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1. How to create your EHRI Profile
Before starting, please make sure you have agreed to the ‘EHRI Data Policy’ by ticking the
small box on the left hand side of the window, and then clicking on ‘I agree’.

Once you have agreed to the ‘EHRI Data policy’, please click ‘Sign in/Register’ (top right),
click the ‘Register’ tab and register for the EHRI Portal by filling in the required fields below.
Tick the small square to the left of the ‘Terms & Conditions’ at the bottom of the page and
then click the ‘Register’ button.
Tips & tricks: You can also register with your Facebook, Yahoo and Open ID account.
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After registering, you can ‘Sign in’ into the EHRI Portal, using your email & the password you
created in the previous step.
You will arrive at your ‘Profile page’ on the EHRI Portal.
Please feel free to use the ‘Edit profile’ button. Beyond building a digital research
infrastructure, the EHRI Project is building a human network, and we would like to know you
(including a profile picture if possible).

Tips & tricks: The ‘EHRI Portal’ is one of the most important outputs of the ‘EHRI Project’.
Therefore, before starting your work, give yourself a bit of time to explore and to learn more
about other people in EHRI.
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1.1. The EHRI Portal
The EHRI Portal is built around three major hierarchical elements ‘Countries’, ‘Archival
Institutions’, and ‘Archival Descriptions’. For a short introduction, please see this video
https://training.ehri-project.eu/unit/7-ehri-portal-manual
and
this
online
course
https://training.ehri-project.eu/unit/7-ehri-portal-manual.
In the next pages we will explain How to create Archival institutions, Archival
Descriptions, Authority Records, and Access Points, but first here is an additional
introduction to the EHRI Portal.

1.2. Countries
Each country has a dedicated country report. To access this page just click on the country
name.
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Country reports provide information about the Holocaust history of and the archival situation
in that country, as well as a summary of EHRI’s research work conducted on the respective
country so far and an extensive report of that work. For more information about the structure,
length and purpose of the country reports, please read the introduction to the country reports
on the EHRI website (https://www.ehri-project.eu/country_reports ).
Below the country report, there is a search box for archival institutions situated within this
country, as well as a possibility to browse archival institutions in this country. You can further
explore the archival descriptions within these archival institutions.
Tips & tricks: We recommend you read all the information listed in the ‘country profile page’.
However, if you are just interested in a specific section of a country profile, click on the
section’s name under Contents.

1.3. Archival Institutions.
The EHRI Portal provides information on archival institutions which hold Holocaust-related
archival material.
One can find archival institutions using the general search box, search or browse the archival
institutions under ‘archival institutions’ or access them via the search function underneath the
country reports.
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1.4. Archival Descriptions
The EHRI Portal provides Holocaust-related archival descriptions.
Archival descriptions can be searched through the general search box, searched or browsed
via ‘archival descriptions’ or, if an archival institution has archival descriptions of its holdings
on the EHRI Portal, these can be searched or browsed below the description of the particular
archive on its archival institution entry page in the EHRI Portal.
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2. How to create Archival Institutions
In order to be able to work in the EHRI portal, you need to receive access to the ‘admin
page’. This needs to be done by an EHRI project administrator (please contact by email).
Once access has been granted, you will see the additional words ‘Admin Site’ on the topright of the Portal webpage.

When you click on “Admin site”, you will be directed to the work environment of the EHRI
Portal.

Tips & tricks: Work in the EHRI Portal, such as adding and editing content, is only possible
through the EHRI Admin site. Therefore, please make sure you click on the Admin site
button. Please ensure that you see admin written after .eu/ in the browser address line.
https://portal.ehri-project.eu/admin allows you to perform your work in the portal. Please note
that except for when you decide to hide your description via ‘set visibility’ on the right-hand
sight of the page, all your work on the Admin page will immediately be reflected in the public
version of the EHRI portal. If you are curious to see what your work looks like ‘from the
outside’,
just
remove
admin/
in
the
browser,
e.g.
https://portal.ehriproject.eu/admin/institutions/us-005551. If your recent changes are not yet visible, please
refresh the page. In order to return to the work environment, simply type admin/ again after
.eu/ and press enter.

Archival institutions can be created only in relation to a specific country. In order to add a
new institution, go to the More menu and select Countries:
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Tips & tricks: You can change the way the portal displays items by clicking on one of:
Relevance, ID/Code, Name, Recently Updated, Detail. Please feel free to explore all of these
options and choose the one which accommodates your current work best.

Search for the country in which you want to create an archival institution. In this example, we
have decided to work on Belgium.

