O

Schweizerische Eidgenossenschaft

Confédération suisse
Confederazione Svizzera
Confederaziun svizra

Federal Department of Home Affairs FDHA

Swiss Federal Archives SFA
Information Access Division

Ref. 145.31 / Mm

User Handbook

Online access to the Federal Archives
recherche.bar.admin.ch

Change log

Version

1.0
1.1

1.2
1.3
2.0
2.1
2.2
3.0
3.1
3.2
3.3

Date
11.11.2019
16.03.2020

23.07.2021
10.06.2022
12.09.2022
16.10.2022
10.10.2023
4.12.2023
3.1.2024
12.2.2024
29.1.2026

Change
Web portal goes live on 25.11.2019

Orders and requests to consult state security files and index cards, maximum
sizes for digitisation orders, clarification regarding administration loans
SFA e-mail address corrected

Opening an elAM account, opening digitised documents using a Mac
Anonymisation of metadata

Identification service

Processing time for digitisation orders

Workplace reservation

Rollback Chatbot

AGQV as BYOI ("Bring Your Own Identity")

AGOQV First



User Handbook

Table of contents

1
2

2.1
2.2
2.2.1
222
223

2.3
2.4

3.1
3.2
3.3
3.4

4.1

411
412
41.3

4.2
4.2.1
422

4.3
4.4
4.5
4.5.1
452
453

5.1
5.1.1
5.1.2

5.2
5.3
5.3.1
5.3.2
5.3.3

The Federal Archives online — any time, anywhere...........ccccccviiiiiiiiinnnnn. 3
ST 1 o7 o 11 3 T PR 3
Simple SEArCh.......o e 3
o AV T LoT=Yo =TT 1o o T 4
Synonyms and translations ... 4
SEAIMCN SYNTAX ... e 5
Searching by “creation period” ............oo i 6
Archive plan SearCh ... e e 6
ThemMatiC OVEIVIOW ...c.cieeiieiiiireireireiresirnsssnsseassenssenssensranssesssassrasssasssnsssnsssnsssnssnnns 6
T Lo 11 T 7
RESUIES LISt .....ieiieiieiririreire e rereareat e resresresrasrasrasrasrasreneassassassassnnsnnsnsrnsrnnrensennen 7
T = = 8
[0 = VT IR/ =3/ 9
L= N0 YU ] =Y 9
Ordering and CONSUItING ..........ccouiimiiiiemeicicisi e r s e e e enens 10
SRhOPPING CaArt......coceeeee e e e 10
Entering a reference code manually................ooooiiiiiiiiiiiiiiic e 11
Ordering documents that are not described.............cooooviiiiiiiiie e, 11
Ordering INAEX CArdS ........ooueiiiiieiie et e e e e e e e e e e e e ennnees 12
Digital deliVery..... . 13
Opening a digitised dOCUMENT...........ooiiiiiiiiiiiiiiiiiiiiiiiieieeeee e neeennannnnnes 13
Searching iNthe filE@S .....uue e 14
Ordering for consultation in the reading room..........cc..ceiiiiiiiicicceneeeeeeeee, 14
Ordering for delivery to the office........ccoeeeccci e, 15
Submitting a consultation request...............oooorriiiiiiiie e ———— 15
Entering and submitting a request....... ... 15
Ordering documents using an existing authorisation ...............cccccvvvviiiiiiiiiiiiiiiinnnn, 16
Requests to consult state security fileS..........cooooiii i 17
Registration and identification ... 17
Opening an account — users outside the Federal Administration (AGOV)....... 18
=T o £ (= PR 18
BNy e e ———— 20
Opening an account — users in the Federal Administration (FED-LOGIN)....... 21
=Y =Y i Lo oo 11 | 22
SBHINGS et 22
OB OVEIVIBW ...t 22
FaAVOUITES [SES . e et e e eeeen 23
L T T=1= oY o = 24
List Of HIIUStratioNsS........ciiuiiieiiieiii e e rsa s rsa s rsa s s n s s rnn s snnnsanssens 25

2/25



User Handbook

1 The Federal Archives online — any time, anywhere

The Federal Archives’ online access portal at recherche.bar.admin.ch is the central point of entry to
documents from the Federal Archives. Both analogue and digital dossiers can now be consulted
online. This user handbook explains the most important functions of the service. If you have any ques-
tions, please contact us via > Chat or e-mail at info@bar.admin.ch.

