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Editing uploaded records in the Alaska’s Digital Archives 
 
There’s a variety of reasons you may need to edit records once you’ve already loaded them to the 
website. You may have an addition to the metadata, a correction, or a change in the language for 
one of your standard fields, or something else. There are two routes to make changes: through 
the web administrative interface (will have to be done by your project director because of 
security settings) and through the Project Client.  
 

What route do you choose?  
 
It will be dependent on what changes need to be made. You can make all changes in the Project 
Client. Almost all changes can be made in the administrative interface. But some changes are 
easier in one or the other, depending on what you need to accomplish.  
 
Project Client (can be done by anyone with item adding privileges) 

• Replacing the item file itself (only available through the Project Client) 
• Changes for 1-600 items 
• Additions or deletions to part of a field 
• Repetitive changes to part of a field 
• Changes within controlled vocabulary fields when you want to easily view the 

vocabulary to make selections 
• If a spellcheck function is desirable 
• If you will be adding new terms to controlled vocabulary fields  
• Changing the band applied to an item file 

 
Administrative interface (must be done by your site project coordinator) 

• Global changes (only available in the web interface) 
• Changes to more than 600 items 
• Repetitive changes to entire fields 
• Simple changes to a small number of items 
• Changes done from a tablet or other mobile device (only available in the web interface) 
• Quick changes on typographical errors  
• Deleting items 



• Edits to compound objects 
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Editing in the Project Client 
 
As with metadata entry, generally it’s easiest to do edits in the Project Client. You can view 
controlled vocabularies while you’re in each field, get pop-up boxes to do data entry which 
aren’t as size-restricted as the ones in the online interface and allows you to see more of the data 
entry you’re doing, it has a spell check capacity, some search-and-replace capacity, and can be 
done by anyone registered to the project and not just your site administrator. But if you want to 
do changes to more than 600 records at a time, you won’t be able to do them. Depending on the 
bandwidth for your internet connection, even doing more than 100 at a time can be problematic. 
 
Project Client edits: metadata edits 
 
First, open up your Project Client. If you have not yet created a project, you will need to do that. 
Instructions are in the tutorial: Getting started with the ContentDM Project Client part 3: 
Creating a project. If you have an existing empty project, you can re-use it for the editing. Any 
default metadata preset in the metadata template will not carry over to the records you will be 
downloading. Make sure your project is empty though—pulling records to be editing into an 
existing group can lead to confusion about what needs to be done! 
 
Click on the Find in collection tab.  
 

 
 
This will take you to the search page where you can do a basic keyword search or can do an 
advanced search.  
 



 
 
If the words or terms you’re searching for might be found in many records, you might want to 
use the Advanced search mechanism to narrow it down. This next screenshot shows my general 
search for some diaries written by Walter Todd.  
 

 
 
In doing that search, the first five items were the diaries, but my search pulled up a total of 251 
items that had walter and todd in them, and those were not what I wanted. If you’re finding that 
the items you want are mixed in a bigger group of items, you may want to consider using the 
Advanced search mechanism and using search phrases (collection names, creator names, etc.) 
that will allow you to narrow it down to just the items you want.  
 



 
 
The Advanced search page is a pop-up box that allows you to be very specific about your search. 
You can choose individual fields to be searched, choose whether to search all the words, any of 
the words, exact phrases, and exclude records with certain words (none of the words). You can 
add multiple search restrictions beyond the default three that appear by using the plus sign just 
below the three default. You can also set how many results you want to appear per page in your 
final list. Remember, though, that you cannot add more than about 600 items to your project. 
You can also name and save your search if you have reason to believe you’ll want to re-create it 
regularly.  
 
Important note: pulling compound objects into the Project Client can have some very unexpected 
and unwelcome effects on your metadata and the structure of the object. Generally, all edits to a 
Compound Object should be completed within the web administrative interface.  
 
In this case, I used the same search keywords that I did in the general search, but limited the 
search to the collection name field, as shown below.  
 



