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Adding Series and Subseries 
Finding aids can sort materials into broader categories called series. Once your collection level data 
is entered, click on "add child" in ArchivesSpace to start adding these series. 

  

ArchivesSpace will display a new record placed beneath the collection level. 

Multiple Series 
If the processing plan calls for multiple series (at least two), then click "Add Sibling" while in the 
series above where you'd like the new series to be. 

 

You can click "Add Child" at the collection level to add another series to the bottom of the list.  

 

See above for information on how to re-order lines in ArchiveSpace. 

Reorder Mode 
If, after creating series and/or subseries, you need to rearrange the order in which these records 
are represented in ArchivesSpace, turn on "Edit" mode for the record and select "Enable Reorder 
Mode." 

 

This will bring up different options: 
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Selecting Record(s) 
Select a record by selecting the title of the record.  

 

If you hold down the Control (ctrl) key on your keyboard, you can select and move multiple records 
at once. 

 

The order in which you select the records will be the order in which they're rearranged after 
they're moved. 
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Drag and Drop Method 
Grab the record you want to move by the six-dot icon on the left and drag it to its new location. In 
the screenshot below, the pinkish hovering rectangle is the item being moved. 

 

Drop Before vs. Drop After  
If you have "Drop Before" selected, the record(s) you've selected will move to directly before the 
record you drop them on. If you have "Drop After" selected, the record(s) will move to directly after 
the record you drop them on.  
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Move Up or Down Method  
While you have a record selected, you can also select "Move" and then "Up" or "Down" to move the 
record up or down one record in the sequence. Note that you can only move one record at a time 
this way.  

 

If you have "Drop as Child" selected, the record(s) you've selected will drop the record(s) 
hierarchically underneath (or as a child record(s) under) the record you drop them on. If there are 
already child records in this destination, the new records will be added after the existing records. 

 

 

Move Down Into Another Record Method  
While you have a record selected, you can also select "Move" and then "Down Into…" and then 
select a record to drop the record hierarchically underneath (or as a child record under) the record 
you've selected. Note that you can only add one record at a time this way. If there are already child 
records in this destination, the new records will be added after the existing records. 
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Cut and Paste Method  
You can also select a record (or records) and cut and paste them to a new record to add them as a 
child record(s) under the destination record.  

 

Select the record(s) then click "Cut." The records you've cut will turn grey.  

 

Select the record where you'd like to move them and click "Paste." 
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The records will be pasted after any existing child records.  

Move Up a Level Method  
If you need to move a record from being a child record to being a sibling record to the current 
parent record, you can drag the record or you can select "Move" and then "Up a Level." Note that 
moving a record up a level will drop it at the beginning of the sequence of records at that level. 

 

 

Returning to Record Creation/Record Edit Mode 
Select "Disable Reorder Mode" to return to being able to create and edit records.  
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Series-level Description 

Titles 
The curator should outline what the name of each series should be in the processing plan, so type or 
copy/paste in the titles of the series that are provided. If series/subseries names are not given in 
the processing plan, you will need to devise them by following the guidelines in the procedure 
manual. Devised titles should follow the [creator/agent] [genre/form] [subject term] template, as 
applicable. In the genre/form segment of the title, using a term that references the content of the 
materials is preferred over one that refers to the carrier (e.g., "diaries" instead of "microfilm"). 

Examples of devised titles include:   

- James Stewart papers  
- Department of Art records  

Associated creator: Brigham Young University. Department of Art  
- Collection on A. O. Smoot  
- Nibley family papers  
- Edgar Snow photograph of Muslim soldiers in Zhongguo ren min jie fang jun  
- Arnold Friberg paintings for The Ten commandments  
- James Stewart papers on It's a wonderful life  
- John L. Weenig and Lucile McAllister Weenig photographs and other materials.  
- Oral history interview with Algie E. Ballif  

Names in titles should be written using the authorized form of the name in direct order for those 
with established name headings or using the most common form of names in the language of the 
person's country of residence or activity for those that are not. Qualifiers used in authorized access 
points should be excluded.   

Titles should be recorded using sentence case, using the capitalization guidelines in RDA Appendix 
A. 

Refer to the Collection-level Training Documentation for further guidance on devising titles.  

For the most part, series/subseries titles are devised, but if a uniform or supplied one is more 
appropriate, it should be used instead. These titles may come from legacy XML or from the curator. 
Consult with your supervisor on if and when to use a uniform or supplied title.  

If you are working with a legacy finding aid from outside of ArchivesSpace, copy and paste the 
series title from the old finding aid into ArchivesSpace. 