2 Searching

2.1 Simple search
Start your search by entering a term in the search field and clicking on the magnifying glass symbol or

pressing “Enter”.

Online access to the Federal
Archives

construd\on\ n O

Find documents about the history of Switzerland since 1798. Browse the

catalogue and download dossiers, photos and films or order them to view
in the reading room. For support go to "Advice" or "Information".

Fig. 1: Simple search

The simple search considers different levels of metadata and primary data, ' depending on the user’s
rights. This means that different results will be shown, depending on what you are authorised to view
(= Registration and identification).

If you do not use a search syntax, the exact term will be searched for. You can find an overview of the
possible syntax when entering search terms in the advanced search at the right-hand side of the
screen (= Search syntax).

Search for various terms and enter the terms in other Swiss official languages too. To search in spe-
cific fields such as by file reference, it is better to use the > Advanced search.

You can also enter a general search term in the field and then use the > Filters
to restrict your search results.

Please bear in mind that searches for reference codes and file references are case-sensitive (the
same also applies to the advanced search).

' Metadata describe fonds, dossiers or documents (e.g. title or time period). Primary data are the actual digital or digitised doc-
uments.
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2.2 Advanced search

The advanced search allows you to carry out searches in selected data fields (e.g. title, reference
code, file reference or full text).

# > Advancedsearch

Advanced search

[ Al |
|' Title v J | J

Remaove search field -
|' Creation period v J | Specify time period (e.g 1848-1914 or 01.07.1 995-24.'}

Remaove search field -

Link between search fields: Add search field +

(O}

) All terms (AND)
At least one term (OR)
None of the terms (NOT)

(ON@)

Add another search group +

‘ Reset Search

Fig. 2: Advanced search

Enter your desired search terms. Where there is more than one term in a search field, they will be
linked by a logical AND (e.g. “Bundesarchiv AND Online”).

“Add search field” and “Add another search group” allow you to add extra search fields or groups (for
example you can combine two search groups using OR).

You can find an overview of the possible syntax when entering search terms at the right-hand side of
the screen (= Search syntax).

2.2.1 Synonyms and translations

If a synonym or translation has been found as an alternative to one or more of the search terms you
entered, a lightbulb symbol appears to the right of the search box. Clicking on this symbol opens the
following dialogue:
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We have found the following alternative terms for your input

construction
Term found in:

> Sources

O Bau

[ costruzione

construction
Term found in:

X Close

> Sources

O Bauwirtschaft

[ batiment

[ secteur du batiment
O

secteur de la construction

Cancel Enter terms in your search

Fig. 3: Synonyms and translations

Now choose your alternative search terms and confirm your selection. The terms will automatically be

added to the search field:

("Bau" OR "construction" OR "costruzione”)

Fig. 4: Adding alternative terms to the search field

2.2.2 Search syntax

You can find an overview of the possible syntax when entering search terms in the advanced search
at the right-hand side of the screen. The syntax applies to both the simple and the advanced search.

Use OR to find all results containing one or
other of the search terms.
e.g.: Bundesrat OR Bundesprasident

Use brackets to group operators.
e.g.: (Bundesrat OR Bundesprasident) AND
Parlament

Use NOT to exclude individual terms.
e.g.: Bundesrat NOT Parlament

Place quotation marks around a phrase to
search for that exact phrase.
e.g.: “Basler Ubereinkommen”

Use * or ? to replace a number of letters (*) or
a single letter (?) (not supported at the start of
a word).

e.g.: Bundes*, Me?er

Search for similar but not identical words using
the fuzzy operator.

e.g. in order to find “Bundesrat”, “Bundesrate”,
“Bundesrats” etc., use: Bundesrat~

Use proximity searches. The number indi-
cates the maximum number of words between
the terms.

e.g.: “Professor Einstein” ~5

Use * to increase the weighting of a word.

e.g. to weight “Parlament” twice as high as
“Bundesrat”: Bundesrat Parlament*2
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2.2.3 Searching by “creation period”

Within the “creation period” field you can search by year, month, day or time period. When selecting a
time period you can leave the start or end date open:

Entering Finds

1989 Units of description whose creation period contains the year 1989, e.g. 1970-1990,
1989, 03.08.1989
20.12.1989 Units of description whose creation period contains 20.12.1989, e.g. 20.12.1989, 1989,

1970-1990

12.1989 Units of description whose creation period contains the month 12.1989, e.g. 20.12.1989,
1989, 1970-1990

1989 - Units of description whose creation period contains a period after 31.12.1988, e.g.
20.12.1989, 1989, 1970-1990

- 1989 Units of description whose creation period contains a period before 01.01.1990, e.g.