 
 
Because we only have 5 items in the Digital Archives that have this name in the collection name 
field, my results from the Advanced search only gave me 5 items instead of the 251 obtained by 
a search across all fields.  



 
 
Once you have your search results, you need to select the items. If your results list is limited to 
only the items you’re seeking, you can choose the Select All button just above the results list as 
shown below.  



 
 
This will select all of them. If need to select some of the results and not all, you will need to click 
on each individual record to select them. You select individual items by clicking in the little box 
to the left of each item thumbnail.  
 



 
 
Once you have selected your items, click on the Add to Project (edit) button just above the 
thumbnails.  
 



 
 
This will leave you on this screen, but will highlight in blue all of the items you’ve added to the 
project. This will let you know that these records are now locked because they are now in edit 
mode.  



 
 
You will now need to move to the Project so that you can edit these records. Click on your 
project name tab which is to the right of the Find in Collection tab at the top.  



 
 
You’ll be taken to the main page of the project. From here you can make whatever edits you like.  
 

 
 



If you click in the field you want to edit, you’ll highlight the field. A second click will highlight 
the contents of the field. Be very careful here: it’s very easy to delete! A third click will put your 
cursor within the field so you can edit. To do this here, do not do those multiple clicks quickly or 
the Project Client will assume that was a double click and you want to open the item record.  
 
If you prefer to edit from the item record—which is generally safer—just double-click anywhere 
on the record from the thumbnail to any one of the metadata fields.  
 

 
 
For more details on how to format your metadata and additional options for working within this 
screen, please see the Metadata Standards guide and the tutorial: How to apply metadata to a 
project. You may notice in the samples here that the metadata fields do not exactly look like the 
ones you’ll be seeing on your screen. These are records that include some legacy metadata fields 
from a collection with over 20,000 items in it. While we’re slowly amending records to meet 
current standards as we have reason to edit them, this is going to be a very long process to make 
them all match.  
 
Once you’ve completed your edits, you have two options. In the upper right-hand corner of the 
screen you can move to the next item to do edits on that one or you can click on close to go back 
out to the main project screen. If you close, you will be notified if your record contains any non-
approved controlled vocabulary terms. If you haven’t added anything that should trigger that 
warning, you may want to check if you’ve made edits in a controlled vocabulary field that you 
did not intend to make.  
 
 
 



 
 
Once you’ve completed your edits and gone back out to the main screen of the project, select the 
items and click on the Upload for approval link.  
 

 
 
Depending on the number of items you have to upload (a little to a lot), the size of the files you 
have to upload (same), and/or the internet bandwidth you have (same), this may go quickly or 
slowly. If you have a lot to upload or limited bandwidth, you will need to keep the program 
running until the upload is completed. If you close out the program in the middle of an upload, it 
will not damage anything, but you will need to re-open it to finish the upload when you have 
time.  
 



If you want to see the progress of the upload, you can watch it on your screen. Click on Show 
details just under the blue left-hand column.  
 

 
 
This will open up a window within the frame at the bottom of the screen which will show you 
the progress of the upload.  
 

 
 
Once the upload is completed or you’re just done watching it, click the little red x in the upper 
right of this box to close it out and get your full screen view of the Project Client again.  
 



 
 
Then notify your site project administrator that the approval queue has items to be approved in it 
so the changes will go live.  
 
  



Project Client edits: replacing an item file 
 
A different kind of edit you might want to make is not to the metadata, but to the file itself. If for 
some reason you want to replace the item file—a photo was uploaded sideways, or at the wrong 
resolution, or an incorrect file was uploaded—you can also do this from the item screen. 
  
When looking at the item screen, click on Replace item link. It’s just above the blue sidebar that 
starts with your institution name.  
 
 

 
 
This will give you a pop-up window that will allow you to go browse for the file you want to 
use.  
 