 

http://access.rdatoolkit.org/rdaappa_rdaa-4.html
http://access.rdatoolkit.org/rdaappa_rdaa-4.html
https://cataloging.lib.byu.edu/0000018b-6fdd-d4d5-a7db-6fff30ee0000/collection-level-description-pdf
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Component Unique Identifier 
Series and subseries are numbered in numerical order using this field (i.e., 1, 2, 3 etc.) Make sure to 
click the publish box as well under the ID and level of description. 

 

Level of Description 
Below the collection level, select "Series." For groupings under the series or subseries level, select 
"Sub-Series." 

 

Publish Box 
Check this box to make sure the series- or subseries-level record is visible to patrons. Most series- 
and subseries-level records will be published. Generally, if a record is supposed to be unpublished, 
this will be specified in the processing plan. If you feel a series or subseries should be unpublished 
but it's not specified in the processing plan, discuss this with your supervisor and the curator.  

Restrictions apply? Box 
The "Restrictions Apply?" box should be check at any level where a restriction is present (whether a 
corresponding Access note is included at that level or inherited) and every level above. If all or any 
part of the series or subseries is restricted for any reason, the box should be checked. The specific 
restriction(s) will be noted in the Conditions Governing Access note. 

In the example below, the collection is composed of three series: two series of family and personal 
papers and one of photographs. The photographs series is further divided into subseries and then 
described at the file and item level below those subseries. The collection-level record has an Access 
note summarizing the access restrictions throughout the whole collection, and then each series-
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level record has an Access note describing the access restrictions specific to that series, which is 
then inherited to the subseries-, file-, and item-level records below. Because all of the materials in 
series 3 (the photographs series) are kept in cold storage, the "Restrictions Apply?" box should be 
checked in the record for series 3 and then again at every subseries-, file-, and item-level record 
below. Because all of the materials in series 1 and 2 are not stored in cold storage and are "Open for 
public research" the box should not be checked for the records for series 1 or 2 or any of the 
subseries-level records below those records. The "Restrictions Apply?" box should also be checked 
on the collection-level record because it is a level above the materials that have a restriction in 
place, and therefore the description includes these materials, even though it also describes 
materials that are not restricted. 

  

External ARK URL 
An ARK may be added at this level, if deemed appropriate by the processor, the Digital Metadata 
Librarian, and the Digital Preservation Specialist. See the ARK minting training documentation for 
information on how create ARKs. 

Copy the ARK url from the ARK database and paste it into this field. ARKs may be added by the APS 
or by the Digital Metadata Librarian and/or their employees. 

https://byu.box.com/s/r0n59r59rz5qb3ngdom8ylang8kwl3qa
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Level of Description 
ArchivesSpace will then ask you for the level of description. Select "Series" if it is the next level 
under "Collection" or "Sub-Series" if it is a series within a series. 

 

Language 
If a series contains materials in a language other than the language that was selected at the 
collection level, it will need to be pointed out at the series level (or at the subseries level if different 
than the language at the series or subseries level above). Use the drop-down menu to select the 
appropriate language. If you're editing this drop-down to "Multiple languages," a Language of 
Materials note will also need to be added. If a Language of Materials note and Language drop-down 
selection at this level indicate that multiple languages are present in the series, every single item 
and file below will need a drop-down selection to specify which language they are. Choose carefully 
whether you want this language note coded differently below to reflect the small amount of 
material, or if you are okay with the predominant language being listed here and inheriting 
everywhere below except where it is replaced at the file/item level. 

 

Examples of Language of Materials note:  
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- Materials in English and Dutch. 
- Materials in English with some correspondence in Welsh, with a translation in English. 

Dates 
The series date will be the full date range reflected in the item and file level inventory below (or if 
there is no inventory below, the dates you see reflected in all of the physical materials belonging to 
this series). The date label in ArchivesSpace is usually selected as "Creation." Occasionally, we may 
use "Record Keeping" to specify a photocopied or file system date, but it's a case-by-case basis. We 
follow DACS 2.4 for dates, so the date expression should go from general to specific (i.e., 1948 
October 13). If the dates are a span of years, you don't record months or days in that span (i.e., 1948 
October 13-1950 December 3 is wrong, it is simply 1948-1950). If the date is a span of months or 
days inside of a specific year, you do record those (i.e., 1948 October-November or 1990 September 
1-15). This date expression in ArchivesSpace is the free form field: 

 

Do NOT put a space on either or one side of the hyphens. 

