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1. Introduction

only individual items such as manuscripts, books, periodicals, pictures, and

maps, but also whole archives in a way that makes clear the relationship
between the items. The Archives Management System lets you do this via a
hierarchical “tree” structure of linked MARC bibliographic records. The tree, which
your catalogers create, graphically displays the relationships among all description
records in an archive, where material needs to be presented not only in terms of its
content, but also in terms of its context. The archival functionality described in this
guide is in accordance with the ISAD(G): General International Standard Archival
Description.

T he Virtua Archives Management System gives you the ability to catalog not

Note: The Archives Management System is an add-on Virtua feature that must be
purchased separately from the standard Virtua ILS. All functions that Virtua offers vis-
a-vis “normal” bibliographic records such as searching, creating duplicates (i.e., close
copies), editing, and deleting also apply to archival bibliographic records.

1.1 Archival Cataloging: An Overview

Archival cataloging differs from bibliographic cataloging in that archival cataloging
must take into account the many ways the hundreds, or even thousands, of items in an
archive relate to one another and to the body that created them. In archival cataloging,
the arrangement and ordering of the items is as important as the descriptions of the
items. In other words, to understand an archive fully, you must be able to understand
its context as well as its content.

Virtua’s Archive Management System supports the following principles of archival
cataloging:

e Archives with different provenances should not be mixed or listed together.
e When an archive is arranged, the original order of the archive must be retained.

e Multilevel descriptions play an essential role in the arrangement of archival
material.

The ISAD(G) recognizes various levels of archival material, which we describe below.

Virtua’s implementation supports these levels and can accommodate any number of
additional levels:
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e Group, or Fonds - Largest body of material established based on provenance. The
records of each distinct organization, body, or individual form a separate group.

e Sub-group, or Sub-fonds - Division within a group. For example, in a company,
the records of each department would form a separate sub-group.

e Sub-sub-group, or Sub-sub-fonds - Division within a division.

e Series - Assemblies of material that have a common physical character and that
were created and used as a unit. Based on the principle of original order, these
assemblies would be those that were maintained when the records were actively
used by their creator(s).

e Sub-series - Assemblies within a series.

e File - Basic, physical unit used in the handling, storage, and retrieval of archival
material (e.g., box, folder, volume, or bundle).

e Item - Indivisible, individual component within a file. This level is usually confined
to particularly valuable components.

The relationships between the different levels of archival material form the basis of the
hierarchical tree structure, which in turn graphically represents the order and
arrangement of the archive. Depending on the nature of an archive, the tree might
reflect the original order or impose a sensible order where none existed.

In Virtua, different subfield codes in a locally-defined tag called the 999 ANCESTRY
tag in the MARC record are used to designate different levels of archival material. For
example, subfield $k specifies a Fonds level, and subfield $q specifies a File. In this
way, by viewing the 999 ANCESTRY tag of any given record, you can determine the
level of that record in the archival hierarchy.

1.2 Using this Guide

This guide is aimed at library catalogers, who, after reading the guide, will be able to...

e Create archival description records on different levels.
e Link description records into an archival tree structure.
e Manipulate the archival tree by rearranging, adding, and deleting records.

Before you use this guide to create parent records and the child records linked to them,
it is important that you have a planned hierarchical structure. Virtua is flexible and lets
you create large extended families, but be aware that the software recognizes the
following relationships only:

e Parent and child, e.g. a Fonds and a File attached directly to it.
e Siblings, i.e., records that share a common parent, such as Files within a Series.
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Although Virtua allows parents and children to have their own parents and children,
Virtua does not recognize the relationship between grandparents and grandchildren or
between cousins. The archival hierarchies are essentially a chain of parent-child
relationships. We recommend that you plan accordingly and not just build the
structure as you go along.
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2. Creating Archival Records
he first step in cataloging an archive is to create the Fonds record. The Fonds
represents the top level of an archival structure. As defined in the General
International Standard Archival Description, Second Edition, the Fonds “is
the whole of the records, regardless of form or medium, organically created and/or
accumulated and used by a particular person, family, or corporate body in the course
of that creatot’s activities and functions.”

The diagram below shows a model of the level of arrangement of a Fonds as published
in the second edition of the ISAD(G).

Fonds
y
Sub-fonds
T ]
T |
Series Series Series
|
T T
Sub-series Sub-series
— .
File File File File
1
/],/1 7]
_:d_ —
ltem Item
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2.1 Creating a New Fonds Record

To create a new Fonds record,

1. On the Virtua menu bar, click File, choose Records, and then choose Create
Record.

_OR-
On the Cataloging toolbar, click New Record &l

e If you selected, on the Cataloging Options window, a workform to be the
default workform, that workform will open automatically in the MARC Editor
(Figure 2-2). Skip to step 5.

e Ifyou did not select a workform to be the default, the Create Record dialog
box will appear (Figure 2-1). Go to step 2.

Note: You can also choose the Create Other Record option from the Records
sub-menu of the File menu. This option either opens the Create Record dialog box
or automatically opens the Default Other Workform, if one is specified on the
Cataloging Options window.

Loak jn: I ) Catalog j - £ -
\IMappings acg.wfm cormm.wfm Fi
| _iMew Fixed Field Files analykica.wfm comnmlab, wfm q
) Mew WarkForms analytich wfm comp.wim q
) validate bk, wfrn caornplab, whm g
| 110au. wfrmn biooklab. whrn Frbresxpr. wkm g
110aulab.wfrn citcFly wfm Frirnanifest. whm g

4| |

File narne: Open

Cancel

|

Files of tper | User Workforms (% winm)

Figure 2-1. Create Record Dialog Box - Choosing a Workform
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2. Navigate to the directory that contains the workform you want to use to create a
Fonds record.

Note: By default, the Catalog directory of your Virtua installation contains the
workforms that are shipped with your software. Virtua does not ship any
workforms specific to archival cataloging, but you can customize any workform to
be archive-specific. In the Catalog directory, you might want to create a folder of
archive-specific workforms that you have customized.

3. Select a workform from the list of files.
4. Click the Open button.

The MARC Editor appears, displaying the workform you chose. A sample Fonds
workform is shown in Figure 2-2.
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E MARC Editor - ¥irtua Database 1l = |EI|E|
003 | 0E0302 0000 eng d

[TV |
[oz0 ][I
[EEE |
[EET |
[oo ][ ][]
245 [ ][I
[zs0 ][ ][]
[zen (][]
[zoo ][I
|:||:||'l,chunds
[EEC |
[ |
[eso ][ _][o]]
[2o0 |[ ][ ][tavirTusdo
[5ss J[IL [t

YTLSSORTO050*0100*0200*0400*0900* 1 000* 2450 2500 2600* 3000 4400+

fa) Language makerial LI{-:]I Zollection j [T Masked
< | = | MARC 21 Bib: Book Mew Record | Modified

Figure 2-2. MARC Editor - Sample Fonds Record Workform

5. Complete the workform (for details on using the MARC Editor, see the Iirtua
Cataloging User’s Guide). In Figure 2-2, notice the 351 tag subfield $c, which
indicates the level at which this record is being created.

