
 

 
 
 
 
 
 
 
 
 

 
 

The Archive Publishing System 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

USER MANUAL  
 
 
 
 
 
 
 
 

Frontis V3.0 



�������  The Archive Publishing System 

 2 of 18 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1st Edition 2006 
 
Copyright © Frontis Limited 2006 
 
 
 
 
 



�������  The Archive Publishing System 

 3 of 18 

 
TABLE OF CONTENTS 

 
Introduction ..............................................................................................4 
The Frontis Interface ................................................................................5 
Browsing Records and Classes................................................................6 
Searching Records.................................................................................15 
Index ......................................................................................................18 
 
 
 



�������  The Archive Publishing System 

 4 of 18 

Introduction 
 
Frontis is an archive publishing system which allows you to publish your 
electronic records quickly on the internet or on intranets where they can 
be searched and browsed. The benefit of Frontis is to provide your 
customers, partners, researchers and general users with a gateway to an 
integrated electronic resource, thereby giving them access to the 
information they need. 
 
The Frontis system can be configured to match your own corporate 
image, integrating seamlessly with your existing web site or intranet.  It 
uses internet technology so unlike many other records management 
systems it does not require client software installation; all that you need is 
an internet browser. 
 
The records can be browsed using a classification hierarchy or searched, 
including intelligent searching of structured datasets.  Each record can 
contain documents, multimedia files or images, and can be related to 
each other so that you can view the transcription of a scanned document, 
both of which are stored in the system. 
 
This user manual covers all these areas, giving examples, to lead you 
through the process of building up an archive.  Installation procedures are 
not covered here, system administrators should consult the Frontis 
Installation Manual instead. 
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The Frontis Interface 
Frontis uses a web interface which is accessible via any standard web 
browser such as Microsoft Internet Explorer and Mozilla Firefox.  In 
general the screen is divided into 3 areas, a menu area on the left, the 
main data screen in the middle and a secondary menu are on the right.  
For some screens the menu on the right is not present to give the 
maximum space for viewing data. 

 
Figure 1 - Frontis Interface Showing the Main Scree n Areas 
 
Figure 1 above shows the main screen areas.  The theme shown is the 
default; although Frontis can be customised to any integrate with any web 
site image. 
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Browsing Records and Classes 
 
Frontis stores records according to a classification hierarchy.  This is the 
primary mechanism for browsing the Frontis archive.  The hierarchy can 
be nested to as many levels as are desired.  For example, details of 
marriages which have taken place in the C of E church of St Georges, 
Forest Hill may be listed in the following classification 
 
Marriages 
  �  Church of England marriages 
    �  London 
      �  Forest Hill 
        �  St Georges 
 
In order to browse the records the first stage is to use the Browse 
Records menu in the main menu bar on the left of the screen (see Figure 
2).  This is composed of a tree structure and will show the top two level of 
the classification hierarchy only. 
 

 
Figure 2 - Browse Records Menu in the Main Menu Bar  
 
The plus symbol [  ] shows the existence of a sub-classification, and 
clicking on it will expand the tree to the next level.  Clicking on the item 
with the plus symbol will open the classification hierarchy in the main 
window for browsing with the clicked item as the root class.  If a 
Classification does not have any sublevels it is shown with a bullet next to 
it [ �  ], and clicking on the item will display any records which have that 
classification. 
 
It is not possible for classes with sub-classifications to themselves hold 
any records, as all records are stored at the leaves in the tree. 
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The main classification browsing mechanism opens in the main window 
when an item is clicked in the Browse Records Menu.  From here it is 
possible to traverse up and down the classification hierarchy; view class 
information, and view any records which have a particular classification 
(See Figure 3).  
 
If the tree is too long for the screen then it will split into several pages.  
Use the page links go to the next page in the Classification hierarchy.  
Similarly if the classification hierarchy is too deep for the single screen, it 
will be truncated and you can use the arrows to navigate deeper into the 
structure. 
 