If the recorded dates are uncertain, the word "approximately" should be prepended to the date 
expression. Other phrases, such as "before," "or" and "between" may be used, as well as references 
to decades or centuries (i.e., between 1910 and 1919 to indicate the 1910s). Date qualifying phrases 
should always be recorded in lower-case. If you have a specific but questionable date, it can have a 
question mark at the end of the expression (i.e., 1935 June 15?) 

With reproductions (e.g., photocopies, transcripts, digital copies), you should record the creation 
date of the original version of the record rather than the date of reproduction unless otherwise 
directed. A note of the date of reproduction may be recorded in a General Note but only go out of 
your way to record this note if it's very clear what that reproduction date is. 

If it is a single date, such as 1989 September 3, select Single from the drop-down menu. The other 
options are inclusive (for a date span), and bulk. 

 

Then, normalize the dates using the calendar. YYYY-MM-DD, YYYY-MM, and YYYY are the formats 
accepted by ArchivesSpace. If you don't use leading zeros to specify dates, the coding will throw an 
error. If you want to be sure you got it right, pull up the date on the calendar and select your date 
from it. 

https://saa-ts-dacs.github.io/dacs/06_part_I/03_chapter_02/04_date.html
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If you just have a year, put that year in and don't worry about selecting from the calendar. The year 
by itself won't throw an error. However, say you have a date like 1989-09 with no day. Make SURE 
you put the leading zero on the month, otherwise it will make an error. 

You might have more specific dates in legacy finding aids, such as a journal that goes from 
September 1, 1999, to September 1, 2000. You can put those more specific dates in the normalized 
calendar fields but make sure the date expression only says 1999-2000. 

 

If you have a span of dates for a series and a smaller span of bulk dates, you make two date entries 
and specify one as inclusive, the other as bulk. If you have a significant gap in a date span, or two or 
three very spread-out single dates, make separate date entries for each. 

There are three additional dropdowns after the calendar. The certainty field should be used if you 
approximated, inferred, or used a questionable specific date. If you did not do any of those things, 
leave this field blank. If the dates recorded are uncertain, this should be indicated in the Certainty 
field with the appropriate type, approximate or inferred. An approximate date is used when you can 
estimate the date with reasonable confidence, but cannot determine the exact year, month, or day, 
such as using clues from the fabric, paper style, or wood. An inferred date is a date you derive from 
evidence not explicitly stated—you deduce it logically from context, such as the content of a 
photograph. 
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The other two dropdowns MUST be selected. Era is almost always "ce", and Calendar is always 
"Gregorian": 

 

Examples: 

- Creation 
1942-1984 
Inclusive Dates 
1942 
1984 
-- 
ce 
Gregorian 

- Creation 
1962-2007 
Inclusive Dates 
1962 
2007 
-- 
ce 
Gregorian 
AND 
Creation 
2001-2005 
Bulk 
-- 
ce 
Gregorian 

- Creation 
approximately 1895 
Single 
1895 
approximate 
ce 
Gregorian 

For more examples and instructions on recording dates, see the Item and File level training 
document. 

Extents 
Extents at the series level will add up all the file and item extents added below its level. At the series 
and subseries level, record the extent in terms of container types. If a series or subseries makes up 

https://cataloging.lib.byu.edu/0000018c-8b1d-dcd7-ad9c-ef9d4d500000/item-and-file-level-training-pdf
https://cataloging.lib.byu.edu/0000018c-8b1d-dcd7-ad9c-ef9d4d500000/item-and-file-level-training-pdf
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the entirety of a top container, record the extent in terms of that top container (e.g., 1 box). If the 
series or subseries makes up only part of a top container, record the extent in terms of child 
containers (e.g., 4 folders). It is not unusual for series and subseries extent statements to be a mix of 
entire top containers and child containers within top containers (e.g., 4 boxes; 12 folders). Do not 
record the extent in terms of the material type or format unless the items don't fill a full container 
and there's not a subordinate container type (such as folders) to use instead. Add a new extent 
when there are multiple types, including digital or audio-visual materials, and make sure the 
Portion is set to "Part" in each. Do not include any information in the Container Summary, Physical 
Details, or Dimension fields. Refer to the Container sizes spreadsheet to find the correct extent type 
term to record for a given container type. 

In the example below, the extent is "7 folders." 

 

 

When adding up the file and item extents below the series or subseries level, be sure to keep track 
extents that add up to complete containers. In the example below, the extent isn't "18 folders" but 
instead "1 box; 10 folders." 

https://byu.box.com/s/5do3wfpe1ouekwkgs8zi42wu62hf7pus
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Agents 
An "Agent" in ArchivesSpace is a core data entity used to represent any person, family, or 
corporate body that has a defined relationship to archival materials. Each of these entities have an 
"Agent Record" that is then linked to various Resource Records, Accession Records, or to related 
Agent Records. Agents also support name authority control, meaning they help maintain preferred 
and variant forms of names, and track relationships between names. 

