This quide provides tips on how to browse and
search in the Shared Cataloque.
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1. BROWSING

It is possible to browse archival descriptions, authority records (persons and organizations), repositories
(archival institutions), places, subjects, and digital objects in the Shared Catalogue.

To browse by category, use the Browse menu to the left-hand side of the search box or consult the
Browse by menu to the left side of the screen. Both menus allow you to browse by category.

Archival descriptions:

e Archival descriptions can be browsed at all levels in the Shared Catalogue. By selecting Archival
descriptions in the Browse or Browse by menus, you will be provided a list of all top-level
archival descriptions (i.e. fonds, collection). To expand your search and browse descriptions of
all levels (i.e. fonds, series, subseries, file, item), select All descriptions under the Level of
Description heading. If you are interested in searching a single level of description, you may then
filter your results by selecting the desired level from the list under the Level of Description
heading.
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Persons and organizations:

e Persons, families, and organizations (corporate bodies) are individually described entities in the
Shared Catalogue. A list of all entities described in the Shared Catalogue will be retrieved if
Persons and organizations is selected in the Browse or Browse by menus. Results can be
narrowed by language and entity type (i.e. persons, families, and corporate bodies) by using the
filters located on the left-hand side of the screen
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Archival Institutions:

e The Shared Catalogue contains descriptions of the holdings of Black Studies Center. To browse
the holdings, click Archival institutions in the Browse or Browse by menus and select the name
of the desired repository. Once selected, a list of associated archival holdings will appear under
Holdings on the left-hand side of the screen.

B%uck Studies Q o B _t, ﬁg @ o Dr. Clarence Bayne

Centre d'étude des Noirs - Biack Studles Ce

Black Studies Center (BSC) Ary Browse he documentation of the history of Blacks in Quebec and Canada.

Browse by Archival descriptions o the Black Studies Center (BSC) Archives!

Aret rP—— Persons and organizations
® Archival descriptions o

& Personsand orean

U1 Archival institutions ; ;
k Studies Center Archives

Functions

Subjects =25 Center has collected and continues to collect, process, preserve, and provide access To extensive unigue and varied

Places tions and archival fonds from private sources. This collection of material relates to the history of Blacks, more specifically

B eal, Quebec and Canada
B Digital objects naterial will be publicly shared to allow users to explore the fonds and collections, including archival descriptions and a
Popular this week s ’ PuBlicly =ne - P = P
wrearmerermen el Ancimants New dperrintinns and disital dacimanrs will he adrar ta tha Faralne an an anenine hasis

Subjects:

e Top-level archival descriptions (i.e. fonds, collections) are also indexed by subject. To display a
controlled list of subjects, select Subjects from the Browse or Browse by menus. By selecting a
subject term, you will be provided a list of all archival descriptions to which that term has been
applied.
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Places:
e Top-level archival descriptions are also indexed by place. Select Places in the Browse or Browse
by menus to generate a list of geographic areas to which the records relate. Select a place name
to display a list of all the archival descriptions related to that geographical area.
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Digital objects:
e The Shared Catalogue is used to describe individual items, some of which have attached digital
objects (e.g. scans, MP3s). Select Digital objects from the Browse or Browse by menus to display
all available digital objects.
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2. BASIC SEARCH

To conduct a basic search, input your query into the Search box at the top of the screen. By typing in
keywords, names, or phrases, you are able to search all archival descriptions, persons and organizations,
subjects, places, and digital objects catalogued in the Shared Catalogue. Basic searches will return
results from both repositories.
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Like Google, suggestions for matching terms will appear as you type. Results are broken down into
various categories depending on your search. Your results may be divided into the following categories:
archival descriptions, archival institution, persons and organizations, places, and subjects.
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Once you have obtained the results of a basic search, you may filter by repository, level of description,
creator, person or organization, place, subject, genre, and media type.

To add precision to basic searches, use symbols when developing your query (see Forming Searches).
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3. ADVANCED SEARCH

To conduct an advanced search, click inside the Search box and select Advanced search. This will bring
you to the Advanced search interface where you may build custom searches queries.
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Input your query into the Advanced search box. Queries can be composed of single terms, a
combination of terms, or phases.
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You are able to narrow your query by searching distinct sections of an archival description (i.e. fields). To
narrow your search by field, use the drop-down menu below the Advanced search box.
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You are able to search the following sections of an archival description:

Title:

o Titles are assigned to descriptions at all levels (i.e. item, file, subseries, series, fonds). The title
field provides insight into the content and subject of the description.

Archival history:

e Archival history provides information about the individuals that owned, transferred, and/or

donated the records. This field provides information concerning the transfer of ownership of the
documents.

Scope and content:

e The Scope and Content field is used to describe the content of the document(s). The scope
provides information about the functions and/or activities that resulted in the creation of the
records, the subject matter of the records, the geographical area and time period to which the
records relate. The content provides a summary of the principle record types (e.g.
correspondence, photographs, newspaper clippings, manuscripts, interviews).