 
 
This window also gives you some other options. If you want to discard all of the metadata you 
already have on this item and pull in the pre-set metadata from the metadata template, you 
should click that box. If the thumbnail needs to be replaced (sideways image, different image 
altogether) click on the Create display image box. Then click okay, and your new file will be 
pulled in. Remember that in doing this, the band may no longer be applied to the new file. If you 
need to add a band or need to check if one needs to be added, follow the instructions below.  
 
Once you’ve finished the work on replacing the file, make sure to go back out to the main project 
screen and upload the items as described in the previous section.  
 
  



Project client edits: editing or adding a band on your item 
 
One last change you might make that isn’t metadata specifically, is to change the text or 
appearance of the bands on bottom of your items, to change the name of the institution as it is 
displayed there, or to add them, if they weren’t added in the first place. Unfortunately, this has to 
be done one at a time. There’s no way to apply them or correct multiple bands simultaneously. 
This assumes you already have a band set up that you want to use. If you do not have a band set 
up that you want to use, see the Tutorial: Getting started part 4: setting up a project for 
instructions on how to create a band. 
 
Heads-up to long time partners in the Digital Archives: Due to a software change some years 
ago, the bands attached to the photos uploaded in the early years of the Digital Archives were 
actually attached to the image within the file. These are not replaceable nor removable. You can 
check to see if the band is replaceable by adding a new one as per the instructions below. If, once 
it’s added and you view it at 50% or below, you will see two bands. Due to size frame limitations 
in the Project Client, viewing at 100% will most likely not allow you to see the band or bands at 
all. If you are trying to replace the band on one of these old images, your best bet is to replace 
the image file itself as explained above and then apply the proper band to the new image as 
explained below. If you no longer have your jpgs from those uploads, just download the biggest 
size available from the Digital Archives website and crop the original band off the file. 
 
To continue with band replacement or addition: as you’re looking at the item record, underneath 
the thumbnail in the left-hand blue column, is a link that says View. Click on that link.  
 



 
 
This will bring up a pop-up window with your item (if an image) displayed at 25%.  
 



 
 
It’s best to view it at 50% so you can see the band well. Viewing the image at 100% may put the 
band out of frame and make it unviewable. To the right of the view percentage, are a number of 
icons, most of which will be greyed out and inaccessible. To the far right is a blue box with an 
orange line through part of it. If you hover your cursor over this icon, it will say Apply image 
rights. This is the icon you need to click to apply a band.  
 



 
 
This will bring up another pop-up window with your available bands. In most cases you will just 
see two options here: None, and then the band that has been designed for your items.  
 



 
 
The example here has three because of a legacy band change that has not been universally fixed. 
Click on the band you want to use and click OK at the bottom of the window. You will be taken 
back out to the item viewer. To close it, click the x in the upper right-hand corner of the viewer 
window. It will turn red when you hover over it, as shown below.  
 



 
 
Make sure to go back out to the main project screen and upload the changed items as described 
above (immediately above the section on replacing an item file).  
 
  



Administrative interface: individual record changes and deleting items 
This method of editing records is best done with a limited number of records to be changed. 
Aside from global changes (detailed in the next section of this tutorial), since the administrative 
interface doesn’t easily show the controlled vocabulary fields when in the edit screen and has 
fixed text box sizes, it can occasionally be clunky for working with items that have a lot of 
metadata affiliated with them. If you’re adding terms to controlled vocabulary fields and the 
terms are not currently part of that controlled vocabulary, you may wish to do this in the Project 
Client instead. It can be done here, and instructions will be detailed below, but requires several 
extra steps and additional caution. 
 
Log into the web interface. Again, this will need to be done by your project 
director/administrator since they’re the person at your institution who will have the security 
levels to log into the administrative interface and make these changes.  If you are not in the Items 
tab, click on that tab. Click on the Edit link.  
 

 
That will take you to a search page that will allow you to find the item to be edited. You will see 
that you have 4 search structure options: across all fields, by selected fields, by proximity, and by 
date. The first two are the ones you are most likely to use.  
 