Note: When creating a Fonds record, the 351 tag subfield $c should contain the
text “Fonds,” as displayed in Figure 2-2. This enables Virtua to find only Fonds
records when the Fonds Filter check box is checked in the Vittua client Search
window.

6. Save the record to the database. To do this,
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o (lick the File menu and then choose Save To Database.
_OR-

¢  On the Cataloging toolbar, click Save to Database .

The record is saved immediately to the database. The View Bibliographic Record
window appears, displaying the record you just created.

7. Click the MARC tab, which shows the system-assigned Bib-ID of the Fonds in the
001 tag (Figure 2-3).

¥/ View Bibliographic Record - Virtua Database Il =13 x|

LR 00398nac 2200145 a 4500
E— ool vHsD0001 6932
003 VRT
0as 20050825124100.0
0oz 050525 000 0engd
039 9 a 200808251241 |b staff \c 200808261239 id staff ly 200805251238 iz staff
11 ‘a Snodgrass, Samson
245 1 ‘\a Sample Manuscripts
351 ‘e Fonds
949 a YIRTIA4D
949 Ya WTLISORTO030% 1000+ 2450*3510%3990+9991
[~ Masked Wietw Archive Edit Reguest Bib Add Ikem Refresh Close

Figure 2-3. VView Bibliographic Record Window - New Fonds Level Record

Hint: Keep a note of the Bib-ID. Knowing the Bib-ID can save time when searching
for the Fonds. The most direct way to access a bibliographic record is to do a control
number search using the Bib-ID.

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



Archives Management (v. 16.1) 9

2.2 Creating a Child Record Below the
Fonds Level

Below the Fonds level, you can create any number of child records at various
descriptive levels such as Sub-fonds, Series, or File. When you create a child record
and attach it directly to the Fonds, Virtua will link the parent and child via the 004 tag;
L.e., Virtua will insert the Bib-ID of the parent Fonds into the 004 tag of the child

record.

To create a child record attached directly to a Fonds,

1. Search for and display the Fonds record in the View Bibliographic Record window
(Figure 2-4).

#¥/ View Bibliographic Record - Virtua Database Il o ]

i 3 RYE

Full

LR
—»| 1
003
005
008
033
100
245
351
933
999

00398nac 2200145 a 4500

wilsD00016932

YRT

20050825124100.0

050525 000 0engd

\a 200808251241 |b staff ¢ 200808261239 id skaff ly 200805281235 iz staff
‘a Snodgrass, Samson

‘\a Sample Manuscripts

‘e Fonds

a YIRTIA4D

Ya WTLISORTO030% 1000+ 2450*3510%3990+9991

[~ Masked

Wietw Archive Edit Reguest Bib Add Ikem Refresh Close

Figure 2-4. VView Bibliographic Record Window

In Figure 2-4, note the Bib-ID in the 001 tag on the MARC tab. Virtua uses the Bib-
ID to link to the child record.

2. Right click and choose Create Child Record (Figure 2-5).

-OR-

Click the View Record pull-down menu and choose Create Child Record.
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View Bibliographic Record - Virtua Database Il

Full

LDR 00398nac 42200145 a 4500
ool whls000016932
oa3 VRT
oos 20080828124100.0
oos 050525 0000 eng d
039 9 \aZ00808281241 \b staff \c 200805281239 \d staff |v 200805251238 4z st
1o 1 la Snodgrass, Samson
245 1 \a Sample Manuscripts
351 ¢ Fonds
939 la VIRTUAD
9499 1a WTLSSORTOOS0* 1000+ 2450% 351 0+F0990+9391

[~ Masked Wigw Archive Edit Request Bib

Figure 2-5. Create Child Record Menu Option

S T
Delete Symbal.

lterm Bookings
Bib Requests

Haold Bib for Merge
Merge Bib and Relasted Records
Release Gil

Hald kemiz) for Belink
Belink: kemiz)

Releaze ftemis]

Create Holdings Record
Create Holdings from Wiorkform
Create Expression Record
Create Manifestation Record
Creste Analytic Record
Create Muthotity Record(z)..
Create Reg| Bib

Create Beel Holdings

Create Tile Eib

Create Viewing Feel Haldings
Save Copy to Database

- 0]

Irzert Child Recard

e If you specified, on the Cataloging Options window, a workform to be the Default
Child Workform, that workform will open automatically in the MARC Editor. Skip

to step 5.

e If you did not specify a workform as the Default Child Workform, the Create
Record dialog box will appear (Figure 2-6). Go to step 3.
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Laok ir: I I3 Catalag j = % Ef~
Mappings acd. wfrm carnm, wfrm fi
Mews Fixed Field Files analykica.wfm comnmlab, wfrm g
Mesw Workforms analytich, wfm comp. wfm gJ
Yalidate boak.wkm cormplab, whmn qJ

110au.wfm booklab. wm Frbvesxpr. wkm g

110aulab.wfm civcFly wfm Frirmanifest. wim g

L |

File name:

Open

Cancel

i,

Files of type: | Uszer ‘Warkfarms [7.wfm)

Figure 2-6. Create Record Dialog Box - Choosing a Workform

3. In the Create Record dialog box, select the workform that is appropriate to the
level of your material.

4. Click the Open button. The workform opens in the MARC Editor where you can
create the child record (Figure 2-7).
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'ﬁ MARC Editor - ¥irtua Database 1l = |EI|5|
004 | vEls0000169352 1
003 | 080525 0000 engd

[oa0 J ]|
[oz0 J[ ][]
[o4o J[ L]
[oso J[ ]|
[1o0 J[s ][]
[24s J[ ][]
[zs0 J[ [
[2e0 J[ ][]
ECE I
I:H:H'l,u: Sub-fonds
[+40 J[ ][]
[500 J[ I ]|
[es0 J[ ][0 ]|
[ooo |[ ][ ][havirTusds
[eo2 J[ [ 1[ta

YTLSSORTO040*0050*0100*0200*0400*0900* 1 000+ 2450+ 2500 2600+ 3000

{a) Language material [
< | = | MARC 21 Bib: Book Mew Record | Modified
Figure 2-7. MARC Editor - Sub-fonds Record Workform

Figure 2-7 shows that Virtua automatically copied the value of the 001 tag of the
parent Fonds into the 004 tag of the child record. Virtua also added a second
element in the 004 tag— a number 1, which indicates that this record is the first
child record linked to this parent.

5. Complete the workform, which may include adding a third element to the 004 tag.
The third element is a number that indicates the number of gaps between (not
including) the child and its parent. Normally, Virtua calculates this number
automatically, but if it does not, you will need to add it. For information about
gaps, see the section “Working with Gaps in the Archival Tree” in this guide.
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6. Save the record to the database. To do this,

e (lick the File menu and then choose Save To Database.
_OR-

e  On the Cataloging toolbar, click Save to Database .