20.12.1989, 1988, 1970-1990

2.3 Archive plan search

The documents in the Federal Archives are arranged according to a hierarchical structure in the ar-
chive plan. The archive plan can help you to understand the context of a dossier and find dossiers on
similar topics. You can either search directly in the archive plan or switch to the archive plan from a

search result via the &2 symbol.

# > Archiveplan

Archive plan

v B8 CH-BAR#Unterlagen* Gesamtbestand des Schweizerischen Bundesarchivs (1798-) (1424 - 2007)
> B& B* Archiv der Helvetik (1798-1803) (1712 - 1857)

> BE C* Archiv der Mediationszeit (1803-1814) (1685 - 1843)

> B8 D* Archiv der Tagsatzungsperiode (1814-1848) (1715 - 1860)

> B E* Archiv des Schweizerischen Bundesstaates ab 1848 (1848 - 2018)

> B J* Depositen und Schenkungen ab 1798 (1424 - 31.03.2007)

> & K* Urkunden (1798-) (1798 - 1966)

> B8 M* Sammlungsgut (1848-) (1700 - 1995)

> &8 P* Abschriften (ca. 1798-) (1921 - 1955)

Fig. 5: Archive plan

Click on the selected unit of description to open it in the > Detail view. Click on the archive plan sym-
bol to return to the corresponding item in the archive plan from the detailed view.

2.4 Thematic overview

A thematic overview is available for documents of the Federal State from 1848 (Main Department E).
The fonds there are grouped into nine topic areas.
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#& > Thematic Overview

Thematic Qverview

Fonds overview: Federal State since 1848
[Open all] [Close all]

= 1 State, people and authorities[link]

= 2 Foreign policy[link]

= 3 Justice and Police [link]

= 4 Education, science and culture [link]

= 5 National defence[link]

= 6 Finances[link]

= 7 Envirenment, transport, energy and communications[link]
= 8 Health, work and social security [link]

= 9 Economy/Economic affairs[link]

Fig. 6: Thematic overview

This overview is a particularly good place to start your search. You can switch from the fonds listed in
the thematic overview to the archive plan (tree structure) and navigate in the classification system of
the selected fonds.

3 Finding

3.1 Results list

The results list displays 10, 25, 50 or 100 results per page, depending on the setting chosen. In addi-
tion to the title, the following metadata are shown: reference code, time period, level, accessibility and
additional content information. Authorised users can see short excerpts from the digitised documents
in the results list (= Registration and identification).

|‘ ("construction" OR "Bau" OR "costruzione")| X n Advanced search

36907 results Sorting[ Relevance v S
= Chiasso - San Gottardo, risanamento della scarpata autostradale a 1979-1979
-~ Balerna, preventivo di costruzione Dossier
Reference code: E3212D-01#2015/51#1214% Frei zugénglich
Projektierung / Bau (Neubau + Ausbau) E W

fxx}

= Construction: Cabanes Ciel Un ange passe: Plans de réalistation 2001- 2001
-~ signés Dossier
Reference code: J2.258-03#2003/387#4710* In Schutzfrist

Bau = *

Fig. 7: Results list

You can access additional functions directly from each resuilt:

= Add to shopping cart (only appears if the unit of description is available to order)
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2 Download (available to logged in and authorised users)
* Add to > Favourites
!h:- Show in archive plan

Display archive plan context

Where metadata contain sensitive personal information or personality profiles, data protection rules
dictate that these can only be published once the closure (“retention”) period has ended (see Art. 12
para. 3 of the Archiving Ordinance). Unless you have the requisite authorisation, these data will be
supplied to you in anonymised form (e.g. as the dossier title “ : Criminal investigation”).