 
 
If you’re editing only a single item, the easiest way to locate that item is by using the identifier 
since that is unique to each item. You can place that in the first search box on the main edit 
search page and click search. For most quick edits, this is generally the simplest and easiest way 
to do the search.  
 
If you’re not sure of the identifier or need to search by a different term (a name, a place, so 
forth), you have the several general options on the main page (including the number of results 
you see and sorting method). If you know the term is in a specific field, you may want to click on 
the Selected fields tab to be taken to another search page.  
 



 
 
This offers you some of the same functionality as the Across all fields page with the drop-down 
menu to the left of the keyword box. The dropdown to the right allows you to select a specific 
field. If you’re searching on a controlled vocabulary field, you can click on the “show terms” 
link on the right after selecting the field and a pop-up window will display with the controlled 
vocabulary list in it. You can also add search fields and set preferences for the results.  
 
Once you’ve searched, whether for a single item or many, you will be taken to the results list. In 
this example, I’ve searched by identifier for a single item.  
 

 



First, you’ll see some other functions here related to compound objects: that functionality will be 
described in a tutorial specifically on compound objects. In the results list, the thumbnail will 
appear on the left, followed by some of the descriptive fields. To the right of the record are two 
options: metadata (for editing) or delete. If you click on metadata, you will be taken to an editing 
screen for that record.  
 

 
 



If you want to do a quick spot check to make sure you’re in the correct item record, you can click 
on the “view this item” link in the upper right to see the item on the Digital Archives website.  
 
One thing you might notice right away is that some html codes have replaced the punctuation in 
the description field. This will happen with quote marks and ampersands. It’s a bug in the 
system. You will need to correct those punctuation marks before saving, especially if they’ve 
occurred in a controlled vocabulary field like the subject field. This is one of the reasons it’s 
often better to do even simple corrections in the Project Client where this sort of thing does not 
occur.  Once your edits are completed, go to the bottom of the page.  

 



At this point you can delete or save changes. Important note: the delete button here will delete 
the whole record, not just the changes you’ve made. If you want to exit without saving your 
changes, just click on any of the menu tabs at the top of the page or hit the back button on your 
browser. If you want to save these changes, click on the save changes button at the bottom. 
You’ll be taken out to a confirmation screen indicating the record has been saved and reminding 
you to rebuild the text index to complete the changes (instructions at the end of this document).  
 

 
 
From this screen, you can go wherever you like. If you have other items in your search results 
that you want to amend, you can click on the edit link on the top toolbar. It will still have your 
search terms in place and so you will be able to click on the search button rather than having to 
re-enter everything. The only difference in the search results list will be that the item(s) you have 
edited will now be listed as locked, instead of having a metadata or delete option.  
 

 
 
If you’re going through several items, this can be a helpful way to see the ones that have already 
been completed. 
 
Discarding edits 
 
Up until the point you re-index, you can discard changes you have made to individual records. If 
you realize after hitting the save changes in the edit screen that you do not want to save those 
changes, you can revert the record back to its original state. Click on lock administration on the 
blue toolbar.  
 



 
 
This will take you to a list of items that have changes awaiting indexing to save them 
permanently.  
 

 
 
If you have multiple items you wish to change, you can choose unlock all. If you just want to 
change a single item, you can click the unlock link next to the item. If you choose to unlock an 
item, the software will give you another pop-up window asking you to confirm that you do want 
to unlock the record and discard all of your edits to it.  
 



 
 
If you change your mind yet again and want to keep the edits you’ve made, click Cancel. If you 
really do want to discard your edits and start back with the record in its original shape, click on 
OK.   



Administrative interface: global changes 
 
Log into the web interface. Again, this will need to be done by your project 
director/administrator since they’re the person at your institution who will have the security 
levels to log into the administrative interface and make these changes.  
 
If you’re not already on the Items tab, click on that tab in the upper right of the menu bar.  
 