The record is saved immediately to the database. The View Bibliographic Record
window refreshes, displaying the child record one level below its parent in the archival
tree (Figure 2-8).

%/ View Bibliographic Record - Virtua Database I =13 x|

<[>

= Sample Manuscripts
The Gemini Scripts

Full

LOR: 00395nac a2200157 & 4300
a0l ws000016933
uliK} WRT
o4 vHs0000165932 1
a0s 20030328125200.0
Ul 030325 000 0 eng d
039 9 |y 200808251252 |z staff
245 1 ‘a The Gemini Scripts
351 ‘i Sub-fonds
299 la YIRTUA40
239 1a WTLSSORTO040%0080*2450% 351 0+3390%2991
299 la ANCESTRY ik A16932 1| B16933

™ Masked Yiew Archive Edit | Request Bib &dd Item Refresh Close

Figure 2-8. View Bibliographic Record Window - New Sub-fonds 1evel

2.3 Creating Additional Child Records

The Create Child Record function lets you create a child record linked to any selected
parent record. In the steps below, we will link an additional child record to the Fonds
we created earlier.
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To create an additional child record,

1. Display the Fonds record in the archival tree and highlight it (Fzgure 2-9).

¥/ View Bibliographic Record - ¥irtua Database I =10 x|

ample pts
The Gemini Scripks
Full MARC
LDR 00431nac 32200157 a 4500
o001 wtls000016932
ons YRT
o0s 20030325124100,0
ons 050525 0000 eng d
039 9 a3 200808281241 \b staff i 200808281239 \d staff \y 200806281238 |z staff
o 1 'a Snodgrass, Samson
245 1 \a Sample Manuscripts
351 \c Fonds
999 Ya WIRTLA4D
999 \a ¥TLSSORTOOE0* 1 000+2450*3510+3330*993]
999 \a AMCESTRY K AlA952
[ Masked Wiew archive Edit Request Bib Add Ikem Refresh Close

Figure 2-9. View Bibliographic Record Window

2. Right click and choose Create Child Record.
-OR-
Click the View Record pull-down menu and choose Create Child Record.

e If you specified, on the Cataloging Options window, a workform to be the
Default Child Workform, that workform will open automatically in the MARC
Editor. Skip to step 5.

e If you did not specify a workform as the Default Child Workform, the Create
Record dialog box will appear (Figure 2-10). Go to step 3.
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E
Ix

Create Record

Loak i Ilﬂ Catalog j - ﬁ Eg~

Mappings acq. wfm comm. wim
Mew Fixed Field Files analytica.wim cornmlab, v
Mew Warkforms analytich . wfrn cornp. Wi

=

EVENEYELEREL

Yalidate book.wkm complab. wkm
110au.wkm boolklab.wfm friwespr.wkm
110aulabwfm circfly wfm Frbrnanifest whrm

L |

File name:

Open

Cancel

i,

Files of type: | Uszer ‘Warkfarms [7.wfm)

Figure 2-10. Create Record Dialog Box - Choosing a Workform

3. Select the workform that is appropriate to the level of your material.

4. Click the Open button.

The workform opens in the MARC Editor, where you can create the child record
(Figure 2-17).
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'ﬁ MARC Editor - ¥irtua Database 1l = |EI|5|
004 | vEls000016332 2
003 | 080525 0000 engd

[oa0 J ]|
[oz0 J[ ][]
[o4o J[ L]
[oso J[ ]|
[1o0 J[s ][]
[24s J[ ][]
[zs0 J[ [
[2e0 J[ ][]
ECE I
I:H:H'l,u: Sub-fonds
[+40 J[ ][]
[500 J[ I ]|
[es0 J[ ][0 ]|
[ooo |[ ][ ][havirTusds
[eo2 J[ [ 1[ta

YTLSSORTO040*0050*0100*0200*0400*0900* 1 000+ 2450+ 2500 2600+ 3000

{a) Language material

= | = | MaRC 21 Bib: Book Mew Record | Modified

Figure 2-11. MARC Editor - Sub-fonds Record Workform

Figure 2-11 shows that Virtua automatically copied the value of the 001 tag of the
parent Fonds into the 004 tag of the child record. Virtua also added a second
element in the 004 tag— a number 2, which indicates that this record is the second
child record linked to this parent.

5. Complete the workform, which may include adding a third element to the 004 tag.
The third element is a number that indicates the number of gaps between (not
including) the child and its parent. Normally, Virtua calculates this number
automatically, but if it does not, you will need to add it.
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6. Save the record to the database. To do this,

e (lick the File menu and then choose Save To Database.
_OR-

e  On the Cataloging toolbar, click Save to Database .

The record is saved immediately to the database. The View Bibliographic Record
window refreshes, displaying the second child record one level below the parent Fonds
in the archival tree (Figure 2-12).

%/ View Bibliographic Record - Virtua Database || =10 x|

i|:= 1/1

= Sample Manuscripks
i The Gemini Scripks
: The Aguarius Scripts

Full MARC

LDR 00397nac 22200157 & 4500
ool whls000016954
on3 YRT
04 wEls0000169352 2
ons 2005805251 25800.0
o0z 050525 000 0engd
033 9 \y 200805281258 iz staff
245 1 \a The Aquarius Scripks
351 \c Sub-Fonds
999 ha YIRTUA4D
999 1a VTLSSORTO040*0080*2450% 351 0°+*9900+393 1
999 Y3 AMCESTRY K A169352 Y| B16934

[~ Masked Wiew Archive Edit Request Bib add Ikem Refresh Close

Figure 2-12. View Bibliographic Record Window

2.4 Creating Child Records on the
Same Level (Sibling Records)

To create a child record that is on the same level as other child records in the archival
tree, you need to use the Insert Child Record function. The Insert Child Record option
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lets you create a sibling record, and Virtua enables this option on the menus oz/y when

a child record has been selected in the archival tree.

To insert a child (sibling) record,

1. Display the desired archival tree, and select the record to which you wish to add a
sibling (Figure 2-13). The new record that you insert will appear above the selected
record, which in our example is The Aguarius Scripts.

= ¥iew Bibliographic Record - Virtua Database Il = |E||i|
<] 2]
= Sample Manuscripks
- The Gemini Scripks
The Aguarius Scripts
Full MARC
LDR 00397nac 22200157 & 4500
o001 wtls000016934
on3 YRT
oo4 wtls000016932 2
oos 200503251 25500.0
oos 0B0825 oo00engd
039 9y 200808281258 iz staff
245 1 \a The Aquarius Scripts
351 \c Sub-Fonds
999 Ya VIRTLA4D
999 1a VTLSSORTO040%0030*2450% 351 0°F9000+a93 1
999 \a AMCESTRY 'k A16932 \| B16934
[~ Masked Yiew archive Edit Request Bib Add Tkem Refresh Close

Figure 2-13. View Bibliographic Record Window

2. Right click and choose Insert Child Record (Figure 2-14).
-OR-

Click the View Record pull-down menu and choose Insert Child Record.
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{pt=IRRIF I BT L

= Sample Manuscripks

The Gemini Scripks
The Aquarius Scripts

Add Symbal...
Delete Symbol..