Link the Resource Record to any existing Agent Records, including the agent creator(s) of the 
material, significant agent contributors to the materials' content, and agent subjects. Existing 
records can be found by clicking on "Browse" in the drop-down menu. 
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The role of a linked agent should be indicated in the "Role" drop-down list (creator, subject, or 
source). The specific nature of the creator relationship should be recorded using the "Relator" drop-
down list. In cases where corporate records were created by a body that changed names over the 
course of the materials' creation, link the most recent name with a Role of Creator and a Relator of 
Creator. Previous names should be linked with a Role of Creator, but with the Relator value of 
Contributor. 

These agents should be either drawn from the Library of Congress Name Authority File, or if not 
already established, created according to LCNAF guidelines. 

Agents should be linked at the series or subseries level if the creators of the series or subseries are 
different than the creators linked at the collection, series, or subseries level above, whether because 
one or more creators from the level above needs to be removed or because the creators from the 
level above are also creators at this level but one or more creators needs to be added. For every 
agent linked, there must be a corresponding Biographical Note for that person/entity/family.  

An example is a collection of photographic postcards collected by a specific person, with different 
series for each photographer of those cards below. All of the creators of the collection would be 
listed at the collection level, but only the photographer and the collector would be listed in each 
relevant series. This difference requires the agents and biographical notes to be repeated so that 
only the relevant information displays. 

For more guidelines on creating ArchivesSpace agent records and biographical notes, see the 
Biographical/Administrative History Notes and Agent Records training documentation. 

Subjects 
Genre headings must be added at the series and subseries level, unless the series or subseries level 
you are working within has the exact same applicable genre headings as the collection (or other 
level) above. For example, if a series has "letters," "postcards," and "photocopies" linked as 
genre/form headings and a subseries under that series is comprised only of letters, you will need to 
link "letters" at the subseries level, since the subseries doesn't include letters, postcards, AND 
photocopies.  These headings describe what something IS—it's format or purpose—not what it is 
about. A genre is more like a category of a type of something, like westerns or thrillers. However, 
the Library of Congress frequently combines the two definitions. For instance, "poetry" is what you 
use for poems as a format or a genre. 

You will add genre headings for anything that compromises at least 20% of the material at that 
level. If more than three related terms are needed, a more general term should be used instead (for 
instance, if you have programs, ticket stubs, and fliers, use ephemera).  

https://id.loc.gov/authorities/names.html
https://cataloging.lib.byu.edu/0000018b-6fdd-d4d5-a7db-6fff30930000/bio-admin-instructions-pdf
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When audiovisual materials have been digitized, be sure to include genre/form terms reflecting the 
digital files. Reference the Digital metadata spreadsheet for information on which term(s) to use. 
For components with retained carriers, include a term(s) for both the carrier and the digital file(s). 

Start typing in what you think might be the correct term and see if it can be easily selected from the 
drop-down menu: 

 

Genre/form terms can be differentiated from other subject types by the icons on the left—
genre/form terms have the floppy disk-shaped icon.  

If the term you're looking for doesn't come up in the drop-down menu, you can try adding the 
ArchivesSpace code for that subject at the beginning of the term.  

  

This code can be found by looking at the record for the subject term. The code is the number at the 
end of the Public URL. Some popular terms and their codes have been compiled in a list of Common 
genre headings.  

 

If you can't find it, use the Browse function and search by keyword. Then filter the results by 
selecting Genre/form under Term Type and select the term you want. Then click "Link to Subjects." 

https://byu.app.box.com/file/2051245314225?s=jirmoovbq7yvqf3mdzpztwywji6si9is
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If you have a copy of something, you will add a genre heading for BOTH the copy and the 
genre/form of the item: 

 

Sometimes legacy descriptions can be so vague you can't add a heading, but, for the most part, it is 
possible. You can use broad terms for materials that do not have a heading for them such as 
"Documents" or "Notes." 

For digital files, you can reference the Digital metadata spreadsheet for information on which 
term(s) to use. If you have a new genre that should be added to the ArchivesSpace heading list, let 
your supervisor know. The processor should utilize the Library of Congress Genre Form database, 
or the ClassWeb system to research new subject headings. The Art & Architecture Thesaurus can be 
utilized for genre/form terms not found in LCGF. 