After you click on ‘Search’, you will see the link to the Belgium page, where you can see the
Belgium Country Report, as previously discussed. Click ‘Create institution’ on the right side of
the page under ‘Actions’.
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Tips & tricks: In order to quickly move from one country report to another, just replace the
ISO Country Code at the end of the address in your browser. See the examples below:
Belgium:

Italy:

Romania:

Once you have clicked on ‘Create institution’, you will be redirected to a new page with empty
fields. The creation of a new archival institution involves filling out the following fields:
It is mandatory to provide:
- Identifier (this is automatically generated by the system);
- Authorized form of name;
- City;
- Country code;
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-

Website;
Sources.

It is desirable to provide:
- Parallel names (to provide an English translation of a non-English language name of
an institution you are describing);
- Other names (to provide abbreviations, acronyms, historical names and other
names);
- Address Name/Type;
- Contact person;
- Region;
- Post code;
- Street address;
- Email;
- Telephone;
- History;
- Records management and collecting policies;
- Archival and other holdings;
- Finding aids, guides and publication;
- Research services;
- Level of detail.
All the other fields are optional.

You can fill out each of the fields by simply clicking on them. Moreover, if you click on the
respective text field, an explanation of the field function will be displayed.
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Throughout the page you will encounter ready-to-fill-in fields, and plus-buttons +.

Once you have clicked on the plus button, new ready-to-fill-in fields will open.
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You can create as many fields with the plus button as you need.

To save your description, click on ‘Create institution’ at the bottom of the page.

Tips & tricks: If you receive an error-message when trying to save your description, this may
be caused by an open field created by having clicked on a plus button. You will need to close
the empty field indicated in red by clicking the X to the right of the respective field.

2.1. How to update Archival Institutions
Once an archival institution has been created, you can always update it by going to its entry
in the EHRI Portal and clicking on ‘Edit Item’.
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Note: If you want to suggest the deletion of an institution, please contact info@ehriproject.eu.

You will be redirected to an editing page. Once you have finished, you can save your update
by clicking on ‘Update Institution’ at the bottom of the page.
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3. How to create Archival Descriptions
3.1. Top-level archival descriptions
Before you start creating a Collection, please make sure you are working in your Admin
profile. A good idea would be to review the information and tips & tricks described earlier.
Collections are held by archival institutions, therefore you need to go to the respective
archival institution’s page to create an archival description. For this example, we have
decided to work on Italy.
You can find the archival institution either by using the general search box, by using the
search box at ‘Institutions’...
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… or by browsing the country.

Once you have identified the relevant archival institution, you can create a top-level archival
description.
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Once you have clicked on ‘Create archival description’’, you will be directed to an editing
page.
It is mandatory to provide:
- Identifier (call number provided by the archive);
- Language of description;
- Title;
- Date(s);
- Level of description;
- Extent and medium;
- Language(s) of Materials;
- Script(s) of Materials;
- Archivist's notes.
! Please note that adding the creator to the archival description is also mandatory.
This, however, can only be done after the archival description has been created: see
below how to add a creator !
It is desirable to provide:
- Biographical history;
- Archival history;
- Scope and content;
- Finding aids;
- Existence and location of originals;
- Existence and location of copies;
- Publication note.
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All the other fields are optional.

You can fill out each of the fields by simply clicking on them. Moreover, if you click on the
respective text fields an explanation of the field function will be displayed. Throughout the
page you will encounter ready-to-fill-in fields and plus-buttons. Once you have clicked on the
plus button, new ready-to-fill-in fields will open.
You can create as many fields with the plus button as you need.
To save your description, click on ‘Create Archival Description’ at the bottom of the page.
Tips & tricks: If you receive an error message when trying to save your description, this may
be caused by an open field created by having clicked on a plus button. You will need to close
the empty field indicated in red by clicking the X to the right of the respective field.

3.2. Child items
The creation of child items allows you to create a hierarchical structure in your descriptions.
Child Items are held by a parent archival description, therefore you first have to go to the
parent archival description page to create a child item description. For this example, we will
work on Romania.
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On the parent archival description page you have to click on ‘Create new child item’ button.
You will be directed to an editing page, with the same structure as the parent archival
description page.

Now follow the steps described above under How to create Archival Descriptions.
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3.3. How to update Archival Descriptions
Once an archival description has been created, you can always update it by going to its entry
in the EHRI Portal and clicking on ‘Edit Item’.
Note: If you want to suggest the deletion of an item, please contact info@ehri-project.eu.

Once you have finished editing, you can save it by clicking on ‘Update Archival Description’
at the bottom of the page.
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4. How to add Creators to Archival Descriptions
It is mandatory to add a creator to every archival description. The creator is the individual,
group, or organization that is responsible for the production, accumulation, or formation of the
archival collection. Creators are saved under ‘Authority sets’.
The first thing to do it to verify whether you can already find the Creator under Historical
Agents.
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4.1. Existing creators
If you find the creator you are looking for, go to the archival description page, and click on
Actions > Manage Access Points.