=0l x|

tem Bookitigs
Bib Requests

Haold Bib for Merge

erge Bib and| Related| Rezords
Releaze B

Hold| kem (=] far Relink:
Belink Kemis)

Release femiz)

Full MARC

LDR 00397nac 22200157 a 4500
o1 wtls00001 6934
o003 WRT
o044 wtls00001 6932 2
o0s 200303251 25500,0
ons 050525 0000 eng d
039 9y 200808281258 |z staff
245 1 \a The Aquarius Scripts
351 \c Sub-fonds
999 ha WIRTIIA40
999 \a ¥TLSSORTO040* 0080+ 2450*3510%9930*+9991
999 \a ANCESTRY 1k A16932 i B16934

[~ Masked Wiew archive Edit

Create Holdings Fecord
Create Holdings from WoHdorm
Create Expression Record
Create Wanifestation Recard
Create Aralytic Record
Create Authority Record(s]...
Create Reel Eib

Create Reel Haldings

Create Tiile Bl

Create Wiewing Reel Haldings
Save Copy to Database

Figure 2-14. Insert Child Record Menu Option

Insert Child Record

rraata Child Damned | |

The Create Record dialog box appears (Figure 2-15).

Create Record

E
Ix

Loak jr: I I3 Catalog j - £ v
Mappings acd, wfrm o, i fi
Mew Fixed Field Files analykica.wim comnmlab, wfm g
Mews Workforms analykich.wfm comp, wfm g
Yalidate boak.wkm complab, whm gJ

110au.wkm boaklab,wfm frbrespr . wfr qJ

110aulab.wfm citcFly wfm Frirmanifest. wim g

Kl | *
File name: Open I
Files of twper | User Workforms [.wfrn) j Cancel |

Figure 2-15. Create Record Dialog Box: - Choosing a Workform
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3. Select the workform that is appropriate to the level of your material.

4. Click the Open button.

The selected workform opens in the MARC Editor (Figure 2-16).

E MARC Editor - ¥irtua Database 1l = |I:I|E|
004 | wHs000016332 2
003 | 030902 0000 engd

[ow ][I

[oz0 ][I

[os0 JL L

[EET |

[1oo ][ ][]

[2a5 (][]

|

[ze0 ][I

[T |

I:l I:I [ = Sub-fonds

[s0 LI

[soo (][I

[eso ][ ][o ]|

[ ][ e virTuado

o5 [ ][ ][

YTLSSORTO040* 008001 0002000400 0900% 1000+ 2450 2500% 2600+ 3000

fa) Language makerial ll{-:]l Collection

j [~ Masked -

< | = | MAaRC 21 Bib: Book

Figure 2-16. MARC Editor - Sub-fonds Record Workform

Mew Record |Mu:u:|iFieu:|

Notice in Figure 2-16 that Virtua automatically copied the Bib-ID of the parent
Fonds record into the 004 tag of this new child record even though you are
inserting it as a sibling. The 2 at the end of the 004 tag indicates that this record
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will be ranked as the second child. Virtua moves what is currently the second child,

The Aquarius Scripts, into third place in the archival tree.

5. Complete the workform, which may include adding a third element to the 004 tag.

The third element is a number that indicates the number of gaps besween (not
including) the child and its parent. Normally, Virtua calculates this number

automatically, but if it does not, you will need to add it.

6. Save the record to the database. To do this,

e (lick the File menu and then choose Save To Database.
_OR-

e  On the Cataloging toolbar, click Save to Database .

The record is saved immediately to the database. The View Bibliographic Record
window refreshes, displaying the newly inserted child record, The Midlothian Seripts,

above the record you selected in the archival tree (Figure 2-17).

=i:_!fﬁ.'\‘ien Bibliographic Record - ¥irtua Database 1l = |E||i|
=l =]
= Sample Manuscripts
i The @emini Scripts
The Midlathian Scripts
The Aquarius Scripts
Full MARC

LOR. 00399nac 2200157 a 4500

ool whlsD0001 6935

003 YRT

oo4 whlsD00016932 2

oos 20030825132700.0

003 030525 000 0engd

039 9y 200805281327 =z staff

245 1 ‘\a The Midlathian Scripts

351 ‘¢ Sub-fonds

949 a YIRTIA4D

949 Ya WTLISORTO040*0050* 2450*3510%3990+9991

949 \a AMCESTRY \k A16932 \| B16335

[~ Masked Wiew Archive Edit Reguest Bib Add Tkem Refresh Close

Figure 2-17. View Bibliographic Window - Newly Inserted Child Record
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2.4.1 Inserting a Child Record that Already Exists in the
Database

So far, we have been creating original archival records, but you can also insert into an
archival tree a child record that already exists in the database. To do this, open the
potential child record in the MARC Editor and manually edit the 004 tag to include the
Bib-ID of the parent record to which you want to link your existing record.

When you save the record to the database, Virtua automatically creates the 999
ANCESTRY tag, which will contain the proper linkages.

2.5 Searching for Fonds Records

To perform a search for Fonds-level records, you can search for either the Bib-ID of
the specific record you’re seeking, as described in the section, “Creating a New Fonds
Record,” or you can select the Fonds Filter check box, shown in Figure 2-18.

.,

W Search - Virtua Library

Browse lHeading ] Keyword ] Conkral Mumber | Holdings Keyword ] Patron ]
|5u|:|ject ﬂ | ﬂ

To begin a browse search of the library catalog, e
1. Choose the tvpe of search by clicking the arrow in the first bos, 1
2. Then click in the empty boo,
3. Twpe a whole or partial last name, subject, title, call number ar

other entry appropriate to the bype of search ywou are doing.
4, Click the Search button ar press the ENTER key on your kevboard,

LIBRARY MOTICE

Puk wour custamized library message here and an every other kab
af the Search window, To do this, edit the appropriate Help strings hadl

W Fonds Filter: Location Search Cancel

Figure 2-18. Virtua Search Window with Fonds Filter Check Box Selected

When the Fonds Filter check box is selected, any search you perform will only show
those results that have the text “Fonds” in the 351 tag subfield $c. When this check
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box is selected, Virtua will display a confirmation message when you perform a search

(Frgure 2-19).

-

Confirm

-,

2

Cancel |

Do o really wank ko apply fonds level filkering ta this search?

Figure 2-19. Fonds Filter Confirmation Message

To perform a search for a specific Bib-ID, use the Control Number search (Figure

2-20).