Genre headings that do not comprise 20% of the file or item can be mentioned in a scope note if the 
processor thinks providing a longer list of formats provides more helpful representation of the 
contents. 

https://byu.app.box.com/file/2051245314225?s=jirmoovbq7yvqf3mdzpztwywji6si9is
https://id.loc.gov/authorities/genreForms.html
https://classweb.org/Auto/
https://www.getty.edu/research/tools/vocabularies/aat/
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Common Genre Headings 
For terms with parentheticals, skip the parentheses when searching for the term (e.g., for "Research 
(Documents)," type "research documents" in the search box). The ArchivesSpace code is included in 
square brackets. The full list of genre/form terms and their codes can be seen in the ASpace 
genreform terms spreadsheet used for spreadsheet uploads.  

- "Agendas" [1067] 

- "Articles" for articles from journals or unspecified sources [137] 

- "Audiocassettes" [218] 

- "Carbon copies" [17899] and "Photocopies" [651] for common reproductions 

- "Clippings (books, newspapers, etc.)" for pieces of newspapers, magazines, etc. [96] 

- "Compact discs" [1074] 

- "Financial records" [1032] 

- "Legal instruments" used for legal documents [320] 

- "Letters" for handwritten correspondence [94] 

- "Lists" [1034] 

- "Manuscripts" [98] 

- "Minutes (records)" [215] 

- "Motion pictures" for film [6377] 

- "Negatives" [702] 

- "Notebooks" [286] 

- "Notes" [103] 

- "Photographs" [95] 

- "Portraits" [736] 

- "Postcards" [422] 

- "Printouts" [17941] for a document printed from a computer. Use in conjunction with "Web 
pages (documents)" for printed websites.  

- "Receipts (Financial records)" [17906] 

- "Reports" [136] 

- "Research (Documents)" [1070] 

- "Slides (Photography)" [657] 

- "Transcriptions (Documents)" for less formal written copies of oral or written language, 
either in longhand or on a machine. For more formal copying, use "transcripts." [17923] 

- "Transcriptions (Music)" for transcribed copies of music. [16692] 

https://byu.box.com/s/ryfjha1fujfivq1zpvbuq1lisbrx0hya
https://byu.box.com/s/ryfjha1fujfivq1zpvbuq1lisbrx0hya
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- "Transcripts" for formal, extremely accurate written, printed, or typed copies of an original 
text or words originally spoken. For less formal copying, use "transcriptions (documents)." 
[669] 

- "Videocassettes" [163] 

- "Web pages (documents)" [18100]. Use in conjunction with "Printouts" for printed 
websites.  

Notes 
Notes follow Turabian style guidelines: 

- If professional titles precede a personal name, they are capitalized. 

- Capitalize full names of legislative, administrative, and judicial bodies, major wars, and 
official course names. 

- Do not capitalize academic disciplines and academic designations (e.g., "master's degree"), 
and omit periods from academic degree abbreviations (PhD, DDS) 

- Spell out whole numbers from one to hundred, round numbers, and any number beginning 
a sentence 

- Use numerals for units of measure, percentages, dates, and exact times (e.g., 5:36 p.m.; 
October 19, 1978) 

- Numbers in their plural form are spelled out. Numerals form their plural by adding s with 
no apostrophe (i.e., thirties, 1950s) 

- Do not use a dash if the word from or between is placed between the first of the two 
numbers; use through or to instead (e.g., from 1980 to 1995). You may use a hyphen to 
represent date ranges if those prepositions have not been used (e.g., "Materials dated 1985-
1986.) 

- United States used as a noun should be spelled out. Used as an adjective, it should be U.S. 

- Acronyms should be used sparingly, but when used should appear in full capitals without 
punctuation. For clarity, spell out the acronym the first time you refer to it in the note (e.g., 
National Aeronautics and Space Administration, or NASA). 

- Place periods and commas inside quotation marks 

- Follow headline-style capitalization rules, including capitalizing all major words, including 
"a" "an" or "the" if it is the first word in the title. When listing periodicals, do not capitalize 
the leading "the" (i.e., the New York Times) 

- Use quotations around titles. In-line formatting in italics is too difficult to maintain in 
ArchivesSpace, so Turabian's rule of italics for book, journal, and newspaper titles and 
quotations for articles is not used. Do not copy straight from a Word document unless you 
have disabled smart quotes in Microsoft Word. 