Your search query: All of the terms (Title: strafuntersuchung, Reference code: E4320%, Creation period: 1982-2000)
# Edit search criteria

1 results Sorting| Relevance V.| E g_‘)“ *

ri . B B B  l strafuntersuchung ( 1153:0 1983- 1083

)14/855.1 Dossiers
Reference code: E4320C#2001/55#456% Subject to closure

period

E W

&

171 Mo. of results per page [10 v

Fig. 8: Results with anonymised data

The results can be sorted by relevance, date, title or reference code. For precise information on the
relevance calculation, enter the search and while holding down the SHIFT, click on the magnifying
glass symbol.

Clicking on the title of a unit of description leads to the—> Detail view of the result containing further in-
formation.

Copy the link to a search request using <:Dand use X to save to your - Favourites.

3.2 Filters

You can use the following filters to limit the number of results further:

1. Creation period

2. Thematic overview (context in the - Thematic overview)

3. Levels (description levels, e.g. fonds, dossier or document, see Glossary)

4. Accessibility under ArchA (e.g. freely accessible or within closure period)

5. End of protection period (e.g. if the period ends on 31.12.2025, the dossier will be freely accessi-
ble from 2026 onwards)

6. Fonds (shows how many results are present in a given fonds)

7. Documents available in digital form

Click on the filter again to reset. To delete all filters, select “Reset all filters” at the start of the options.
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3.3 Detail view

The detail view of the units of description displays further metadata on the search result. As in the re-
sults list, you can select among further functions here (e.g. order, display in the archive plan or add to
favourites). The symbols are the same as in the results list.

#& > Entire fonds > Truppenbesuche 2005-2008

@ Truppenbesuche 2005-2008 (Dossier)

© Add documents to your shopping cart. There you can order them directly or ‘ 2 Order
you can submit a consultation request.

Details

Reference code ES5900-01#2019/123#1*

Title Truppenbesuche 2005-2008

Creation period 02.02.2005 - 26.03.2009

Accessibility under ArchA In Schutzfrist

File reference 033.6-5

Delivery 2019/00123 Gruppe Verteidigung (Bern) (2005-2018)

Archive plan

CH-BAR#Unterlagen* Gesamtbestand des Schweizerischen Bundesarchivs (1798-)
E* Archiv des Schweizerischen Bundesstaates ab 1848
E11117* Gruppe Verteidigung (2004-)

Fig. 9: Detail view

Via “Order”, you can arrange for analogue documents to be digitised, order documents for consultation
in the reading room or submit a request to consult records (= Ordering and consulting). Representa-
tives of an administrative unit can also order documents from that unit as “administration loans”.

If the documents are available in digital form and you have the necessary authorisation, you can order
them for = Digital delivery via the “Download” or “Prepare digital version” options.

3.4 Favourites

Click on the star symbol to add a result to your favourites. You can create a new favourites list by se-
lecting “To new favourites list”.
Add as favourite:

[ construction

To new favourites list

| Save ‘

| Cancel ‘

Fig. 10: Saving favourites

- Favourites lists are administered in the user account.
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4 Ordering and consulting

You can download documents from the Federal Archives digitally at recherche.bar.admin.ch or order
them in analogue form for consultation in the reading rooms. The Federal Administration can also use

the administration loan service.

4.1 Shopping cart

Register to order documents (= Registration and identification). Once you have registered, you can
log in via “Log in” at top right using your login data. You can only order or download documents if you

are logged in.

Add documents you wish to order to the shopping cart. They will be automatically divided into two cat-

egories:

1. “Order documents”: documents that are a) freely accessible, b) accessible to authorised users, or

) subject to review of accessibility by the Federal Archives.

2. “Submit consultation request”: documents that are still within a closure period. For this category

see - Submitting a consultation request.
# > Shopping cart

Shopping cart

Order the documents for the reading room or as an administration loan, place digitisation orders or submit requests to consult records.

Order documents (free of charge)

These documents are freely accessible to you or their accessibility must be reviewed by the SFA. Please click on "Continue" to proceed with the order process.