W Search - Virtua Library

=,

Browse ] Heading ] Keyword Control Mumber lHu:qu:Iings Keyword ] Patron ]

|Bib ID

Auth ID

Bib» 1T

Haoldings I0
50

ISEM

I55M
I55M-L
LiZCM

[ ]

ol number,

L vaank bo search.
ess the EMTER key on wour keyboard,

nurmber by clicking on the arrow in

[

Locakion

Search

Cancel

Figure 2-20. Performing a Bib-1D Control Number Search
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3. Working with Gaps in the Archival
Tree

hierarchical tree of records often displays a description record attached to a
A parent record that is not on the level immediately above it. In between the

parent and the child is a level that is empty, or unused, but still needs to be
represented in the tree to maintain the appropriate associations. The unused level is a
gap. The Virtua client represents a gap as a blank space at one of the levels of the tree.

3.1 Introduction

Virtua supports the creation and deletion of child-level gaps via the Add Child Level
and Remove Child Level functions. When you add a gap between a child and its
parent, the child moves down a level, and Virtua automatically inserts a 1 as the third
element in the 004 tag of the child record to indicate that one gap exists between the
parent and child.

Adding a gap, or unused child level, and moving a record down a level are different
ways of describing the Add Child Level function. Similatly, removing a gap, or unused

child level, and moving a record up a level are different ways of describing the Remove
Child Level function.

Hint: Generally, we recommend that you use the Add a Child Level and Remove a
Child Level functions only when it involves a single record—one with no children—
that is on the wrong level.

3.2 Adding a Gap

When you add a gap in a tree, you effectively move the record selected in the tree down
a level.

To add a gap,

1. Display the archival tree in the View Bibliographic Record window.
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2. Highlight the record directly above which you want to add a gap (Figure 3-1),
effectively moving the selected record down a level.

¥ View Bibliographic Record - Virtua Database Il 10Ol x|

=

ﬂ;ilul

The Midlothian Scripts
B The Aquarius Scripts

[

B- Series Example
ES il Excarniple
Full MARC
LDR 00400nac 22200157 a 4500
oo1 wEls000016937
003 YRT
— )| 004 wtlsO00016936 1
oos 200350901092500.,0
o003 080901 000 0 eng d
039 9y 200809010928 Yz staff
245 1 \a File Example
351 \c File
949 ha WIRTUA4D
999 1a ¥TLSSORTOD40*0080*2450%35 1 0+9290%3331
949 \a ANCESTRY 1k A1693Z || B16934 \m C169356 \n D16537
[~ Masked Wiew Archive Edit Request Bib add Ikem Refresh Close

Figure 3-1. View Bibliographic Record Window

Figure 3-1 shows the File Example as the first child of the parent Series Example.
We want to interpose an unused Sub-series level between the child and the parent.

3. Right click and choose Add Child Level (Figure 3-2).

-OR-
Click the View Record pull-down menu, and choose Add Child Level.
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View Bibliographic Record - ¥irtua Database 1l

i|> 11

P attar Aativity

- F
The Midlothian Scripts
Bl The Aguarius Seripts
- Series Example

Add Symball..
[elete Symboll..

fter Bookings
Bib Requests

Hald Bib for Merge
IMerge Bib and| Relsted| Records
Felease Bib

Hald| kemiz]for Belink:
Relink frem=)
Releaze femiz]

Full MARC
LOR 00400nac 22200157 a 4500
ool whs000016937
003 VRT
on4 wHsD00016936 1
o0s 20080901092500.0
oos 020901 0000 engd
039 9w 200309010923 'z skaff
245 1 ‘\a File Example
351 i File
999 \a VIRTUAD
999 \a VTLSSORTOD40* 00E0*2450%3510+9990+9991
999 \a AMCESTRY Yk 416932 3y B16934 \m C16936 \n D16937
[ Masked Yiew Archive Edit: Request Bib ad

Create Holdings Record
Creste Holdings from Wiorkdarmn
Cregte Expression Recard
Credgte Manfestation Recard
Creste Analytic Recaord
Create Authority Record(z)...
Create Beel Bib

Creste Beel Haldings

Creste Title Bl

Creste Yiewing BEeel Holdings
Save Copy to Databaze

Figure 3-2. Add Child Level Menn Option

Inzert Chid Record
Create Child Record

Add Child L

The View Bibliographic Record window refreshes, showing that a gap has been
added at the Sub-series level and the selected record has moved down one level.
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=10/ %]
H =
E} The Aguarius Scripts ;I
=8 Series Example
- J
File Example -
Full
LDR 00410nac 22200157 a 4500
oo1 wEls000016937
003 YRT
— )| 004 wtls000016936 1 1
oos 20080901092800,0
o003 080901 000 0 eng d
039 9y 200809010928 42 staff
245 1 \a File Example
351 \c File
949 Ya WIRTUAD
949 1a ¥TLSSORTO040*0080*2450%35 1 0+9230%33931
949 Ya AMCESTRY itk A16932 Y| B16934 \m C16936 40 #16936 o E16937
[~ Masked Wiew Archive Edit: Request Bib add Item Refresh Close

Figure 3-3. VView Bibliographic Record Window - Gap 1evel Added

The File Example record in Figure 3-3 is still linked to its parent Series Example, but
we have now created an unused Sub-series level between the child and its parent. This
gap is specified in the 004 tag’s third element, which in our example is the number 1,
indicating that one gap exists between the child and its parent.

3.3 Removing a Gap

Just as you can add gaps, you can also remove them. When a single gap is interposed
between a parent and a single child record, you can remove the gap and move the child
up one level.

To remove a gap,

1. Display the archival tree in the View Bibliographic Record window.

2. Highlight the record that you want to move up one level, effectively removing the
gap above it (Figure 3-4).
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View Bibliographic Record - Virtua Databasze 1l ] 4

<o
g B

=8 The Aquarius Scripks

= Series Example

Full MARC
LOR 00410nac 22200157 3 4500
o0 wHsD0001 6937
o0z VRT
o044 wHsD00016936 1 1
ons 20050901092300,0
oos 0302901 000 0eng d
039 9 |y 200809010928 |z staff
245 1 ‘a File Example
351 i File
999 \a YIRTUAD
999 \a VTLSSOR TO040*0080*+2450*3510%2930%9991
999 ‘\a AMCESTRY tk A16932 3| B16934 \m C16936 \n X16936 o E16937
™ Masked Wiew Archive Edit Request Bib Add Item Refresh Close

Figure 3-4. VView Bibliographic Record Window

3. Right click and choose Remove Child Level (Figure 3-5).
_OR-
Click the View Record pull-down menu, and choose Remove Child Level.
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(== 1T1 —
View Bibliographic Record - Virtua Database Il i =10l x|
el 8 B Patron Activity
E} The Aquarius Scripts 2d Symbal... jA
= _ Series Example Delete: Symboll..
B .
..... ftem Bookings -
Bib Requests
Ful | MaRC
B Hald it for Merge