 
Figure 3 - The main Browse Classification tree 
 

Clicking the up arrow symbol [ ] will take you further back up the tree, 
whilst clicking on the plus symbol [  ] will allow you to make that item the 
root of the visible tree. 
 
All classes can have extra information associated with them, such as a 
textual description or meta data sets; in order to view this information click 
on the class information  button [ ].  The Record Class information is 
shown in Figure 4.   
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Figure 4 - Record Class Information 
The first item on any information screen is the full class context of the 
item being viewed.   This is shown in a tree format and, like many items 
on pages, can be hidden from view using the Hide button [  ].  This will 
collapse the box to a single line heading.  The Class context gives all the 
parent classes of the current one, showing the short name, if it exists, and 
the long name.  Clicking on any of the class names in the context tree will 
allow you to browse that class.  If the leaf class has records associated 
with it, then the browse button appears after it in the context tree [ ].  
Click on this to view those records. 
 
Any item in Frontis can have user defined Metadata associated with it.  
That is to say, extra information about the item which your records 
manager thinks is applicable.  For instance in Figure 4 above, the Class 
PCC Administrations has a metadata set called Access  associated with 
it, which contains fields: Access Conditions, Record Opening Date, 
Closure Status and Restrictions on Use.  Other metadata sets which 
could be defined for the Class include Media Information, Storage 
Conditions, Content Description, or indeed anything the Records Manager 
has defined.  For the user these provide additional extra information only.  
 
The core Class details are then listed.  These consist of a minimum of 
Short Identifier, a Class name and the Class Description.  If completed 
other core information will also be listed, however empty fields are not 
shown. 
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Clicking on the arrow button [ ] in any of the Class browsing screen will 
show you the records with a particular classification, as shown in Figure 
5. 

 
Figure 5 - View showing the records with a particul ar classification 
 
The first two items are again the full classification context for the Record 
and any meta data sets which have been defined for it.  There is then a 
list of the Records which have this classification.  If there are many of 
them, they may go onto more than one page, in which case use the page 
navigation links to view all the records. 
 

 
 
Figure 6 - Page navigation 
 
A record can contain many components, such as documents, multimedia 
files, images and structured datasets.  To view the record contents, click 
on the arrow button [ ] next to the record name, this will result in the view 
in Figure 7. 
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Figure 7 - Record contents 
 
A record contains components which can be one of several different 
types.  These types are: 
 
Image: A file which has an extension (.xxx) that identifies it as an image 
file, for example .gif, .jpg, .bmp or .tif. 
 
Audio:  A files which has an extension (.xxx) that identifies it as an audio 
file, for example .mp3, .wav, .ra or .au. 
 
Video:  A files which has an extension (.xxx) that identifies it as an video 
file, for example .mpeg, .qt, .mov or .avi. 
 
Document:  A file which does not fall into the categories above.  These 
can be .doc, .xls, .pdf or .txt. 
 
Dataset:  A structured dataset is tabular data which has been imported 
and stored so that it can be searched and browsed page by page.  An 
example would be rows of data from a spreadsheet, each column of 
which holds a different type of data.  For example Surname, First names, 
Date of Birth, Address. 
 
In order to view a record component, click on the arrow button [ ] next to 
the component name.  
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Figure 8 - View record component details 
 
Figure 8 shows the screen for documents, audio files and video files.   It 
contains the document information, and a link which allows you to view 
the document or download it onto your own disk.  Clicking on it will bring 
up the screen as seen in Figure 9. 

 
Figure 9 - The Download Document button allows you to view a record 
component 
 
Click on either button, to download or view the file, or Cancel to return to 
the Frontis View record component screen.  
 
If the component is an image, the screen is similar to the document 
component screen, but it also shows a thumbnail image of the 
component. 
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Figure 10 - View image details 
 
Figure 10 shows the image details screen.  It shows the thumbnail image 
which can be clicked on to view the full size image or download it to your 
hard disk.  It also shows a link to a related component.   
 
