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1

Introduction

The online archive database of the Swiss Federal Archives (SFA) at www.swiss-archives.ch can be
used to search at any time and from any location for archive materials that have been electronically
indexed and made publicly available down to dossier level. Dossiers can be ordered for consultation in
the reading rooms and requests to consult documents can be submitted.
Information on closure periods under the Swiss Federal Act on Archiving (ArchA, SR 152.1), requests to
consult records and reading room opening times can be found on the SFA website (www.bar.admin.ch).
An overview of the searchable sub-fonds can be found in the Info Corner under “What’s online?”

As a general rule, dossier titles that are indexed by people’s names and contain sensitive personal data
or personality profiles and are still within the closure period cannot be searched online. These dossiers
are shown in the detail view at series level with a summary note.

Local

Please note:
Local Swiss Archives, which may be accessed only in the SFA’s reading rooms, contains all dossiers.
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1.1

Functions

The start page offers five main functions:






A: Search
B: Navigate
C: Save
D: Order
E: Login

full-text or field search
archive plan search
workbooks (save selected search results)
shopping cart
log in to your user account
E

C

D

A

A

B

1.2

Sign up

You need a personal user account to take advantage of the full online search functionality. You can sign
up for a new account under the “Login” link.
Signing up is free and does not result in any obligation. Your password is stored in encrypted form and
cannot be seen even by SFA staff.
You can start using the workbooks function immediately after signing up, but you can only use the
shopping cart function once your account has been activated. You will be notified at the e-mail address
you provided as soon as your account is activated.

! Please note:
Activation is only possible during SFA office hours. It normally takes 30 minutes.
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2

Search

You have two options to search for specific terms: full-text search and field search.

! Please note:
In both full-text and field searches, only the metadata of fonds, sub-fonds, series and dossiers are
searched, not the dossier contents. Metadata are title/description of contents, reference code, additional
component, file reference, and previous file reference.
CH-SFA:
The online search does not recognise the CH-SFA, CH-BAR or CH-AFS prefixes. This means that no
results will be found even if the reference code is entered correctly. The prefix must therefore be omitted
when entering the reference code and in citations.

2.1

Full-text search

A full-text search can be used to search for one or more terms in all fields of the metadata.

The search can be refined by clicking on “Display further search options”:
“With all words”:
“With exact phrase”:
“With one of the words”:
“Without the words”:
“Words which sound similar”:
“Take word variants into account”:

All search terms appear, irrespective of their position in the field.
All search terms appear in the order entered.
At least one of the search terms appears.
None of the search terms appears.
A search for Meier, for example, also finds Meyer.
Variants of the search terms with different prefixes and suffixes are
also taken into account.
A search for Kunst also finds Kunsthaus and Kunststoff.

The time period to be searched and the level of description (e.g. series, dossier etc.) can also be set
here.
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2.2

Field search

A field search can be used to search for terms in selected fields (the fields you can select are title,
reference code, additional component, file reference and previous file reference).
Terms can be searched for in up to three fields at once, and their position can be specified in each field.
The fields can also be combined using the logical operators AND, OR and NOT.
The same search restrictions are available as for a full-text search.
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3

Navigate

An archive plan search allows you to navigate your way through the classification system using a
hierarchical tree structure. This allows you to drill down from a fonds to an individual dossier.
Branches are opened by clicking on the plus symbol and closed by clicking on the minus symbol.
Selected items can be displayed in the detail view either by clicking on “Display selected units of
description in the Detail View” or by double-clicking on them.
Click on “Reduce view to selected unit of description” to reduce the view to the selected branch. Any
subsequent full-text or field search is then restricted to the reduced view until the restriction is removed.

 Tip:
The recommended starting point for navigating
through the sub-fonds of the Federal State
since 1848 (Main Department “E”) is the fonds
overview.
This can be accessed via the Info Corner. All
fonds of the Federal State since 1848 are
ordered by topic in the fonds overview.
Click on a sub-fonds to open the detail view.
From here, you can switch to the archive plan
(tree structure) and navigate through the
classification system of the selected fonds or
sub-fonds.
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4

Search results

4.1

List of results

The results of your search are listed under List of Results. The list comprises the following columns:
1. Checkbox
2. Shopping cart symbol (item can be ordered)
3. Title/Contents:
st
1 line: title (as a hyperlink).
2nd line: description of contents (where available)
4. Time period
5. Level (e.g. dossier, series)
6. Reference Code
7. Crosshair symbol (locate in archive plan)
Click on the symbol to switch to the archive plan view. The item is marked in the archive plan. This
allows you, for example, to search for further dossiers in the same series.
If you hold the cursor over the symbol, the archive plan view opens in a pop-up window. This allows
you to see the item in context without leaving the list of results.
8. Score (relevance to the search term as a percentage)

1.

