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The presentation assumes that your 

organization has decided to host 

ArchivesSpace locally, or with a 

service provider. 

If you are self-hosted, we assume 

you have downloaded the code from 

GitHub and installed ArchivesSpace 

successfully on your server. 

• Getting started with an ArchivesSpace implementation

• Creating a project plan

• Tools for importing legacy data

• Training resources 

• Community resources 

Topics will be discussed in linear order; however, you will 

be working on these activities in tangent. 
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Agenda



Getting Started with 
an ArchivesSpace 

Implementation
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• Why did you select ArchivesSpace? 

• Which features of ArchivesSpace do you like, or find 
valuable? 

– Take a look at ArchivesSpace here: 
http://archivesspace.org/application/sandbox

• Will you be adding legacy data into ArchivesSpace, or 
starting from scratch? 

• Do you anticipate doing anything new? 

– Accession description

– Inclusion of digital object metadata 

– Staff workflows/processes 5

Identify 
Goals and 

Expectations

http://archivesspace.org/application/sandbox
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ArchivesSpace 
Sandbox

http://archivesspace.org/application/sandbox

http://archivesspace.org/application/sandbox
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Create 
Specific Goal 

Statements What new or improved 

functionality or processes are 

you planning to offer to 

archives staff? 

What new or improved 

service(s) are you planning to 

offer to researchers?

21



• “One stop shop” archival management system that will 

manage accession records, resource records/finding 

aids, and links to digital objects

• Front-end interface for patrons to perform self-

directed research and discover collections easily and 

efficiently

• Decrease staff time spent on repetitive reference 

questions

8

Examples of 
Goal 

Statements



• Most used collections and format types

• Descriptions that only exist on paper

• Descriptions or collections that are updated often

• Digitized objects 

• Hidden collections

• Most fragile collections and format types 

• Available funds for processing 

• “Easiest” collections to get into ArchivesSpace

• Prioritize by format of material or type of data record
9

Identify and 
Prioritize 

the content that will help you 

reach those goals 



• Assessment records

• Accession records

• Resource records

• Agent (Name) records 

• Subject records 

• Classification records

• Collection management 

records

• Digital object records

• Top container and 

location records

• Event records
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Identify 
Types of 
Records

you will use to support your 

content



• Subject records

– Make time to learn the Library of Congress Name 

Authority File (LCNAF) plugin.

• Top container records 

– Are your boxes barcoded? 

• Location records 

– Do you want to use the space calculator? Your locations 

should be mapped out ahead of time.

• Event records

– Plan for consistent use. 11

Determine 
Additional 

Planning



Creating a 
Project Plan
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Creating a 
Project Plan

Goals and 

expectations 

The content you want 

to put into 

ArchivesSpace

The types of 

ArchivesSpace records 

that you want to use

2 3
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1

after you have determined:

You might want to consider creating a project plan



• Who

– Identify who you need: internal and external expertise

• What

– Identify what you need: tools and resources

• When

– Do you have deadlines? Identify work schedule

• How

– Identify priorities: what will you work on first?

• Why?

– What goal does each priority satisfy? 
14

Purpose of a 
Project Plan
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Assessment 
Questionnaire 

Sample



Scalable 
Project Plan

How many (willing) 

staff members are on 

hand to help?

How formal do you 

need or want your plan 

to be? 

✓ Checklists?

✓ Detailed phases of 

adoption?

✓ Task assignments?

✓ Task forces?

Do you have deadlines 

or scheduled 

milestones to reach?

2 3
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1

How large or small of a project 

plan do you need?



• Create a project plan

• Write your goal statement(s) at the top of your project 

plan

• Organize your project plan according to the identified 

priorities that support each goal 

• Identify staff or other human resources 

– Lone arrangers could look to professional chapters and 

similar repositories 

• Make time, meet regularly 

– If you are a lone arranger, commit yourself to a schedule 17

Project Plan 
To-Dos

regardless of your answers to the 

questions on the previous slide:



• Stay organized

• Maintain momentum 

• Know where to pick up again if you have to put things 

on hold to work on other projects 

• Make your work visible

• Document your decisions 

– A project plan should ultimately end in with written 

documentation that records your work 

– Examples: 

https://www2.archivists.org/groups/collection-

management-tools-section/archivesspace
18

Why?

https://www2.archivists.org/groups/collection-management-tools-section/archivesspace
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SAA Collection 
Management 

Tools Section: 
ArchivesSpace

https://www2.archivists.org/groups/col
lection-management-tools-
section/archivesspace

https://www2.archivists.org/groups/collection-management-tools-section/archivesspace
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Project Plan 
Example
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Tracking a 
Project Plan 

Progress
Asana, online project 

management tool

https://app.asana.com/

https://app.asana.com/
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Tracking a 
Project Plan 

Progress
Asana, online project 

management tool

https://app.asana.com/

https://app.asana.com/


Tools for 
Importing Legacy 

Data

23



Importing 
Legacy Data

Before you begin, consider the 

following

What kinds of data can 

your legacy system 

export? For example, 

XML, CSV, other?

