
INCREASING ACCESS TO 
 

ARCHIVAL RECORDS 



ACCESSING ARCHIVAL 

RECORDS 







THEN AND NOW 



WARREN COUNTY RECORDS STORAGE 

VAULT  1 



VAULT 1  BOOK STORAGE 



Flat Map Storage 



Flat Map Storage 

 detail 



Rolled Map Storage 



Rolled Map Storage 

detail 



How did we get from 

this to this ? 



Lots of Time 
 

Line Item Budget and Grant Funding 
 

Staff and Volunteers 
 

Arrangement and Description of Records 
 

Access: Indexes, Finding Aids, Webpages 



Our Volunteers 



Finding Aids 
 

Records Series Descriptions 



Records Series 

descriptions 





INDEXES 
 

(PAPER and COMPUTER) 



Indexing Books 

 Keep it simple, the fewer fields you index the 

faster you'll accomplish the job. 

 Use spreadsheet or database software such as 

Excel, MSworks, Microsoft Office Access, 

Open Office 

 Suggested fields: Seq#; Lname; Fname; Date; 

Year;  page #.   

 Use common sense when deciding what to 

index. 



Hints 

 Think about what you want to index in fields.  

 ex. If indexing court or justice records index 

just the plaintiffs, defendants and witnesses.  

 Don't bother indexing names of justices, district 

attorneys, or juries (their names can all be 

found in other record series) 



Hints 

 Format Date field to show just MM,DD 

 Year field should be numeric YYYY. 

 To create a combined name field insert a 

column after Lname field and Fname field 

 Insert the formula +Lname&”, “&Fname 





Paper Index 
(samples) 



Minutes of Common Pleas 

(close up) 



Criminal Indictment 

paper index 



We give each printed index 

a number 



Index books on book shelf 



Reference Guide to 

Archival Indexes 



Reference Guide 

(closeup) 



Archivedex 



 What is an Archivedex? 
 
As you create a paper index for each record  
 series using Excel, Msworks, Microsoft   
 Access you can combine the common fields 
 of Name, Year and input the record series 
  name. 
 
Just cut and paste the Name field, Year and  
 input the Record Series. 



Your new “Archivedex” will contain the fields: 
 

Name, Year, Record Series 





Archivedex 

database 



THE ONE WORD I WANT 
YOU TO CARRY AWAY 

FROM TODAY'S WORKSHOP IS 
 

“HYPERLINK” 



A hyperlink displays remote content without the 
need for embedding the content in the current 

document. 
 

A hyperlink provides a link by following the path 
or directory to the given file located on a 

computer or network.  
 

The file may be in any format: 
 text, picture, movie, etc. 



Hyperlink 



Map Index in Access 

 with hyperlinks 



For more info on inserting hyperlinks 
Use the “help” on the specific program you are 
using to read up on how to insert hyperlinks. 



Webpages 















Self Indexing by File Name 



Revolutionary War Pension Affidavits 





Revolutionary War 

Service Affidavit 

Jonathan Barton 



Hint 
 

Your digital camera or smart phone 
is your best tool for taking high quality images 

 
You can use software such as 
IrfanView or even Adobe PDF 

to make multi-page image files. 



QR codes 



For more info please visit our website: 
 

warrencountyny.gov/records 
 
 

Any questions? 