LDR D0410nac 42200157 & 4500 flzrgz B0 and Pelaizd Pecords

001 vHs000016937 Pelzazz Bib

T Wl Hiald fiem=) for Refink

—>

004 whls000016936 1 1 Relink tems)

oas 20050901092500,0 il e

ooz 0E0901 000 0engd

039 9y 200809010925 \z staff Create Holdings Fecord

245 1 \a File Example Create Holdings from wiorkdorm

351 Ic File Creste Expression Record

9499 la WIRTUAD Cregte Manifestation Rezord

999 \a ¥TLSSORTO040*0060* 2450%35 1 1+3990+0931 Creste Analytic Pecord

999 \a ANCESTRY ik A16932 Y B16934 Ym C16938 \n ¥16936 Yo E1637 Creste Suthority Record(s)...
Create Regl Bil
Cregte Reel Holdings
Cregte Title Bil

[~ Masked Wietw Grchive Edit Request Bib Create Yiewing Feel Holdings Clase |
Save Copy to Database
Ih=ert Child Record
Create Child Record
Add Child Lewel
Reri hild Le:
Figure 3-5. Remove Child Level Menn Option

The View Bibliographic Record window refreshes, showing that the gap has been

removed and the selected record has moved up one level (Figure 3-6).
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View Bibliographic Record - Virtua Database Il = |EI|5|
<l =]
B F
The Midlothian Scripts il
=8 The Aquarius Scripks
B Series Example
..... =
Full MARC
LDR 00400nac a2200157 a 4500
o001 wtls00001 6937
ons YRT
e
04 whlsD00016936 1
o0s 20030901092300,0
oos 080201 000 0engd
039 9 \y 200809010925 \z staff
245 1 1a File Example
351 I File
Q99 \a VIRTUA4D
999 \a VTLSSOR TO040*0080% 2450+ 351 0*9990+a991
999 \a AMCESTRY k416932 1 B16934 Y C16936 \n D16937
[~ Masked Wigw Brchive Edit Request Bib Add Ikem Refresh Close

Figure 3-6. View Bibliographic Record Window - Gap Level Removed

As you can see in Figure 3-6, since we removed the gap, the third element in the 004
tag no longer exists.
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4. Manipulating Records in the
Archival Tree

in the archival tree. We have already discussed moving records up a level and

down a level via the Remove Child Level and Add Child Level functions.
Virtua also offers an option to change the order of records that are on the sae level.
In addition, there are options for expanding, collapsing, and printing the tree. You can
also manually relink records in the tree. For easy reference to the hierarchical structure,
Virtua automatically generates a non-editable tag, 999 ANCESTRY tag, which stores
information about all the linkages and gaps in the tree.

q rchival functionality provides a number of options for manipulating records

4.1 Reordering Sibling Records in a
Tree

After creating/inserting child records, you may wish to put them in an order different
from the one determined by default. Virtua’s default ordering method is as follows:

e If you use the Create Child Record function to add child records, they are
displayed in the archival tree in the order in which they were added.

e If you use the Insert Child Record function to add a child record, it is displayed in
the archival tree above the record you selected when you began the insert child
record process.

To change the order of sibling records,

1. On the View Bibliographic Record window, expand the archival tree.

2. In the desired branch, highlight the child record you wish to move (Figure 4-1).
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VWiew Biblingraphic Record - ¥irtua Database 10l x|

Letter books of general letters ko Europe and within India 1756-1759

"Cauntry letker books' 1765-1767

Europe letter books 1765 J
Letter books: fram England to warious individuals 1767-1774

Letter books: letters written From England to East India Co. directors 1767-1774

India Letter Books: letkers from Enagland bo India 1767-1773 ;I

Full Haldings MARC

LDF 00384nacaa2zZ00217 4500 =
ool wHsD0437 0054
003 wwlabriL
— > 004 wHsD04203700 6 1
005 Z20070920024300,0
00s 0412101 7671773 || e
019 "t
035 Ya (WIABHLIODO0370054
039 9w 200709200243 2z wLoaD
040 ‘a WIBbMNL
245 0 0 \alIndiaLetter Books; letters from England ko India \F 1767-1773 ]
300 a2 vals
351 ‘C Series
520 '|,_a Letters, }’?ﬁ?-l??’ISL_wriltten by C_Iive_&nm E_ng_lar_ud andl Erance r_na?nl}._f tnlIndlia. The subject matter ranges Fram LI
¥ Masked Wiew Archive Edit Reguest Bib Add Item Refresh | Close |

Figure 4-1. View Bibliographic Record Window

3. Click the right mouse button, and choose Change Order.

The Change Sort Order window appears (Figure 4-2), displaying the list of records
within the same branch as the record you highlighted.
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: Change 3ort Order - Virtua Databaze = |EI|5|

Letter b F general le 1y Europe and within India 17
"Counkry letker books' 1765-1767
Europe letter books 1765

Letter books: From England ko various individuals 1767-1774

Letter books: lekters written from England ko East India Co, direckars, ..
—® India Letter Books: letkers from England ko India 1767-1773
Indexes/lisks of correspondence 1765-1767

Registers of "“ountry Correspondence Letters Received & Sent' 1756.,,

Persian Correspondence 1755-1771
Ahetracks of lettere cent b Clive in Trdia 1 7A5 ;I

ﬂ gl Apply | Cancel |

Figure 4-2. Change Sort Order Window

4. In the list box, highlight the child record(s) that you want to reorder.

5. Use the up button Q and the down button El to move the child record(s) up

and down as needed.
6. When you are finished, click the Apply button to save your changes.

The child records now appear in the order that you specified (Figure 4-3).
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View Bibliographic Record - Virtua Database = |EI|1|

Letter books of general letkers to Europe and within India 1756-1759
‘Country letter books' 1765-1767

Europe letker books 1765

India Letter Books: letters From England to India 1767-1773

Letter books: from England to various individuals 1767-1774

Letter books: letters written from England to East India Co, direckors 1767-1774 ﬂ
Full Holdings ~ MARC
LDR 00834nacaaz200217 4500 =l
ool wtls004370054
o003 Wl abmL
—» | 004 wtls004203700 4 1
oos 20070920024300.0
nos 04121011 7671773] | Id
019 Itk
035 \a (WlABNL)D000370054
039 9 Iy 200709200243 iz VLOAD
040 ha WilAbRL
245 0 0 %alndiaLetter Books: letters From England ko India if 1767-1773 —
300 a2 vols
351 \c Series
520 '|,_a Letters, Fl(?t?-?-l??:Sihwriltten by C_Iive_ﬁ_’om E_ngllan_d andl France ma@nlg: tolIndlia. The subject matter ranges From LI
¥ Masked Wiy frchive Edit Request Bib Add Ttem Refresh | Close |

Figure 4-3. View Bibliographic Record Window

In Figure 4-3, notice that the second element of the 004 tag indicates that the child is
no longer number 6, but number 4.