24

1

Is your data 

normalized or messy? 

For example, dates or 

names?

2

If messy, do you plan 

to perform clean-up 

prior to migration or 

after?

3

Do you have backup 

copies of your legacy 

system or data?

Document the plan, 

phases or timelines for 

the project.

4 5



• Archon or Archivists’ Toolkit users can explore the 
migration tools, instructions, and mapping documents at: 
http://archivesspace.org/using-archivesspace/migration-
tools-and-data-mapping

– Yale University migration example: 
https://campuspress.yale.edu/yalearchivesspace/2015/06/14/
migration-step-by-step/

• Data import maps for other legacy data: 
http://archivesspace.org/using-archivesspace/migration-
tools-and-data-mapping

– Accession, assessment, and digital object records can be 
imported as CSV files

– Resource records can be imported as EADXML and 
MARCXML files 25

Community-
supported 

Tools
developed, sustained, and 

updated by the ArchivesSpace 

program

http://archivesspace.org/using-archivesspace/migration-tools-and-data-mapping
https://campuspress.yale.edu/yalearchivesspace/2015/06/14/migration-step-by-step/
http://archivesspace.org/using-archivesspace/migration-tools-and-data-mapping


• Harvard University “aspace-import-excel” plugin: 

https://github.com/harvard-library/aspace-import-

excel

– Supports the bulk uploading of resources and archival 

objects into ArchivesSpace using an Excel spreadsheet

• Steady is an open-source, Ruby on Rails application 

developed by Jason Ronallo as part of NCSU Libraries: 

http://steady2.herokuapp.com/#about

– Allows users to convert CSV files into EAD for import
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Third-party 
Tools

developed by members of the 

ArchivesSpace community, or 

other open-source contributions

https://github.com/harvard-library/aspace-import-excel
http://steady2.herokuapp.com/#about


• Rapid Data Entry (RDE) supports repeated entry of resource 
component records at the same level 

– For example, RDE can be used to populate multiple components of 
the same level (series, sub-series, folder, etc.) with basic data (title, 
date, extent, etc.) one after another

– Watch the “Use the Rapid Data Entry (RDE) Tool to Create Resource 
Components” video located in the ArchivesSpace Help Center 
(Screencasts and Video Tutorials page): 
https://docs.archivesspace.org/_help_proxy/login

• Set the Default Values field for repetitive data that is used 
frequently across the same records

– For example, a repository identifier set as a default value for an 
accession or resource identifier will populate that identifier field in 
the accession or resource record whenever a new one is created
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Starting from 
Scratch

using tools native to the 

ArchivesSpace software 

https://docs.archivesspace.org/_help_proxy/login


• Application Programming Interface (API) – interact with 
the ArchivesSpace back end for data cleanup projects: 
https://archivesspace.github.io/archivesspace/api/

– Must be an authenticated user to make requests

– Bentley Historical Library: http://archival-
integration.blogspot.com/2015/09/the-archivesspace-
api.html

– Duke University: 
https://blogs.library.duke.edu/bitstreams/2016/09/21/archiv
esspace-api-fun/

• Hire an independent consultant 

– http://archivesspace.org/using-archivesspace/independent-
consultants 28

Additional 
Migration 
Resources

https://archivesspace.github.io/archivesspace/api/
http://archival-integration.blogspot.com/2015/09/the-archivesspace-api.html
https://blogs.library.duke.edu/bitstreams/2016/09/21/archivesspace-api-fun/
http://archivesspace.org/using-archivesspace/independent-consultants


Training 
Resources

29



Training

Before you begin, consider the 

following

How many people 

(staff, students, other) 

will be using 

ArchivesSpace? 

30

1

What are your training 

or learning 

preferences?
✓ Self-guided, using 

written 
documentation and 
video resources

✓ Online training
✓ In-person training
✓ Conducting staff 

training en masse
✓ “Train the trainer” –

train key staff 
members, who would 
train others as needed

✓ Creating 
documentation for 
specific description 
practices and 
workflows

2



Training

Before you begin, consider the 

following

31

Who will be 

responsible for 

training new staff?

3

Who will maintain 

documentation and 

changes to processes?

