get out of a process and not save your changes. This is
especially useful if you accidentally wipe out something complicated like a series
description or decide not to proceed with what you were doing. You may issue a cancel
command by clicking the Cancel button or by pressing Ctrl-F8. If you’ve already saved
the change, however, using Cancel won’t reverse that. Instead, it will just exit you out of
the process.

Printing

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

Queries

A query is like a question that you are asking the database. You want to know everything
it has that fits certain search criteria. Your criteria limit the response to particular records.
If you don’t specify anything in the query, the database will return all records, which
could take a long time to run and kill a few trees if you print it, so be careful. A query
usually looks something like this, but it will be different from report to report:
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File Process Options Help

POBL LU S
oK Cancel | - Change Inguire fo e
Query Selection
Seq  Field Hame Qo Field Name or Constant Qoo
|
1 When Series Was Added B9 7| MDD A ey EQ=EqualTo
Z When Series Was added | | MM DD ST GE = Greater Than or Equal To
3 Who Added Zeries ED: &% GT = Greater Than
4 Who Changed Series EQ = LE = Less Than ar Equal To
bl Series Number GE ~ LT = Less Than
) Series Number LE = ME = Mot Equal To
7 When Series Was Changed GE % {Dﬂ]M,-’DD,-"’CCYY IM = Includes
8 When Series Was Changed LE ~ | |MM/DDSCCYT EX = Excludes
Q Jeries Processed When 101 L P oad Rl = Regular Expression Case Insensitive
10 Zeries Processed By x: RS = Regular Expression Case Sensitive
Ak Zeries Cataloged Before a2
12 SRC Date R IMWCCYY
13 IRC Approved =\l
14 Classification = 5
(more) <-- If it says "more", hit Page Down
Selection Logic (AND, OR) | Make Value = "Blank" | Copy Field
< Exit oK cancel |

| [er [ovz [Hokaal s |E BN

Sometimes fields are listed twice in the query to allow you to specify range spans, i.e.,
“greater than or equal to 1” through “less than or equal to 20,” meaning records 1-20. All
the fields have an understood “and” between them. If you want to use Boolean logic (and,
or, not), click the Selection Logic button. In the text field provided, you can say “1 or 9,”
meaning that the first and ninth fields from the query screen will behave as if they have
an “or” value between them instead of “and.”

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

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

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

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

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

ol APPX - demo,appx.com:B061 d\_‘]m‘
_Eile_ Frocess  Options _He_l_p_

™ c Y Wk
POBB LB
0K Cancel “hange Inquire: Delete Ack D

‘buery_So Order

X

Sort Sort
Level Field Name Oco Subheading Zubtotal Order
IE— Agency Name For Use On Lakels IND LJ {ND LJ F
fr Agency Hierarchy Lewvel 1 |ND LJ iND LJ F
13_- Agency Hierarchy Level 2 IND LJ 11\10 LJ ﬁ
ﬁ_ Agency Hierarchy Lewvel 3 |ND LJ |ND LJ F
15_ Agency Hierarchy Lewvel 4 {ND LJ {ND LJ F
JS_. Agency Hierarchy Lewvel 5 ]ND =] JND =] ﬁ
F Agency Nuber IND | jND | F
[g  agency RLIN History Date {mo | mo -] [+
Grand Totals STANDARD ¥

I Clear Sort Order |
| B el 1| T
e oK | cancel |

] [er [ovz [Hokea| s |2 CHE

Print Disposition

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

e PDF-6P10
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e PDF-6P12
e PDF-8L16.5

The first two print portrait style. The PDF-6P10 has slightly smaller font size than PDF-
6P12. The form PDF-8L16.5 is for printing landscape style and the font size is very
small.

APP - itshpB.state.ut.us:8060 -0l x|
File Process Options Help

POBLLBE

_?P__rint Disposition & ME3
w2 .

Report Options

Print on Screen? [v Print Hard Copy? [~ Browsable? [
Print Summary Only? [ Record Limit: I Format: IPDF vl

Report Subheading:

Printer/Queue Options

Printer Id: |xRc-Up H|  arcdsiz
Form Id: |poF-6P10 M|  Portrait 6 lpi, 10 point

Print Mode: |spooL hd Print File Disposition: |scRaTcH vl

Priority: Print Spool Date/Time: |MM/DD/CCYY hhimm ss.th
Number of Copies: |1 Notify User When Done? [ Print Banner? [~
User Defined Fields Select Disposition ] Save Disposition
0K Cancel | Submit to Background |

| [er [arc [Hokoo | che I

Other options on this screen you typically won’t use. Click OK to run the report or EXit
or Cancel to stop the report job.

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

Alternately, you can email this report to yourself or someone else by clicking Option 7.

The option key is the same one that has the ~ (tilde) and ~ (backtick). Press that key once
and then the number 7, and a field will pop up allowing you to enter an email address.
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Type the address and press Enter to save the change, and then exit the report. Be aware
that the email is being sent from the APPX server, not your local email account. Someone
you send it to may reply to that server address and you will never know it. The email
option is most useful when you want a text copy of the data to manipulate, so you send it
to yourself. Or you can send it to yourself, then forward it (using your local email
account) on to someone else—with an explanation of how to understand the report.

APPX - itshp8.state.ut.us:8060 =10 x|
File Process Options Help
POLLIDE
Page 1 0f 1 Agencies Short List Print? N
ARCHIVES
10/27/2006 16:35 12.75 EP Page:
ALyencies Short List
[ 2464 ) TR D1
Aleronautics Committee [ a0 ) TE. ARC
Aleronautics Division [ gl ) TR ©F ARD
Port of Entry
Transp Notor Car
Transportation
Transportation A Send to:
Transportation C
Transportation C
Transportation C
Transportation ¢ Subject: Ihgencies Short List
Transportation D
Transportation D Add Comments
Transportation D
Transportation Dist 4 (Price) [ 2486 ) TE D4
Transportation Dist 5§ (Cedar) [ 1815 ) TR D5
Transportation Dist 6 (Orem) [ 2467 ) TE DA
Transportation Encroachment D2 | 346 ) TE DZz ENF
Transportation Internal Audit [ 1154 ) TE IAU
Transportation Library/Records | 1179 ) TE 13 EN
Transportation Location Study [ 1156 ) TE PRE TLE
Transportation MNaintenance [ 1185 )
MO« ]| »I»ll\_|_g|A|v|v|¥||_||pnmv|—| ciose_|
| [er [arc [meoo [ cny  [HE

PDF reports behave a little differently. After the query and print disposition processes
have finished, APPX sends the PDF file to your PC. It will then open in Adobe Acrobat.
At that point, you can print it or save it to a location on the LAN. Don’t save it to the
local temporary location on your hard drive where it came in. That will go away.



	System Architecture
	Login
	Main Menu
	Agents, Context, and Functions
	Boxes & Files
	Cataloging
	General Schedules
	Indexes
	Microfilm
	Patron Registration
	Reports
	Series & Searching
	State Records Committee
	Unique Processes
	Web Development

	Navigation
	Modes
	Key Entry
	When “Go To” Won’t Work
	Sorting and Scrolling through Records
	End of the Road
	Saving Changes
	Exiting or Canceling a Process

	Printing
	Queries