4.2 Expanding/Collapsing/Printing a
Tree

Three right-click options on the View Bibliographic Record window let you expand,
collapse, and print an archival tree.

To expand all the records in a tree, you can click the + sign next to every branch, or
you can use the Expand All option. Conversely, to collapse all the records in a tree,
you can click the - sign next to every branch, or you can use the Collapse All option.
To print a copy of a tree, use the Print Tree option.
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To expand all the records in a tree,
1. Right click anywhere on the View Bibliographic Record window.

2. Choose Expand All from the pop-up menu.

The tree expands all its branches (Figure 4-4).

View Bibliographic Record - Virtua Database = IEIIil
o
= Robert Clive Papers 1727-1791 (Jaccumulated ¢, 1743]-1791) Robert Clive ﬂ

=8 India papers 1727-1772 (accumulated [c.1743]-1772)
EI India official correspondence 1752-1774
=
B Letter books of general letters to Europe and within India 1756-1759

Letter book: letters to Europe and within India 1756, Jan, 31 - Ock, 7 LI
Full | Haldings | marcC |
Ref. no.: CRE
Title: India Letter Books: letters from England to India 1767-1773
Hierarchical level: Series
Summary: Letters, 1767-1773, written by Clive fram England and France mainly to India, The subject matter ranges From
Company affairs and Clive's continuing interests in Bengal to events in England.
Drescription; 2 vals
Unsatisfied Requests: 0
Total Requests: ]
¥ Masked Yiew Archive Edit Request Bib Add Item Refresh Close

Figure 4-4. View Bibliographic Record Window - Tree Expanded

Hint: With a tree expanded, you may want to enlarge your viewing area. To do
this, place your mouse cursor on the border between the archival tree and the tabs
below the tree. When the cursor turns into a double arrow, drag the tabbed portion
of the window downward.

To collapse all the records in a tree,

1. Right-click anywhere on the View Bibliographic Record window.
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2. Choose Collapse All from the pop-up menu.

The tree collapses all its branches so that only the Fonds level is displayed (Figure
4-5).

View Bibliographic Record - Virtua Databaze = IEIIil

[ o

[} Robert Clive Papers 1727-1791 ([accumulated ©, 1743]-1791) Robert Clive

Ful | Holdings | marc |

Ref. no: CR&

Title: India Letker Eooks: letters From England to India 1767-1773

Hierarchical level: Seties

SUMMmary: Letters, 1767-1773, written by Clive from England and France mainly ko India, The subject matker ranges from
Company affairs and Clive's continuing interests in Bengal to events in England.

Description: 2 viols

Unsatisfied Requests: a

Total Requests:

¥ Masksd iew Archive Edit: Request Bib Add Item Refresh Close

Figure 4-5. VView Bibliographic Record Window - Tree Collapsed

To print a copy of a tree,
1. Right-click anywhere on the View Bibliographic Record window.

2. Choose Print Tree from the pop-up menu. The Print dialog box appears (Figure
4-6).
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Print - Virtua Library @

Prinkirng

Tree Conkents

Format: |Bi|:u|iu:ugra|:uhi|: Tree j
Range _opies

Al

Mumber of copies: 1 :ll

{+ Selected Records
(" Selected with Child Records

Printer Setup | Ik Cancel |

Figure 4-6. Print Tree Options

3. Choose a range:

e  All - Prints information for all of the records in the record tree. If the tree is
very large, this may take a long time.

e Selected Records - Prints information for only those record(s) you have
highlighted. To highlight multiple records, hold down the CTRL key as you
select records in the tree, or hold down the SHIFT key to select a range of
records.

e Selected with Child Records - Prints information for the currently selected
record(s) and all child records, including children of the child records.

4. Choose the number of copies, and click OK.

Hint: To print a copy of a single record, display the desired record in the View
Bibliographic Record window. Right click and choose Print. In the Print dialog box,
select Full or MARC in the Format drop-down list.

4.3 Relinking Records in a Tree

You can relink a child record to a different parent in an archival tree. To do this, you
must open in the MARC Editor the child record that you want to relink and manually

edit the 004 tag to include the Bib ID of the parent record to which you want to relink
it.
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When you save the record to the database, Virtua will automatically regenerate the 999
ANCESTRY tag to reflect the change.

4.4 Keeping Track of Relationships:
About the 999 ANCESTRY Tag

The 999 ANCESTRY tag is a system-generated tag in a linked MARC record that
stores information about the record’s relationships and level in an archival tree. You
cannot edit the data in this tag.

The subfield $a of the 999 ANCESTRY tag contains the value ANCESTRY. The
second subfield is $k, the third is §1, the fourth is $m, etc. Each subfield represents a
level in the hierarchy, with subfield $k representing the highest level, or Fonds. Thus
the ANCESTRY tag in any given linked MARC record will contain specific subfields,
depending on the level of the record in relation to the root bibliographic record in the
tree. In this way, the ANCESTRY tag of a record that is at the lowest level of an eight-
level hierarchy would contain the following subfields:

Fonds

Sub-fonds
Sub-sub-fonds
Sub-sub-sub-fonds
Series

Sub-series

File

Item

A
BT o b g3 TR

The value in each subfield is a Bib-ID prefixed by a capital letter, starting with the
letter A, which is incremented in each subsequent subfield. For example, subfield $k
contains the Bib-ID of the root bibliographic record (i.e., Fonds) prefixed with the
letter A. Subfield $1 contains the Bib-ID of the next level record (i.e., Sub-fonds)
prefixed with the letter B. Subfields $m through $z contain the Bib-IDs from other
related records in the archival tree. If the tree contains more records than can be
contained in subfields $1 through $z, then subfields $A through $Z are used.

If a gap exists between a child record and its parent, the Bib-ID of the parent record,
prefixed with an X, will be placed in the subfield appropriate to the gap level. If
another gap exists at the next level, this same parent Bib-ID, again prefixed with an X,
will be placed in the subsequent subfield.

The example below illustrates the aspects of the ANCESTRY tag we just discussed.
Note that subfields §1 - $n show that the parent record (whose Bib-ID is contained in
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subfield $I) has a child record (whose Bib-ID is contained in subfield $o) separated by
two gap levels (whose Bib-IDs are contained in subfields $m and $n).

999 \a ANCESTRY \k A0004648 \1 B0005109 \m X0005109 \n X0005109 \o
E0004766 \p X0004766 \q G0033075.

Some of the hierarchical information stored in the ANCESTRY tag is also reflected in
two other tags in an archival record—the 351 tag and 004 tag.

