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Archon User Guide 

There are a number of different ways to locate materials In Archon: 

 

GROUP LISTINGS 

 The State Archives’ Homepage for Archon is: https://archon.klnpa.org/psa/ 

 

 

 Choose a Record Group (RG) to be searched from the list 

 A listing of Subgroups (if they exist for your particular RG) will appear next 

o Either arbitrary letters or four-character codes have been assigned to each 

subgroup – the latter reflect in some way the name of that bureau, division, or 

grouping 

 These were assigned in such a way as to keep the original subgroup order 

from the Archives’ Legacy pages 

 

https://archon.klnpa.org/psa/
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 A Series listing will appear after you choose one of the Subgroup links 

 If the Record Group has no Subgroups, the Series listing will appear immediately after 

the Record Group link is chosen 

o Series are listed numerically in the Archon series title listing 

 

o There is a new Series # format in Archon consisting of either three or four parts, 

example: RG/003/3; RG/029/ENGI/159 

 RG or MG/Group Number/Series Number; RG or MG/Group 

Number/Subgroup Designation/Series Number 

o All the series in a particular group CAN be viewed together alphabetically 

 Click on the “Creators” tab in upper right-hand corner of the page   

Choose first letter of Department/Organization Name   Choose the 

Department/Organization from the list of links   Hit the + button 

beside “Record or Manuscript Collections Created by…” (see page 12 for 

illustrated instructions) 

 Can also access this list from a series’ Detailed Description page by hitting 

the + button beside “Creators” in the box at the upper-left of the page 
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 Will need to search under the first letter of the whole group name, for 

example: “D” for “Department of State” or “P” for “Pennsylvania 

Turnpike Commission” 

o Detailed Description Link – this is the easiest way to view everything relative to a 

particular series, including the series description and the entirety of the 

container listings 

 

 This link is located in the light-gray shaded box in the upper right-hand 

corner of the series page 

 

 

 Clicking “printer-friendly” in upper right-hand corner will produce a clean 

view of all pertinent series information 

 The “contact us about this collection” link will send an email to the State 

Archives’ Reference Staff and local Archon Administrator 
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o The contents listing appears under the “Box and Folder Listing” heading, which is 

found just below the Administrative Information heading 

 

 The slot location (physical location of the container or item) appears 

beside “Other information” 

 The former series number appears beside “ch” or “Custodial History” in 

the very first container listing entry 
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 Microfilm Roll numbers appear on the listings as well as on the 

Detailed Description page 

  



6 
 

 

SEARCH BOX 

 

 The Search box is located on the top banner of each page 

 Various types of search terms can be entered here, see below for specific examples 

o The search will turn up results found in series descriptions, box and folder 

listings, group titles, basically any bit of data entered into the Archives’ Archon 

page 

o Searching with a term in quotation marks will bring up every instance of that 

exact phrase or word – searching without quotation marks will bring up each 

instance of the search word(s) when they appear on any page 

 

o Results for search under Philadelphia Extension: 

 

 Click on the “Records and Manuscripts” link – this will produce a list of 

series titles arranged by Group, Subgroup, then Series 
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 Clicking on the link for each series will take you to the main series page 

 Choosing the “Results Found Within Box List” link will take you directly to 

your search term when found within the container listing 

o As was stated previously, to narrow search results to a particular phrase, use 

quotation marks around your search terms, such as “philadelphia extension” – 

this will search for that specific term 

 

o Results for search under Yelinek 
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 Former series numbers can be entered here to locate a specific series 

o If you know this number, many times this is the quickest way to find a specific 

series 

o RG example: 29.2 

o MG example: 406m1 

o This will more often than not produce a list of results, you will have to sift 

through them to find your series 

 

 To exclude items search items, add a “-“ and the term to the end of a search 
o Example:  to exclude Manuscript Groups (MGs) from a search, enter the 

following search – “Casey” -mg 
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TABS ON TOP BANNER 

 

 
Collections Tab 

o Will allow the researcher to browse by series title – click on the link for the first 

letter of the series title: 

 
 

 

o Clicking on a link will direct you to the main series page 
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DIGITAL CONTENT TAB 
 

 

 Allows the researcher the ability to search for a digital image or uploaded PDF file by the 

name of the document 

 

 

 

 The Digital Content field in Archon was not utilized by the Archives, so this tab will not 

render any usable links for the researcher  
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SUBJECTS TAB 
 

 

 

 

 The Subject field in Archon was not utilized by the Archives, so this tab will not render 

any usable links for the researcher 
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CREATORS TAB 

 

 

 As was noted earlier, this tab can be used to produce an alphabetical listing of all series 

within a Record or Manuscript Group 

o See the instructions under the “Group Listings” heading on Page 2 of the guide 

 

 The “creator” is generally the same as the name (creator) of a Record or Manuscript 

Group, but it can be a subgroup as well 

o As seen below, it can be the name of an agency, individual, or place 
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 Clicking on one of the resulting links will take the researcher to the scope and contents 

note for the individual/organization, and also provide a drop-down list of all associated 

series 

 Choosing one of the series links will take the researcher to that series’ main page 
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RECORD GROUPS TAB 
 

 

 This will provide the researcher with a choice of two links: Record Groups or Manuscript 

Groups 

o Clicking on either will produce a full list of all Record or Manuscript Groups which 

have been entered into Archon 

 

 