 
 
Click on the Find and replace tab on the blue bar across the top of the screen.  
 

 
 
You now have three options depending on what it is you want to change. You can Find and 
replace text or text strings within a single field (great for finding/replacing a single word or term 
in a field with multiple bits of information), Find and replace across all fields (great for 
finding/replacing single words or terms that may show up in more than one field), and Change 
field metadata (great for when you need to make a change an entire field across every record that 
you’ve uploaded.)  
 
Important: Be very sure about your changes before you start. Global changes can have 
unanticipated consequences and can be hard to fix once started. They aren’t kidding about that 



caution note: “This is a global action and cannot be undone.” Many other types of edits are 
reversable (to a point) if you catch them before indexing your records. That’s not true for global 
changes. If you change something that has inadvertent effects on things you didn’t mean to 
change (like changing an acronym to a spelled-out version and later finding that the initials were 
part of commonly used words), it can be a problem to find and re-set. If the change included 
items in a non-searchable field, you can’t just do a metadata search to find the affected records 
and fix them since your search results to find where you need to do the corrections won’t include 
records with the term in a non-searchable field.  

 
 
Also, please note that unlike many other edit methods, making changes via any of these three 
methods will bypass the normal controlled vocabulary check that happens when you do other 
types of edits to metadata. That is, if you change something within a controlled vocabulary field 
like Subject or Type, you’ll need to follow up by making sure your new term is an accepted term 
for that field. Usually when you make edits to a controlled vocabulary field, the software will 
either not allow you to save the record because it has an unapproved term (true for edits done in 
the web interface) or will require that the unapproved term be added before the indexing occurs 
(true for edits done in the Project Client). More information about adding terms to controlled 
vocabularies can be found in the tutorial: Navigating the administrative interface for project 
directors.  
 
As a last step, be sure to complete a text index of the site so the changes will appear. Instructions 
for that step are in Rebuilding the text index section at the end of this document.   



Find and replace a single field 
 
This is probably the most common global change you will use. It gives you more ability to be 
specific in your changes and is likely to result in fewer unanticipated or unwelcome 
replacements. Technically this should be called “Find and replace in a single field” since you 
won’t necessarily be affecting the full contents of the field.  

 
 
Here’s a closer look at this option.  

 
 
Like other search mechanisms, this one does not distinguish between upper and lower cases 
while searching, though whatever you use for the replace field will show up as you entered it 
here.  
 
For example: in verifying that the contents of a controlled vocabulary field (Location) complied 
with the controlled vocabulary for that field, I found a data entry error that occurred in 8 records. 
The term that was incorrect was “Denali, Mount (Alaska)  Denali National Park and Preserve 



(Alaska)”. A missing semi-colon following the first (Alaska) meant that these were entered as a 
single term, and not the individual terms they should be. The following is how to fix this.  

 
 
First select the field that you want to do the replacement in. You can click on the down arrow 
next to the field name in the middle field to get a clickable, scrollable Using copy/paste to enter 
the terms is useful in this case. As you can see, the search term and the replacement term are 
long enough that you cannot see them at a glance to verify that they are what you want to enter. 
To be absolutely safe and not inadvertently change a bunch of records (since ContentDM 
sometimes ignores semicolons when searching because of the coding function they serve), I’ve 
chosen the “Match exact string” option to make sure I only make changes to the 8 records with 
this error instead of all 80-some that have these terms in this order. If you were changing a term 
in which spaces or punctuation were not relevant, you might choose the Match whole words 
option.  
 
Finish by clicking the Replace button in this section of the page. 

 
 



Depending on how many items the system has to change, this may be immediate or take a minute 
or so. You will then get a confirmation on the top of the screen telling you how many 
replacements were made. As you see in the above example, only the 8 items with the error were 
changed. The website will also remind you to “rebuild the text index.” Until you do this, your 
changes will not take effect. Instructions on that at the end of this document.   
 