For example, in Figure 4-7, the ANCESTRY tag contains five subfields, indicating that
this record is five levels down from the root record. Subfield $n contains an X,
indicating a gap between the parent and this child record. If the library uses eight
archival levels in its structure, this ANCESTRY tag would indicate that this record is at
the Series level. This is confirmed in tag 351 subfield $c, where the library has
cataloged the record level as Series.

iew Bibliographic Record - Virtua DB -0l x|
==
= Robert Clive Papers 1727-1791 (Jaccumulated c.1743]-1791) Robert Clive -

=S India papers 1727-1772 (accumulated [c,1743]-1772)
E India official correspondence 1752-1774

Letter books of general letters bo Europe and within India 1756-1759

Letter books: From England to various individuals 1767-1774

Letter books: |letkers written From England to East India Co., directors 1767-1774
India Letter Books: letters from England to India 1767-1773

Indexes/lists of correspondence 1765-1767 LI
Full MARC
040 La WiBGHL |
245 0 0 \aLletter books: from England to various individuals \f 1767-1774
300 ‘a2 vals
Emm— 351 ‘€ Series
351 ‘b Arranged chronologically
500 ‘\a Mineteenth century transcripts are Sir John Malcolm Papers, M4,
520 ‘\a Letter books containing letters from Clive writken principally during his final vears in England From 1767 ko 1774
although there are some addressed From Europe which he visited between January and Sepkember 1768, For the most
part they are addressed to various individuals in England but with the occasional letter ko India and elsewhere, The
varied nature of the letters reflects bath Clive's own personal and domestic concerns and his continuing interest in
Indian affairs after leaving Bengal.
E24 \a CR4
a5z 4 ‘\a WIBbML \b Adran Gwasanaethau Casgliadau = Department of Caollection Services |j CR4
941 Y AP Yd M F 0200412537 Yk ADOD4751 3| BOOOS152 Ym CO004201 {n %0004201 Yo EDO07405 s (EXECU Yt 10012006 ju
JEXECU 21102005; LEGLP 05122004; LOGLP 24112004; LCOGLP 20112004 |
—p | 959 \a ANCESTRY ik A4203363 1| B4203397 \m C4203700 \n %4203700 Yo E4366520 i
[~ Masked View Archive Edit: Request Bib Add Item Refrash Close

Figure 4-7. The 999 ANCESTRY Tag
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In addition, the linking 004 tag contains information about the hierarchical level of this
record (Figure 4-8).

iew Bibliographic Record - ¥irtua DB 1Ol =|
<=1
= Robert Clive Papers 1727-1791 (Jaccumulated £.1743]-1791) Robert Clive -
B India papers 1727-1772 {accumulated [c.1743]-1772)
E} India official correspondence 1752-1774
- Letter books of general letters bo Europe and within India 1756-1759
: Letter books: from England to warious individuals 1767-1774
-- Letter books: letkers writken From England to East India Co, directors 1767-1774
-- India Letter Books: letters from England ko India 1767-1773
|¢| Indexesflists of correspondence 1765-1767 LI
Full MARC
LCR 01391 nacaaz200241 4500 =]
ool vtlsD04368820
003 VRT
E— T wHsN04203700 2 1
0os 20061212052000,0
0o odtizof([l] 11 (14
035 ‘\a (WIBbNL000036SE820
039 9 w 200612120820 iz YLOAD
040 @ WilabnL —
245 0 0 \aletter books: from England to various individuals iF 1767-1774
300 ‘a2 wvals
351 \c Series
351 ‘b Arranged chronologically
500 ‘\a Mineteenth century transcripts are Sir John Malcalm Papers, M4, ;I
[~ Masked View Archive Edit Request Bib #Add Item Refresh Close |

Figure 4-8. The 004 Linking Tag and Position Numbers

In the 004 tag,

e The number 2 at the end of the parent Bib ID indicates that this record is two
positions away from its parent, which is India official correspondence 1752-1774.

e The number 1 that comes after the 2 at the end of the parent Bib-ID indicates that
one gap exists between the parent and the child.
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5. Appendix A - Important Tags in
Archival Record Management

This appendix summarizes three important tags used in archival functionality. The tags
are the 001, 004 and 999 ANCESTRY.

5.1 001 Tag

The 001 tag stores the system-assigned number known as the Bib-ID. Virtua
automatically assigns a Bib-ID to every bibliographic record that is created. Using the
Bib-ID in a control number search is the most direct way to access a bibliographic
record in the database.

5.2004 Tag

The 004 tag serves several functions in archival functionality. Every archival record at
every level except the Fonds level contains a 004 tag, which is primarily a linking tag. It
stores the Bib-ID from the 001 tag of the current record’s parent. In addition to being
a linking tag, the 004 tag shows the position of the record in relation to its parent and
siblings.

The 004 tag offers this information via three data elements:
First element - The system number, or Bib-1D, of the parent record.

Second element - The position of the record in relation to any siblings. In this way, a
1 indicates the first child of a parent, 2 the second child, etc. The second element
ignores the hierarchical level of the record. For example, the first child of a Fonds
could be a Sub-fonds, the second child could also be a Sub-fonds, while the third child

could be a Series or File.

Third element - The hierarchical level of the record. It shows the number of unused

levels (or gaps) that exist besween a parent level and child level.

e Ifadescription record is attached to a parent record on the level immediately
above it (e.g., if a Sub-fonds is immediately below a Fonds), a third element will
not exist in the 004.
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e If the description record is attached to a parent record that is NOT on the level
immediately above it (e.g., a File is attached to a Series, where a Sub-series level is
interposed but unused), a third element will exist in the 004.

Virtua should calculate the third element automatically. But if the tree is very complex,
Virtua might get confused and fail to calculate the third element. In that case, you will
need to calculate the third element yourself based on the number of levels in your tree
structure. The example below uses an eight-level structure:

1: - Fonds
2: - Sub-fonds
- Sub-sub fonds
- Sub-sub-sub fonds
- Series
- Sub-seties
- File
- Item

AN AW

For example:

Where a Sub-fonds parent has a File child, four unused levels would lie between them
(Sub-sub fonds, Sub-sub-sub fonds, Series, and Sub-series). In this case, the third
element in the 004 must be 4.

5.3 999 ANCESTRY Tag

The 999 ANCESTRY tag (so-called because the subfield $a of the 999 tag contains the
word ANCESTRY) records the hierarchical linkages in the archival records. Virtua
creates this tag automatically when any archival record below the Fonds level is
created. You cannot edit information in this tag.

As shown below, letters are used to denote archival levels A-H in subfields $k-$r.
Missing levels are designated by an X placed in front of the duplicated Bib-ID of the
parent.

k=fonds (A)

I=sub-fonds (B)
m=sub-subfonds (C)
n=sub-sub-sub fonds (D)
o=series (E)

p=subseries (F)

q=file (G)

r=item (H)
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6. Appendix B - Changes in this
Guide

6.1 Changes for Version 16.1

No changes were made.
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Sub-sub-fonds, definition of - 2 Vv
Sub-sub-group - See Sub-sub-fonds

Virtua Cataloging User’s Guide - 7

)
W
unused levels - See gaps
using this guide - 2 workforms
default - 5
Default Child Workform - 10, 14
selecting - 5
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