All references to the Church should be compliant with the current version of the Church's style 
guide. Notable elements of this style are provided below:  

https://support.microsoft.com/en-us/office/smart-quotes-in-word-702fc92e-b723-4e3d-b2cc-71dedaf2f343
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- In the first reference in notes, the full name of the Church should be used: "The Church of 
Jesus Christ of Latter-day Saints" 

- Following references within the same note may use the shortened form of "the Church" 

- Notes may use the term "Mormon" as an adjective as necessary, or when referring to proper 
nouns (such as Mormon Trail) but should not refer to members of the Church as "Mormons" 

- Splinter groups practicing polygamy should be referred to by the name of their church, and 
should not be referred to as "Mormons" 

Notes have individual check boxes indicating whether they should be published or not. Unless you 
have been given a good reason, make sure to check all these boxes. 

Most notes will inherit from the collection level to levels below, so record collection-level 
information only in collection-level notes and repeat the notes below with more specific 
information to those levels as needed. If a note at a level above your series or subseries indicates 
information applicable to every series below it, you do not need to repeat notes. The following 
notes are the most likely to be utilized at the series levels: 

Scope and Contents 
This is the only required note at the series and subseries level and will summarize the nature and 
subject focus of the content found in the series. Try to include the following:  

- Function(s), activity(ies), transaction(s), and process(es) that generated the materials being 
described; 

- Documentary form(s) or intellectual characteristics of the records being described; 

- Content dates; 

- Geographic area(s) and places related to the content or production of the materials; 

- Subject matter present in the materials, such as topics, events, people, and organizations; 

- Gaps in the collection contents. 

Subjects, formats, or other components of the note should have significant representation in the 
materials being described (i.e., at least 20 percent of the series). Scope and Contents notes should 
not exceed one paragraph in length. 

Example: 

- Collection title: Virginia Ruth Geisler Snarr family history collection 
Series title: Kimball family history materials 
Scope and Contents Note (Series): Materials include personal histories of Heber C. Kimball 
and his wife, Pearl Smith. These include letters written from both Heber and Pearl, 
photographs of their families and home, and biographies written about their lives. Materials 
were created by Heber, Pearl, and their descendants. Dated approximately 1865 to 1986.  
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Conditions Governing Access 
Conditions Governing Access notes are required at the series and subseries level if there are 
different access restrictions or requirements than the level above.  

Restriction statements should include the reason the materials are unavailable, the duration of the 
restriction, and instructions on who to contact to request access. In most cases, this contact is 
Reference Services, but there are collections for which access cannot be requested such as 
restricted University records.  

If series and subseries are present within a collection, restriction statements at the series level 
should be more general to encompass all restricted materials in the series. Subseries restriction 
statements should be more specific. 

If a restriction statement exists at the collection level that corresponds to a series or subseries, or a 
file or item within the series/subseries, include that restriction statement at the appropriate 
series/subseries it applies to. If there are multiple restriction statements, only include the one(s) 
applicable to the series/subseries. Reference services has requested that restriction statements be 
carried down through all levels (collection, series, subseries, etc.) down to the file or item that is 
restricted.  

Examples: 

- Donor restricted until 2015. Permission to use materials must be obtained from Reference 
Services at specialcollections@byu.edu. 

- Restricted due to presence of social security numbers and medical records. Permission to 
use materials must be obtained from Reference Services at specialcollections@byu.edu. 

- Restricted. Closed for 70 years from the end date of the administration, and thereafter open 
to the public in accordance with the University Archives Policy. 

- Open for public research. Digitized content available for access through References Services. 
No remote link available. Contact specialcollections@byu.edu for access requests.  

- Collection-level note: 
Donor restricted until 2030 (Series 3 restricted until 2035). Permission to use materials 
must be obtained from Reference Services at specialcollections@byu.edu. 

o Series 1 and 2 notes: Donor restricted until 2025. Permission to use materials must 
be obtained from Reference Services at specialcollections@byu.edu. 

o Series 3 note: Donor restricted until 2028. Permission to use materials must be 
obtained from Reference Services at specialcollections@byu.edu. 

- Collection-level note: 
Photographs in Box 12: Open for public research. Items kept in cold storage; access requires 
24 hours advance notice.  
Negatives in Box 13: Open for public research. Items kept in cold storage; access requires 72 
hours advance notice.  
All other materials are open for public research. 

mailto:specialcollections@byu.edu
mailto:specialcollections@byu.edu
mailto:specialcollections@byu.edu
mailto:specialcollections@byu.edu
mailto:specialcollections@byu.edu
mailto:specialcollections@byu.edu


Series- and Subseries-level Processing Page 25 
 

July 14, 2026 

o Series 1 note:  
Open for public research. 

o Series 2 note:  
Photographs in Box 12: Open for public research. Items kept in cold storage; access 
requires 24 hours advance notice.  
Negatives in Box 13: Open for public research. Items kept in cold storage; access 
requires 72 hours advance notice.  
All other materials open for public research. 