Components can be related to any other component within the same 
record.  The relationship is classified as one of the following: 
 
is part of , The described component is a part of the referenced 
component. 
 
is format of , The described component is the same intellectual content of 
the referenced component, but presented in another format;  for example 
a file containing the transcription from a photo of a document. 
 
is referenced by , The described component is referenced, cited, or 
otherwise pointed to by the component resource. 
 
is replaced by , The described component is supplanted, displaced, or 
superseded by the referenced component. 
 
is required by , The described component is required by the referenced 
component, either physically or logically. 
 
is version of , The described component is a version, edition, or 
adaptation of the referenced component. Changes in version imply 
substantive changes in content rather than differences in format. 
 
In the example given in Figure 10 above, the image is related to a 
dataset.  The image has been transcribed into a spreadsheet, and this 
has also bee loaded into Frontis, and appears as a dataset.  The two 
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representations of this record are then related and it appears a link in 
Other Formats.  You can navigate between the two by clicking on the 
arrow next to the item [ ]. 
 

As stated above, a dataset is tabular information which has been loaded 
into Frontis from something like a spreadsheet, or another database.  An 
example of a dataset is the List of Embarkations in the example above.  
This is shown in Figure 11 below. 
 

 
Figure 11 - The Dataset summary page 
 
As you can see, a dataset is a list of entries with a number of columns.  
The example above lists East India Company recruits which were 
embarked on the Lady Melville ship.  It gives a summary of the 
information which is listed for each entry.  In order to see the complete 
entry for each row, click on the navigation arrow to the left.  If there are 
more entries than fits on one page then the page information will be 
displayed at the top.  In our example there are 250 entries spread over 5 
pages. 
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Figure 12 - A dataset detail 
 
Clicking on one of the details links will bring up the full record detail. 
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Searching Records. 
Most often users will want to search through records, and look for a 
particular person, place or other specific item.  There are a number of 
ways in which searching can be done 
 

 
Figure 13 - The Frontis search capabilities 
 
The easiest and most obvious way of searching is to use the Quick 
Search facility.  This is available from all screens and is situated in the top 
left corner of the screen.  Quick search will search the details of Classes, 
Records and Components.  That is to say that it searches the meta-data, 
but not the actual contents of records.  The contents of datasets can be 
searched using the Dataset search tab. 
 
The results of a search are shown in Figure 14.  they are grouped by 
result type, that is all record classifications which match are listed 
together, then the records, then the different type of record components.  
Each result shows the title of the item and the item context in terms of its 
place within the classification scheme.  Depending on the type of item, 
other information may be presented, such as description, date created or 
author. 
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Figure 14 - The Quick Search Results 
 
One of the possible components of a record is the Dataset (See Datasets  
page 13).  A dataset consists of a series of entries, all of which have a 
number of values, or fields.  An example is the transcription of a Birth 
Register where each entry will have values for Surname, First names, 
Parents names, Date of Birth, Place of Birth, as well as many others.  
This dataset can be represented as a table with the entries in the rows 
and the fields in the columns.   
 
When datasets from databases or spreadsheets are imported into Frontis, 
each of the fields is given a classification, as to what type of feild each 
column is.  This is irrespective of the name of the field.  In our Birth 
Register example, there may be several fields entitled Surname, Fathers 
Surname, Mothers Surname, God-parent Surname, Priest Surname.  
Now even though each field has a different title, each is a surname, so 
must be labelled as such so that when searches are done for a surname 
each of these fields are searched, but fields giving location information 
(Place of Birth) , are not.  This will enable searches to be performed with 
a reasonable degree of intelligence, since only relevant matches will be 
returned.  A problem with many current searching mechanisms is that 
very many irrelevant searches are returned. 
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Figure 15 – Dataset search 
 
To perform dataset search you have to choose the field classification to 
be searched, this will depend on the content of the data within your 
installation of Frontis, but an example is given in Figure 16.  As you can 
see, the field classifications are grouped so that all Name types appear 
together, as do Dates, Locations, and Organisations etc. 
 

 
Figure 16 – An example of the dataset field classif ications 
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