Extent and medium:

e The Extent and medium provides information about the number, size, and type of document(s)
found at all levels of description.

Access points (subject, name, and place):

e Access points are assigned to fonds and collection-level descriptions. Access points provide
information related to the subject and creator of the records, and the geographical areas to
which the records relate.

Identifier:

e An ID number composed of a unique combination of letters and numbers. Identifiers are
assigned to all levels of descriptions and are used to facilitate retrieval.
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Use the Add new criteria button to build complex, multi-part queries. By using Boolean operators (i.e.
AND, OR, NOT) you are able to further narrow or broaden your search by combining or excluding terms:

AND Combines search terms:
e This narrows search results by returning only descriptions that contain both search terms.
Finance AND Publications will return results that contain both search terms
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OR Combines search terms:
e This broadens search results by returning descriptions that contain either search terms. Finance
OR Publications will return results that include either Finance or Publications.
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NOT Narrows search results by excluding search terms.
e Black Studies Center NOT Black Theater Workshop will return results that contain the term
Finance but not the term Publications. To further narrow your search, use the Search filters
located on the left-hand side of the screen.

Black Studies Center (BSC) Archives houses, processes and preserves the documentation of the history of Blacks in Quebec and Canada.
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These filters narrow your search by:
A Top-level description (i.e. fonds or collection)
A General Material Designation
A Media type
A Digital objects available
A Level of description
A Copyright status

Login

Black Studies Center (BSC) Archives houses, processes and preserves the documentation of the history of Blacks in Quebec and Canada.
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4. FORMING SEARCHES

The following symbols can be used to add precision to basic and advanced searches:

AND Use to combine search terms to Finance AND Publications will return results
narrow your search that contain both search terms
&& Can be used in place of AND Finance && Publications will return results that

contain both search terms

OR Use to combine search terms to Finance OR Publications will return results that
broaden your search include either Finance or Publications
[ Can be used in place of OR Finance || Publications will return results that

include either Finance or Publications

NOT Use to narrow search results by Finance NOT Publications will return results
excluding terms that contain the term Finance but not the term
Publications
! Can be used in place of NOT Finance ! Publications will return results that
contain the term Finance but not the term
Publications
() Use to create research subgroups Finance && (provincial AND federal) will

return results that contain both the terms
provincial and federal, as well as Finance

" u

Allows you to search exact phrases “Black Studies Center” will find “Black Studies
Center” but not Studies Center

* Multiple character wildcard allowing Collect™ will return results for collect, collects,
variations on a term to be searched collection, collections, and collecting
? A character wildcard Wom?n will return results for women and
woman
+ Term after + must be in the result, +finance publications returns results that must
while other terms may be in the contain the term finance, and may contain the
result term publications
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- Term after - must not be in the result, -finance publications returns results that do
while other terms may be in the not contain the term finance, and may contain
result the term publications

5. SEARCHING WITHIN A PARTICULAR
FONDS OR COLLECTION

Use the Advanced search interface or Quick search box to search within a particular fonds or collection.

Advanced search interface
e Select a fonds or collection from the Top-level description field on the left-hand side of the
screen to narrow your search to a particular description. This will allow you to search within that
fonds or collection only using the Advanced search box.

Black Studies Center (BSC) Archives houses, processes and preserves the documentation of the history of Blacks in Quebec and Canada.
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Quick search box
e Once a particular fonds or collection has been chosen, use the Quick search tab on the left-hand
side of the screen and enter a term of phrase to search within the description itself. This will
allow you to search within that fonds or collection only.

R | Quick search Fonds FOO1 - Black Studies Center fonds
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6. SEARCHING FOR PERSONS AND
ORGANIZATIONS

Use the Persons and organizations search interface or the Browse menu on the left-hand side of the
search box to search for individuals, organizations, and families.

To search for persons, organization, or families, click “Persons and organizations" in the Browse menu
on the left-hand side of the search box or consult the Browse by menu on the left side of the screen
(select Persons and organizations).
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Enter the name of an individual, organization, or family. The search results will be restricted to
descriptions of persons and organizations (authority records). Use quotation marks to add precision (i.e.
"Dr Clarence S. Bayne"). Click on the name of an individual, organization, or family, to obtain the
authority record and list of related holdings (i.e. fonds, collections).

Narrow your results by: Sho_wmg 3results
Authority records

LANGUAGE ~ Dr Clarence 5. Bayne x | Q Sort by: Alphabetic =
Unique records 3
English 3

Black Studies Center
ENTITY TYPE ~ [ —
All
Corporate body z Black Theatre Workshop
Person 1 - 1871207

Dr. Clarence S. Bayne
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7. PRINTING FINDING-AIDS, FILE LISTS,
AND ITEM LISTS

File and item lists provide basic information about item and files, including reference code, title, date,
and access restrictions. File and item lists can be generated at all levels of description, where applicable.

Both file and item lists and full finding-aids can be printed.

File and item lists
e To view and print file or item lists, click Reports , located on the right-hand side of the screen.

Select File list or Item list. You can then order the lists by: reference code, title, and date.
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