2.

3.

4.

5.

6.

7.

8.

Click on the underlined column headings to sort the results in ascending or descending order.
Check the box to select an item. You can then
process the selected items using the
commands in the left-hand menu.

8/14

4.2

Detail view

Click on a title in the list of results to open the detail view. This shows all available metadata for the
selected item.

! Please note:
Not all items of the same level as the selected dossier are shown under “Archive plan context”.
The entire archive plan can be viewed by clicking on “Localize in archive plan” in the left-hand menu.

5

Save

Workbooks allow you to save search results for later use. You can give each workbook a title and a
description. You can create as many workbooks as you want. They will be stored until you delete them
manually.

! Please note:
You need to log in to your personal user account to use workbooks.

Check the box to select one or more items.
Click on “Add selected items to workbook” to create a new workbook from these items or add them to
an existing workbook.
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The titles of workbooks can be changed, and selected workbooks can be deleted or merged.

Local

Please note:
For legal reasons, the contents of workbooks are not synchronised between the publicly accessible
database at swiss-archives.ch and the Local Swiss Archives database, which is only accessible locally
on SFA premises.

6

Order

Dossiers must be ordered online. There are three different options:
-

Order function (shopping cart)
Additional field in the shopping cart
Web form

! Please note:
You need to log in to your personal user account to use the shopping cart.

6.1

Order function (shopping cart)

You can place an order from the list of results, the detail view or a workbook by clicking on “Add marked
items to shopping cart”.
If the command is shown in grey, the selected items cannot be ordered online.
Items that can be ordered are marked with the shopping cart symbol in the list of results. Check the box
to select one or more items. Now click on “Add marked items to shopping cart” to add them to your
shopping cart. They remain saved in the shopping cart until you log out or end your session.
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All of the items you have added are shown in the shopping cart. Check the box to select them. You can
click on “Remove selected items from shopping cart” to delete all the selected items from your shopping
cart.
Click on “Order for loan” to display all the items in the shopping cart on the order page (Details about
loan).

Before sending your order, you must specify the date of loan and the type of delivery:
-

Reading room loan
Administration loan (only for administrative units wishing to view their own documents)
Digital reproduction (fee payable)
Request to consult records (see section 7)

You must indicate the nature of your work and accept the conditions of use. Now click on “Send order”
to send your order.
! Please note:
The “Accessibility according to ArchA” field in the detail view (see section 4.2) shows whether a dossier
is freely accessible or still subject to a closure period. In the latter case, a request to consult records
must be submitted (see section 7). Check required indicates that accessibility must be clarified by the
Federal Archives.
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6.2

Additional field in the shopping cart

If an item cannot be ordered using the normal order function, you can use the additional “Reference
Code” field in the shopping cart. You need to know the precise reference code of the dossier for this.

In the additional field “Reference Code” you enter the precise reference code of the dossier
(e.g. E2001E#1980/83#3849*). Now click on “Add” to add the item to the list of requests under “Details”.
You can then order the item as described above.

6.3

Order form

If a dossier is not described and is therefore not accessible in the local database, please use the order
form.
You can find the order form on the SFA website www.bar.admin.ch (Research > Ordering and
consulting > Ordering documents > Using the order form (point 3 under “Submitting orders”).
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7

Requests to consult records

Requests to consult records are normally submitted via Swiss Archives or Local Swiss Archives.
Search for the relevant documents and save them in a workbook. Once you have completed your
search, you can use the order function to submit a request to consult records for the dossiers you have
selected.

Select “Request to consult records” in the shopping cart under “Delivery”, complete the form and save it.

Then enter the nature of your work, accept the conditions of use and send by clicking on “Send order”.
Further information about requests to consult records can be found on the Federal Archives website.
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8

Live help and contact details

At certain times the Federal Archives offer live support via chat and co-browsing. To access this
function, click on “Chat with us!” or on “Live assistance at the bottom right-hand edge of the page.
These fields are only shown when live chat is available.

You do not need to download any software to use chat and co-browsing. Co-browsing merely allows the
advisor to share the current browser view with you. The advisor will not have access to your computer
or the data stored on it at any time.
Please do not reveal any personal information via chat/co-browsing, in particular sensitive personal data
(see Art. 3 of the Data Protection Act).
General questions and feedback can either be sent using the contact form in the Info Corner or e-mailed
directly to the Swiss Federal Archives at bundesarchiv@bar.admin.ch.
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