4
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Training 
Resources 

ArchivesSpace Help Center
https://docs.archivesspace.org/_help_

proxy/login

https://docs.archivesspace.org/_help_proxy/login


• SAA Collection Management Tools section 

(ArchivesSpace)

– https://www2.archivists.org/groups/collection-

management-tools-section/archivesspace

• Host an ArchivesSpace workshop

– http://archivesspace.org/using-archivesspace/trainings

• Hire an independent consultant/trainer 

– http://archivesspace.org/using-

archivesspace/independent-consultants
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Training 
Resources 

https://www2.archivists.org/groups/collection-management-tools-section/archivesspace
http://archivesspace.org/using-archivesspace/trainings
http://archivesspace.org/using-archivesspace/independent-consultants


Community 
Resources

34
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Community 
Resources 

Awesome ArchivesSpace

https://github.com/archivesspace/awesome-archivesspace

https://github.com/archivesspace/awesome-archivesspace
https://github.com/archivesspace/awesome-archivesspace
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Community 
Resources 

Awesome ArchivesSpace

https://github.com/archivesspace/awesome-archivesspace

https://github.com/archivesspace/awesome-archivesspace
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Community 
Resources 

Awesome ArchivesSpace

https://github.com/archivesspace/awesome-archivesspace

https://github.com/archivesspace/awesome-archivesspace
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Community 
Resources 

Awesome ArchivesSpace List

https://github.com/archivesspace/awesome-archivesspace

https://github.com/archivesspace/awesome-archivesspace


• JIRA is an online “issue and project tracking” system

• The ArchivesSpace program uses it to record bugs and 

product improvement requests 

• https://archivesspace.atlassian.net/secure/Dashboard.j

spa?selectPageId=10000
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Community 
Resources 

ArchivesSpace JIRA

https://archivesspace.atlassian.net/secure/Dashboard.jspa?selectPageId=10000


• How to report a bug: 

https://archivesspace.atlassian.net/wiki/display/ADC/H

ow+to+Report+a+Bug

• How to submit a product improvement request: 

https://archivesspace.atlassian.net/wiki/display/ADC/H

ow+to+Request+a+New+Feature

40

Community 
Resources 

JIRA Resources 

https://archivesspace.atlassian.net/wiki/display/ADC/How+to+Report+a+Bug
https://archivesspace.atlassian.net/wiki/display/ADC/How+to+Request+a+New+Feature
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ArchivesSpace JIRA System Dashboard
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• Mark Custer, Pre-launch checklist: 

https://archivesspace.atlassian.net/wiki/spaces/ADC/pa

ges/103526318/PUI+pre-launch+checklist

• Rachel Trent, George Washington University, 

Implementing PUI (11/15/2018): 

http://lyralists.lyrasis.org/mailman/htdig/archivesspace

_users_group/2018-November/006433.html

45

Community 
Resources 

Public user interface (PUI)

https://archivesspace.atlassian.net/wiki/spaces/ADC/pages/103526318/PUI+pre-launch+checklist
http://lyralists.lyrasis.org/mailman/htdig/archivesspace_users_group/2018-November/006433.html
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Community 
Resources 

ArchivesSpace Technical support: 
http://archivesspace.org/member-

area/technical-support

http://archivesspace.org/member-area/technical-support


• Join the ArchivesSpace Buddy Program: 

http://archivesspace.org/community/aspace-buddies

• Listservs

– ArchivesSpace Member listserv: 

http://lyralists.lyrasis.org/mailman/listinfo/archivesspace_

users_group

– ArchivesSpace Google Group (non-members): 

https://groups.google.com/forum/#!forum/archivesspace

• ArchivesSpace Webinars: 

http://archivesspace.org/using-archivesspace/webinars
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Community 
Resources 

http://archivesspace.org/community/aspace-buddies
http://lyralists.lyrasis.org/mailman/listinfo/archivesspace_users_group
https://groups.google.com/forum/#!forum/archivesspace
http://archivesspace.org/using-archivesspace/webinars


• ArchivesSpace Wiki: 

https://archivesspace.atlassian.net/wiki/spaces/ADC/ov

erview

• ArchivesSpace YouTube Channel: 

https://www.youtube.com/channel/UCxR6D-

UlSx6N6UWTeqHTjzA

• Registered Service Providers: 

http://archivesspace.org/registered-service-

providers/current-rsps
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Community 
Resources 

https://archivesspace.atlassian.net/wiki/spaces/ADC/overview
https://www.youtube.com/channel/UCxR6D-UlSx6N6UWTeqHTjzA
http://archivesspace.org/registered-service-providers/current-rsps


Thank you!
Please contact Anne Marie or 

Madeline with any questions. 

Anne Marie Lyons

Training and Library 

Solutions Consultant

Atlas Systems

amlyons@atlas-sys.com

800.567.7401 ext. 1 49

Madeline Sheldon

Member Representative, 

Digital Technology Services

LYRASIS

madeline.sheldon@lyrasis.org

800.999.8558 ext. 2930
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