The Digital Archive may contain numerous individual archives ranging from
Journals and Magazines to Documents and Photographs.
Each section contains historical documents and photographs, along with
Publications including ‘The Boltonian’, ‘The Spirit’, ‘The Bugle’, ‘Girls’, ‘The
Voice’ and ‘Newsletter’ Magazines.
It is a valuable resource, providing fascinating information about pupils, staff
and school life.
Each magazine has been digitally reproduced and articles extracted to provide
a comprehensive search facility that enables the user to locate items of interest
contained within a specific magazine or across the whole archive.
The results are returned in a tabular format with the ability to select a title and
view the article as a pdf.
Alternatively, the user may view the magazines as a whole pdf, and scroll
through using the page navigation option.
It is recommended that the system is viewed in Internet Explorer 9 or above, or
the equivalent.
The user will require a pdf viewer to open the pdf files. These viewers may be
obtained free of charge directly from www.adobe.com.
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BOLTON SCHOOL PUBLICATIONS PANEL VIEW FUNCTION

Welcome to the Bolton School Publications Panel View Function.

The publications panel view allows the user to place a search criterion across the main
publications contents of the digital archive.
This search will not return search results from ‘Photograph’ or ‘Ephemeral’ type archives if
these are present, please refer to the ‘Advanced Search’ section for details of including these
archives.
By default, the screen will open directly to the ‘Full’ archive results.

This screen is divided into two sections:
1
2

Search Criteria
Results

From this screen, the user can return to the browse screen by selecting the
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PUBLICATIONS PANEL VIEW FUNCTION

Publications Panel View

Search Criteria
This section of the screen provides the available options for placing a search criteria across the
‘Publications’ archives.

On the left side of the panel are located the pre-loaded search options:
Month:

A dropdown selection box containing months or seasons where available.

Year From:

A dropdown selection box containing the years available.

Year To:

A dropdown selection box containing the years available.

Category:

A dropdown selection box containing the pre-set categories for each article.

Sub Category:

A dropdown selection box containing the pre-set Sub-categories for each
article.

All the above are pre-loaded options, please note that some of the available options may not be
applicable to all sections of the ‘Publications’ archives due to the nature of the ‘Publication’.
On the right side of the panel are the options to select which ‘Publications’ archive/s to include
within the search. The user may select one or more of the archives available. By default, this section
is set to search all ‘Publication’ archives.
Also on the right side of the panel, below the ‘Publication’ selection option is the free text entry box.

The user can type in any relevant text to use as the search criteria.
This button will clear any entered search criteria and revert back to default.
Select this button to place the search over the system.
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Results Panel
Once a search criterion has been applied and a search implemented, any results found will be
displayed in the ‘Results Panel’.
Above the ‘Results Panel’, the system will display the total number of search results located.

The results are displayed in a tabular format:
#:

Result Reference number.

Archive:

The Specific archive where the search result has been located.

Publication:

The Publication in which the result is located.

Month:

The Publication month of issue.

Year:

The Year of Publication issue.

Title:

The title of the article in which the search criteria has been located.
Opens the article text field.
Opens the pdf for the article only.
Opens the full publication pdf.

The Archive, Publication, Month, Year and Title columns can be sorted in alpha/numerical order by
selecting the title of the column.

Select the title once to sort by ascending order, select the title again to sort by descending order.
At the bottom of the ‘Results’ panel are the navigation tools

Page of Results of Total Pages

Issue 1: mar2019

Previous – Page – Next

Bolton School Publications Panel View Guide

4

Placing a Search
To place a search over the ‘Publications’ archives, we can firstly try a ‘Global’ search across the
whole ‘Publication’ archive by simply entering a surname in the ‘Free Text’ search box. (e.g. Smith),
then select the ‘Search’ button. This will immediately reduce the number of results from 36532 to
3761. If we knew the forename enter this as well (e.g. Clare Smith), then select the ‘Search’ button
again, this will now reduce the results to just 50. If we knew that Clare was at school between 1980
and 1987, we can select these dates in the ‘Year From’ (e.g. 1980) and ‘Year To’ (e.g. 1987) options.
This has now reduced the number of results to 20. From these results, we could select a ‘Category’
or ‘Sub-category’ option to reduce the results further, (e.g. Netball in ‘Sub-category’), this now
leaves just 4 results, we can then check the ‘View Article’ option to read the article text or open the
individual article by selecting the relevant icon to the right.

Searching by Publication
To place a search over just one ‘Publication’ select the required option on the right (e.g. Boltonian),
this will isolate the search to look just within the ‘Boltonian’ archive.
We can from here add any other pre-set options we may require, i.e. ‘Year From’, ‘Year To’, ‘Month’,
‘Category’ or ‘Sub-category’, (e.g. if only Rugby articles are required, select ‘Rugby’ in ‘Subcategory’).
We can also use the ‘Free Text’ field to add additional search criteria such as a name.
If after adding the search criteria and placing the search, the user can add an additional ‘Publication’
by simply selecting the option in the ‘Search Criteria’ panel, (e.g. ‘Boys Newsletter’) select the
‘Search’; button and the system will now place the search over both the ‘Boltonian’ and the ‘Boys
Newsletter’ archives. Users may add or remove different archives whenever they require, simply
add/remove the ‘Publication’ and select the ‘Search’ button.
By experimenting with different search criteria, understanding how this function works will become
more familiar.
Please note: All search data is extracted from the ‘Publications’ via Optical Character Recognition
(OCR) function, this process is approximately 95% accurate, however OCR cannot recognise script,
handwritten, illuminated or Gothic type text easily, this may lead to some errors in the search
function.
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