Reference code Title Creation period

E4320B#1987/187#1469* Curry, Manfred, 1899 1940 - 1949 Camment on dossier | X

Submit consultation request

Authorisations are required to consult these documents: If you have already received authorisation, please click on "Authorisation already obtained".
Otherwise, click on "Continue"

Reference code Title Creation period

E3310B#2013/222#954% Lopino susslupineneiweiss 1996 - 1997 Comment on dossier X B Autherisation already obtained
Produkte: natur, gerauchert,
Bratlinge in Tomaten, Braltlinge
in Curry, Ro

> Add dossiers to shopping cart manually

Fig. 11: Shopping cart

Click on “Continue” and then select among the following options: “for delivery to the office” (only for the

Federal Administration), “for digital delivery” and “for consultation in the reading room”.
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Order

Select form of delivery Details of order Workstation reservation Order confirmation

I'would like to order this dossier

for consultation in the reading room. Order 24 hours in advance to ensure that your documents are ready for you on your desired day (Tuesday, Wednesday and
- Thursday).
O for delivery to the office (delivery takes one to two working days)

O for digital delivery. You will receive the digitised dossier in approximately ten days. For more information about digitisation, go to Ordering and consulting.

Fig. 12: Forms of delivery

4.1.1 Entering a reference code manually

If you know the reference code already, you can enter it and place your order via “Add dossiers to
shopping cart manually > With reference code”:

~ Add dossiers to shopping cart manually

With reference code

E43203#'\9871‘18?#1469*l ‘

Fig. 13: Field for entering the reference code manually

Click on “Add” to add the unit of description to the shopping cart. You can add more than one refer-
ence code as a list using copy/paste.

4.1.2 Ordering documents that are not described

Some documents are not described online. To order them, use the “Add dossiers to shopping cart
manually > Without reference code” function. Complete the form on the following page.

Click on “Add” to add the unit of description to the shopping cart. The system will not automatically
check your order. We will contact you if we have any questions.
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Without reference code

*: These fields must be completed.

**: You must supply a container or archive number.

(Sub-)fonds * [ E2001A ]

Delivery * [ 1000745 ]

Container number ** [ 12 ]

Archive number ** [ l

File reference * [5121 2114 ]
Dossier title * |\ Kaiserliche Familie: Ermordung von Kaiserin Elisabeth in Genf durch den italienischen Anarchisten Luccheni Luigi \l
Time period of dossier [ 1898-1899 ]

If available, please indicate. e.g. 1957-1962

Add

Fig. 14: Form for ordering documents that are not described

4.1.3 Ordering index cards

Individual index cards can also be ordered using the “Add dossiers to shopping cart manually > With-
out reference code” function. Since in this case you know the reference code of the dossier but only
want a document from it that is not described, complete the following information:

o (Sub)fonds*: The reference code of the dossier
e Dossier title*: The title of the individual index card

e Time period of the dossier: The time period of the individual index card

Please enter a “0” in all the remaining fields.

Without reference code

*: These fields must be completed.

**: You must supply a container or archive number.

(sub-)fonds * [ ES7914#1988/6#1% ]

Delivery * [0 ]

Container number ** [0 ]
Archive number ** [0 ]
File reference * [0 ]
Dossier title * | Index card XY |

Time period of dossier [ 1940-1946 ]

If available, please indicate. e g. 1957-1962

Fig. 15: Ordering an index card
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4.2 Digital delivery

Select the “for digital delivery” option to have analogue dossiers digitised. This service is free of
charge. The processing of your digitisation order usually takes ten days. As soon as a dossier has
been digitised and is ready, we will notify you by e-mail. Once you have received the documents you
can place a further digitisation order.

Dossiers that are already available in digital form can be downloaded direct from the web portal pro-
vided you have the requisite authorisation.

In some cases, documents in digital form are contained in the digital archive but are not yet available
via the web portal. In these cases, the “Prepare digitised version” button is shown instead of “Down-
load”.

Very large digitised documents will take longer to prepare. However, you can leave the page and we
will send you an e-mail once the digital version is ready.

@ 1. Verhandlungstag (Dossier)

[ Preparing digital version...
You will receive an e-mail when preparation is complete. You can now close the page.

Expected preparation time: a minute.