The following is an example of how you might use a whole words search (default option) rather 
than a search string. In this case, Soroptimist International was entered as Soroptimists 
International when the data entry in the Corporate name field was completed. The correct 
Library of Congress heading is Soroptimist, not Soroptimists. Since there’s no error involving 
punctuation, spaces, and no other terms in the Corporate Name field that use Soroptimist, it’s 
safe to do a whole word search/replace instead of a string search/replace.  

 
 
In this case only one record had the error and the confirmation screen reflects that.  
 

 
 
The website will also remind you to “rebuild the text index.” Until you do this, your changes will 
not take effect. Instructions on that at the end of this document.  



Find and replace across all fields 
 
This is the option you’ll choose if you have a single word, term, or string that you want to 
replace across multiple fields across all your records. For example, a few years ago the 
Anchorage Museum of History and Art changed their name from that to Anchorage Museum at 
Rasmuson Center. This required two separate changes: one for the full name, and one for the 
initial set they were using in file names and identifiers (AMHA  AMRC). Since both the full 
name and initial set were used in multiple fields, this is how it was achieved. [Note: this did not 
change the name in the band applied to the item images themselves: that is a different change 
and not one easily accomplished).  
 

 
 
A closer look at this field and its options.  
 

 
 
For short terms or phrases, you can enter them here. For longer ones, you’ll want to copy and 
paste from another source since the fields show a limited number of characters on-screen and 
scrolling through them is not ideal. You’ll also see that you have two options here. If you’re 



working with full words and phrases (Anchorage Museum of History and Art), you can choose 
the Match whole words option. If you’re changing something that is likely to be within a word 
(AMHA as part of an identifier like AMHA-B1990-014-5-Pol-04-37), you’ll want to match the 
string. Be very careful about using that second option though, especially if what you’re changing 
may show up in other words or phrases. Especially since the software doesn’t distinguish by 
upper and lower case. For example, while amha isn’t very likely to show up in a lot of other 
unrelated words, the Alaska State Library (ASL/asl) might need to approach this change through 
a different method—most likely the previous one where it’s changed in one field at a time.  
 
Place the old language in the Find field, place the new language in the Replace with field, select 
the appropriate choice between matching whole words or matching the exact string, and click on 
replace.  

 
 
In this case, I’ve chosen “Match exact string” because the AMHA is part of an image identifier 
and because it’s not a whole word, the other option will not work. Once you’ve taken a quick 
look to make sure everything is correct, click on the Replace button on the right of this section of 
the screen.  
 
Depending on how many items the system has to change, this may be immediate or take a minute 
or so. You will then get a confirmation on the top of the screen telling you how many 
replacements were made. [The image below does not reflect this particular change! It’s a screen 
capture from a different change.] 



 
 
The website will also remind you to “rebuild the text index.” Until you do this, your changes will 
not take effect. Instructions on that at the end of this document.   
  



Change field metadata  
This is the option you’ll use if you want to change all of the text within a single field. This one 
can be handy if you’ve changed your contact information, your ordering and use link has 
changed. Remember that it will change this information on every single record you’ve uploaded 
so far so it has to be a change that you want to apply to all of those. That is, you would not use 
this for the Description or Subject fields or other fields that should have content that varies.  
 

 
 
Here’s a closer look at this change option. You can select the field that will be affected and enter 
the text you want.  

 
 
As an example, here’s a look at how it might work if you’re changing the URL of the landing 
page on your website for ordering and use requests.  
 



 
Click on the down arrow next to the field name field. You’ll see a scrollable list of all of the 
fields.  

 
In this case, we need to scroll down to the Ordering and use field. Click on Ordering and Use to 
select it.  

 
 
Now you’re ready to put the new field contents into the text box. Copy/paste is probably your 
friend here, especially for longer entries. As you can see, this URL doesn’t show in its entirety 



because it’s longer than the box. You can put your cursor in the field and scroll through the text 
once it’s entered to make sure you haven’t introduced any typos, but it’s usually easiest to 
copy/paste from another source.  
 