- Collection-level note: 
Open for public research. Materials in series 13 must be reviewed prior to providing access. 
Please contact Reference Services at specialcollections@byu.edu.  

o Series 1-12 notes: 
Open for public research. 

o Series 13 note:  
Some materials need to be reviewed for redaction of social security numbers before 
access is provided. Please contact Reference Services at specialcollections@byu.edu.  

- Collection-level note:  
Photographs in Series 1: Open for public research. Items kept in cold storage; access 
requires 24 hours advance notice.  
Series 2: Open for public research. Digital files available for use through Reference Services.  
Series 3: Digitized audiovisual recordings available for use through Reference Services.  
All other materials open for public research.  

o Series 1 note:  
Open for public research. Items kept in cold storage; access requires 24 hours 
advance notice. 

o Series 2 note:  
Open for public research. Digital files available for use through Reference Services. 

o Series 3 note: 
Digitized audiovisual recordings available for use through Reference Services. 

o Series 4-6 notes: 
Open for public research. 

If the materials have restriction dates, the beginning and end dates of the restriction period should 
be recorded in ISO 8601 format. A year is not sufficient, it must be a complete date, otherwise 
ArchivesSpace will not save it. The type of restriction (e.g., donor/university imposed, repository 
imposed, or fragile) should also be selected from the option list. Restrictions must have beginning 
and end dates, and curators must provide the end date for restriction (or a restriction period, which 
the processor can use to calculate the restriction end date from the date of materials). The 
exceptions to this are materials that are restricted because the materials are fragile or because 
they're stored in the cold storage or freezer. Materials that are simply stored in the vault due to 
their high value aren't restricted.   

mailto:specialcollections@byu.edu
mailto:specialcollections@byu.edu
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Examples: 

- Donor restricted until 2015. Permission to use materials must be obtained from Reference 
Services at specialcollections@byu.edu. 
Restriction begin: 1998-01-01 
Restriction end: 2015-01-01 
Restriction type: 1 – Donor/university imposed access restriction  

- Restricted due to presence of social security numbers and medical records. Permission to 
use materials must be obtained from Reference Services at specialcollections@byu.edu. 
Restriction begin: 2011-01-01 
Restriction end: 2036-01-01 
Restriction type: 1 – Donor/university imposed access restrictions 

On rare occasions, and only as specified by the curator, some materials will be restricted 
permanently. A reason for the restriction can be stated if the curator has requested this information 
be published. 

Examples:  

- Restricted permanently.  
Restriction begin: [leave blank] 
Restriction end: [leave blank] 
Restriction type: 2 – Repository imposed access restriction  
Conditions Governing Access note for an item that is permanently restricted. The item record is 
unpublished, so patrons aren't aware the item exists.  

- Restricted. Requests to access restricted materials in the L. Tom Perry Special Collections 
should be submitted to Reference Services at specialcollections@byu.edu.  
Restriction begin: [leave blank] 
Restriction end: [leave blank] 
Restriction type: 2 – Repository imposed access restriction  
Conditions Governing Access note for an item that is permanently restricted. The item record is 
published, so patrons are aware of the item's existence and there is a method for patrons to 
request access to the item.  

In some cases where the curator doesn't want the restriction reason published for the patron to see, 
it may be helpful for Reference Services to know details about why materials are restricted. For 
instance, if materials are restricted for the presence of social security numbers, they may be able to 
ask the curator to redact the materials and then provide the patron access to the redacted copy. In 
this case, and at the request of the curator, an additional unpublished internal access note can be 
recorded.  

Example:  

- Restricted. Requests to access restricted materials in the L. Tom Perry Special Collections 
should be submitted to Reference Services at specialcollections@byu.edu .  
Restriction begin: 2008-01-01 
Restriction end: 2042-01-01 
Restriction type: 1 – Donor/university imposed access restriction  

mailto:specialcollections@byu.edu
mailto:specialcollections@byu.edu
mailto:specialcollections@byu.edu
mailto:specialcollections@byu.edu
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Published? Yes 
-and- 
INTERNAL NOTE: Restricted for social security numbers.  
Restriction begin: 2008-01-01 
Restriction end: 2042-01-01 
Restriction type: 1 – Donor/university imposed access restriction  
Published? No 

For materials that have been digitized and where the digital copy is available online, the Conditions 
Governing Access Note is used to point out the extra access to these materials.  