Fig. 16: Preparing a digital version

4.2.1 Opening a digitised document

You will receive digitised documents as a ZIP file. Protected data are encrypted. Please therefore ex-
tract them using a suitable program such as 7-zip for Windows or The Unarchiver for Mac. Extract the
ZIP file by using Explorer to navigate to the “Downloads” folder (right click > select program > extract
to...). The extracted file is structured as follows:

content Dateiordner

design Dateiordner

header Dateiordner
2 index.html HTML-Datei
E;,.’ readme.txt TXT-Datei

Fig. 17: Structure of digital documents
Click on the index.html file for an overview of the digitised documents.

Please read the legal information in the readme.txt file. Note that after downloading you are responsi-
ble for storing the data securely. Documents that are within a closure period may not be shared with or
shown to others without the necessary authorisation. A written application must be submitted to the
Federal Archives before digitised documents are used for commercial purposes.
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4.2.2 Searching in the files

Search the file content as follows:

Using Adobe Acrobat Reader
Open Adobe Acrobat Reader and press Ctrl + Shift + F. Mark “All PDF documents in” and select the

“content” folder. Search for your desired term.

Windows (Windows 10 and higher)
Full-text search is not activated as standard. You can find instructions on how to activate this function
here.

When full-text search is activated: Click on the “content” folder in Windows Explorer and search in the
files using the Windows search tool.

Mac
Click on the “content” folder in the Finder and search in the files there using the “Spotlight” search
function.

4.3 Ordering for consultation in the reading room

You can also consult analogue documents in the reading rooms, but you must order them in advance.
Please note the opening hours. You will receive a maximum of twelve containers per day. Order 24
hours in advance to ensure that your documents are ready for you on your desired day (Tuesday,
Wednesday and Thursday).

Once you have placed your desired documents in the = Shopping cart, select “Order for consultation
in the reading room” (see Fig. 12). You can then enter the reason for consulting the documents, select
the date of your visit to the reading room, and add any comments on your order:

Order

Select form of delivery Details of order Workstation reservation QOrder confirmation

I would like to consult the documents in

the reading room on *

< December 2023 >

Comment on order Sun Mon Tue Wed Thu Fri Sat
5 5] 7
12 13 14

[J 1 have read and agree to the conditions ¢

27 28

Fig. 18: Details of order (reading room)

Please book a workstation in the reading room using our reservation tool. Without a reservation, we
cannot guarantee you a workstation. If you wish to postpone or cancel your visit, you can cancel the
appointment up to 24 hours in advance via the link in the confirmation email and make a new appoint-
ment if applicable. If the appointment is less than 24 hours away and you are unable to keep it, please
contact us by email at bestellung@bar.admin.ch or call 0041 58 462 89 87 between 9 a.m. and 4 p.m.
(Mon—Fri).
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4.4 Ordering for delivery to the office

Art. 14 ArchA allows Federal Administration offices that deliver records to consult the documents they
have supplied while they are still in their closure period. To order such documents as administration
loans, you must be authorised to do so by your administrative unit.

On request, the analogue documents you have ordered will be sent by mail. Where a large volume of
documents is involved, we recommend consulting them in the Federal Archives reading room. If you
wish to receive a digital version of a dossier, select “for digital delivery”.

Documents that are already in digital form are made available digitally.

Under Article 12 of the policies on the requirement to offer documents and the delivery of documents
to the Federal Archives, no copies of documents delivered may normally remain with the office deliver-
ing them or be reintegrated into the GEVER system.

4.5 Submitting a consultation request

If you order documents that are still within a closure period and you do not yet have an authorisation to
consult them, these results will automatically be shown in the shopping cart under “Submit consulta-
tion request”:

# > Shopping cart

Shopping cart

Order the documents for the reading room or as an administration loan, place digitisation orders or submit requests to consult records

Submit consultation request

Authorisations are required to consult these documents: If you have already received authorisation, please click on "Authorisation already obtained"
Otherwise, click on "Continue"

Reference code Title Creation period

E3310B#2013/222#954* 1996 - 1997 mment on dossier X & Authorisation already obtained

Fig. 19: Consultation request in the shopping cart

4.5.1 Entering and submitting a request

You can have consultation requests for a maximum of 50 dossiers undergoing processing at any one
time. When you have researched all the dossiers for your consultation request, enter the required in-
formation on your request on the next page:
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# > Submit consultation request

Submit consultation request

Details of request Confirmation of receipt

Reason for consultation request (max_ 2,000 characters) * To consult records that are still subject to a closure period, you require
autherisation, which you must apply for by submitting a request to the
Federal Archives

We will then forward your request to the office responsible. You will
normally receive a decision within four to six weeks. If your request is
approved, you must identify yourself to consult the documents (see Login
O ves and identification) . The authorisation to consult records is only valid for
the person making the request.