Important note: this is a really good time to review that everything you have entered here is 
correct, especially the field choice. When you’re making global changes to all the content in a 
single field here, this is one of the few times you do not have an option to fix the error before it 
takes effect if you’ve mistakenly selected the wrong field.  
 

 
 
Click on the change button to the right and down from the text box. Depending on how many 
items you have in uploaded, this may be quick or it may take a minute or so. When the task is 
complete, you’ll see the same page, only at the top you’ll see a listing of how many records were 
changed.  
 



 
The website will also remind you to “rebuild the text index.” Until you do this, your changes will 
not take effect. Instructions on that at the end of this document.   
  



Updating online records 
 
No matter what edit option you choose, your project director will need to do some work in the 
administrative interface to update the records as they appear online. For changes made in the 
Project Client, this requires two steps: approving the changed records and any new controlled 
vocabulary terms, and rebuilding the text index. For changes made in the administrative 
interface, it just requires rebuilding the text index.  
 
Approving changed records 
 
Log into the web interface. If you’re not already on the Items tab, click on that.  
 

 
 
Click on the Approve tab or the Approve link in the body of the page.  
 

 
You’ll be taken to the Approve page. There you will see the edited items. If a new term has been 
brought into the record or a record contains a term in a controlled vocabulary field which 
previously escaped approval, you can add it—or edit it—at this time. In this example, one of the 
identifiers had somehow not been approved in the original upload so I clicked on the Add button 
to the right of the term to have it added to the controlled vocabulary for the Identifier field.  



 
 
If you have multiple controlled vocabulary terms to be added and have reviewed them to ensure 
you want them to be added, you do not need to add them individually. Click on the “add all” link 
to the right of the Controlled vocabulary header (not the Approve all button/go button in the Full 
approval queue section!) and all will be added.  
 



 
 
If a controlled vocabulary term needs to be edited, the instructions for that can be found in the 
Navigating the administrative interface for project directors tutorial.  
 
If you have no additional controlled vocabulary terms, or you’ve approved the ones, you’ll be 
left with the content in the Reviewing pane on this page. As you see, the page confirms that your 
controlled vocabulary terms are handled.  
 



 
 
The next step, if all appears correct, is to approve these items. You can either click in the check 
boxes on the left side of each item, or choose one of the “select all” links immediately above or 
below the list of items. Then click on the approve button.  
 
You will be taken to a page that shows you the approve process. This is usually very fast though 
with many items it may take a few seconds. The default will take you back to the Approve page 
in 30 seconds, you can go there yourself, or you can move to any other page. If you don’t have 
multiple pages of approvals to complete, you may want to go directly to the Index page.  
 
Rebuilding the text index 
 
Whether you’ve approved edited items from the Project Client, done global changes with the 
Find and Replace function on the administrative website, or edited records individually in the 
administrative website, the last step is always to rebuild the text index so that the changes will 
show up on the live website. Click on the Index tab.  
 



 
This will take you to the index page. This page has some useful information. You can look at the 
history of past indexes to see how quickly your collection has been growing (and your total 
current count of items.) If the system is ready for indexing, the Index Status box will have the 
text outlined in green and say “Last index successful” with the date one was last completed.  
 

 
 
Click on the Index now blue button in the Index scheduler box. The page will re-load and the 
Index status box will now reflect that an index is underway. The text will now be outlined in 
yellow until the index has completed. Indexing time will vary depending on how much metadata 
has been attached to the records and how many records will be affected. The time elapsed under 
the Index history is not the time elapsed that you will experience which will be much longer. If 
the hosting server is having backups run, it may be a matter of hours. If an index takes longer 
than a half day, please contact the Statewide project coordinator. Occasionally indexes get hung 
up and need to be reset. This will not result in a loss of data.  
 



Once the indexing is complete, the edits will appear in the online records.  
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