- Open for public research. Item is digitized. Links available in finding aid.  
Restriction begin: [leave blank] 
Restriction end: [leave blank] 
Restriction type: [do not select any] 

- Original condition restricted. Digitized copies are for patron use. Links available in finding 
aid. 
Restriction begin: [leave blank] 
Restriction end: [leave blank] 
Restriction type: 3 – Restricted fragile 

Always check the Restrictions Apply? box if you are adding a Conditions Governing Access Note 
(unless the note is "Open for public research."). Also check the Restrictions Apply? box at every 
level above a restricted series or subseries.   

Biographical/Historical Note 
You will need this note if you are listing agent creators at the series level that are different than 
those included at the collection level, even if it means you are listing fewer agents in order to stop 
the inheritance of all the agents from the collection level. Record the note in the content field 
according to the directions found in the Biographical/Administrative History Notes and Agent 
Records documentation.  

Existence and Location of Copies  
This note should only be added if it has been requested in the processing plan. If you have copies of 
materials, such as photocopies, transcriptions, digital scans, etc., their presence should be noted in 
an Existence and Location of Copies note, NOT as their own separate archival object. Place this note 
at the level where the original is, and indicate what box and folder the copy is located in. This may 
mean containers that contain only copies within them are attached in an instance at the collection 
level, and not within the inventory below. 

Example:  

- Typescript of journal located in Box 5, folders 2-3. 

https://cataloging.lib.byu.edu/0000018b-6fdd-d4d5-a7db-6fff30930000/bio-admin-instructions-pdf
https://cataloging.lib.byu.edu/0000018b-6fdd-d4d5-a7db-6fff30930000/bio-admin-instructions-pdf
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Existence and Location of Originals 
Only use this note if requested in the processing plan. Occasionally, you will use this note if the 
item(s) being described at the series level has an original located elsewhere, usually at another 
institution.  

An example of an existence of originals note:  

- Original letterpress copybooks: Church History Library; 15 East North Temple Street; Salt 
Lake City, Utah 84150.  

General 
This is a catch-all note. Anything information that does not belong in any of the other note fields 
should end up here. General notes do not inherit from any level to levels below. 

See Reparative Language for more information on how this note is used to state presence of 
harmful, offensive, or outdated language.   

Examples of general notes at the series level: 

- Finding aid contains descriptive language provided by the creator that may be harmful 
and/or outdated. This includes original titles. Materials may contain harmful language or 
depictions reflecting biases of creator and/or the time period.  
Reparative language note 

- Only select files from within the series are described and linked to this description. 
Hybrid finding aid note 

Refer to the File- and Item-level Training Documentation for more guidance on general notes.  

Instances 
Most of the time, instances are only included at the series level if there is no file- or item-level 
inventory listed below that series. If there are already containers attached to a record, add the 
container number for the series by selecting the Type and then the Top Container from the options 
in the drop-down. Select the Type "Text" for written/typed materials, "Graphic Materials" for 
photographs or other visual materials, "Audio" and "Moving Images" for audiovisual materials, 
"Computer Disks" for computer media, "Realia" for any kind of artifact, and "Mixed Materials" if you 
need to express a type that is more than one of these. 

 

If you need to add a Top Container that is not attached to the record, click "create" on the drop-
down menu. This will pull up a menu where you fill out two things: "Container Type" selected from 
a drop-down menu (i.e., box, carton, etc.) and "Indicator", which will be the container number. Refer 

https://cataloging.lib.byu.edu/0000018c-8b1d-dcd7-ad9c-ef9d4d500000/item-and-file-level-training-pdf
Anne Ashton
link
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to the Container sizes spreadsheet to find the correct Container Type term to use for the top 
container being described.  

  

Then add the Child Type (if applicable) from the drop-down menu, and the Child Indicator, such as 
Folder and 1. 

 

If you need to attach more than one container, or more than one Child Type, add another instance. 

  

If you need to express multiple of the same type of child containers, do so in the Child Indicator. 

 

Grandchild Type and its Indicator are never used. Why this is an option in ArchivesSpace is 
unknown. 

Subseries-level Description 
Sometimes, a processing plan will call for subseries levels underneath the series. Click "Add Child" 
at the series level to add a subseries. 

https://byu.box.com/s/5do3wfpe1ouekwkgs8zi42wu62hf7pus
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The level of description should be coded as "Sub-Series" in ArchivesSpace. The Component Unique 
Identifiers should be added numerically, like how the series are numbered. 

  

Follow all the steps above to add similar metadata for the subseries. 
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