Click on the plus button under creator, and start typing the name you wish to add. Related
terms will appear pop up underneath the box.

Select the appropriate name and click on it, then click on save.
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The relationship has been created.
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4.2. New Creators
If you did not find the creator you were looking for under Historical Agents, you will need to
create it. To do so, go to More > Authority sets:
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If you click on the Authority sets button, you will be redirected to the following page

For creators you create yourself, there are two options:
If the creator is an institution or an organization, click on EHRI Corporate Bodies.
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If the creator is a person or family, click on EHRI Personalities.

You will be redirected to the respective page. Click on the Create Authority button.
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You will be redirected to an editing page.
It is mandatory to provide:
- Identifier (this is automatically generated by the system);
- Language of description;
- Authority type;
- Authorized form of name;
- Sources.
It is desirable to provide:
- Parallel names (to provide an English translation of a non-English language name of
an institution you are describing);
- Other names (to provide abbreviations, acronyms, historical names and other
names);
- History.
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To create the relationship between the Archival Description and its Creator you follow the
same steps as in the first scenario.

5. How to link to other further keywords (names, subject, places and
genre).
You have the possibility to add further keywords to your archival description. Keywords can
include names (people, families and corporate bodies), subjects, places and genre.
In our example, the archive being described is located in Italy.
Go to the archival description to which you wish to add keywords. Go to Actions > Manage
Access Points.
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Click on Manage Access Points, and you will be redirected to the following page. We will
continue our example by adding a ‘Subject’. Start typing the Subject you wish to add in the
empty text-box: available values will appear automatically.
There are two options:

5.1. Existing keywords
If you find the desired value, in our example ‘Jewish emigration’...

Select it, and click on the Save button.
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Your relationship has been created and is visible at the bottom of the Archival description
page.
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5.2. New keywords
If you did not find the Subject you were looking for in the pop-up list, enter it as plain text and
click on the green ‘plus’ button.
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Then click on the Save button.

Your relationship has been created and is visible at the bottom of the Archival description
page.
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6. How to create Connections between Originals and Copies
In the EHRI Portal we can create links between the archival institutions which hold the
original archival units and the archival institutions, which hold copies of the original archival
unit.
Four types of connections between copies and originals can be created:
- Original archival unit – Copy archival unit;
- Original archival institution – Copy archival institution;
- Original archival institution – Copy archival unit;
- Original archival unit – Copy archival institution.
Before you start creating connections, please make sure you are working in your Admin
profile. A good idea would be to review the information and tips & tricks described earlier.

6.1. Original archival unit – Copy archival unit
For our first type of connection we will work on linking an original archival unit held in
Warsaw, Poland with a Copy collection held in Vilnius, Lithuania.
Once you have identified the copy archival unit you want to connect, go to Actions > Link to
another item.
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Click on the Link to another item button. In the opened window, search for the original
archival description with which you want to create a link. Once you have found it, click on the
Create copy link button:
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A new page will open. Click on the Create relationship button:
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Your Original archival unit – Copy archival unit was created, and you can see this at the
bottom of the page:
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6.2. Original archival institution – Copy archival institution
For our second type of connection we will work on linking an Original archival institution to a
Copy archival institution. In our example, both institutions are located in France.
Once you have identified the copy archival institution you want to connect, go to Actions >
Link to an institution:

Click on the Link to an institution button. In the opened window search for the Original
archival institution with which you want to perform the linking. Once you have found it, click
on the Create copy link button:
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A new page will open. Click on the Create relationship button:

Your Original archival institution – Copy archival institution link has been created and is
visible at the bottom of the page:
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6.3. Original archival institution – Copy archival unit
For our third type of connection we will work on linking a Copy Archival Unit located in the
USA to an Original archival institution located in France.
Once you have identified the Copy archival unit you want to connect, go to Actions > Link to
an institution:

Click on the Link to an institution button. In the opened window, search for the Original
archival institution with which you wish to create a link. Once you have found it, click on the
Create copy link button:

A new page will open. Click on the Create relationship button:
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Your Original archival institution - Copy archival unit link has been created and is visible at
the bottom of the page.
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6.4. Original archival unit – Copy archival institution
For our fourth type of connection we will work on linking an original archival unit to a copy
archival institution. In our example, both of them are located in Romania.
Once you have identified the Copy archival institution you want to link, go to Actions > Link to
an Archival Description:

Click on the Link to an Archival Description button. In the opened window, search for the
Original archival unit with which you want to perform the linking. Once you have found it, click
on the Create copy link button:
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A new page will open. Click on the Create relationship button:

Your Copy archival institution – Original archival unit link has been created and is visible at
the bottom of the page:
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