Does your research relate to a specific person (e.g. biography or article on
someone’s life and work)? *

O no

Do the documents relate to yourself? *

O Yes
O no

Nature of work *

[ Please select ~

Please note that it may take four to six weeks to process a consultation request.

Fig. 20: Entering consultation request information

After you have sent your request you will receive a confirmation of receipt. You will normally receive a
decision within four to six weeks.

We will notify you of the decision by e-mail. Once the body responsible has issued authorisation, you
can order the approved documents for consultation.

4.5.2 Ordering documents using an existing authorisation

If you already have an existing authorisation for the documents you are researching, enter its date in
the “Authorisation already obtained” field and then order them:

X Close

Please enter the date of your authorisation to consult. Clicking on "Continue"
will add the unit of description to the "Order documents" section.

Selected unit of description
Reference code Title Creation period

E3310B#2013/222#954* Lopino Sisslupineneiweiss 1996 - 1997
Produkte: natur, gerduchert,
Bratlinge in Tomaten, Braltlinge
in Curry, Ro

Date of authorisation to consult records * Please select a date ]

Cancel Continue

Fig. 21: Ordering documents with an existing authorisation
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4.5.3 Requests to consult state security files

Enter the reference code of the dossier containing the state security file you are looking for (= Enter-
ing a reference code manually). To request the file, enter the name of the person, company, organisa-
tion, etc. you are looking for under “Comment on dossier”, together with any other information:

Submit consultation request

Authorisations are required to consult these documents: If you have already received authorisation, please <lick on "Authorisation already obtained".
Otherwise, click on "Continue".

Reference code Title Creation period

E4320-01C#1996/203#165* Fries - Frontczak 1930- 1990 [t MaxFrisch (155001 || % & Authorisation already obtained

Continue

Fig. 22: Request to consult a state security file

Once authorisation has been received, state security files must be ordered using the form (= Ordering
index cards).

5 Registration and identification

You can use Swiss Federal Archives’ online access service anonymously, as a registered user or as
an identified person. Depending on your status, the functions available to you will vary.

All users can search in publicly accessible metadata. To download documents, submit orders and re-
quests or save favourites, you must open a user account. Click on “Register” at the top right of the

page and follow the instructions at > Register.

If you have an authorisation for documents within a closure period, you will need “identified user” sta-
tus to consult them. Follow the instructions under - Identify.

An overview of rights:
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i 41 4K

Identified

(with account)

Anonymous
(no account)

Search in public metadata L%
Download freely accessible documents x
Create digitisation orders x
Submit reading room orders x
Submit consultation requests x
Manage favourites x
Download documents requiring authorisation x
Submit information requests for your own x
documents

Fig. 23: Rights of user accounts

5.1 Opening an account — users outside the Federal Ad-

ministration (AGOV)

5.1.1 Register

Registered
(with account)

v

v

v

v

Access to recherche.bar.admin.ch is managed by “e-Government Identity and Access Management”

(elAM). The account opening process is conducted outside of recherche.bar.admin.ch.
To start the registration process, click on “Register in elAM”.

Users outside the Federal Administration should select “AGOV”.

AGOV - Your authority login

Benefit from the advantages of AGOV now. Switch from
CH-LOGIN to AGOV yourself in just a few steps. Switching
is voluntary; you may continue using CH-LOGIN for now.

Read more

& scov

© .
ol CH-LOGIN

%ﬂ FED-LOGIN

Fig. 24: Select CH-LOGIN & AGOV procedure

18/25



User Handbook

Follow the procedure to register for AGOV. Step-by-step instructions can be found under Registering a
new account with the AGOV access app.

Now apply for access to the online access service by adding your telephone number and accepting
the terms of use. You do not need to complete the other fields.

Request access

Please fill in all necessary fields. For additional information, please use the comment field. Read and
accept the terms of use.
Then dlick on "Continue".

Surname | Nine |

First name | Ninety |

Organisation | |

Telephone | |
number

Comment | |

The number
of your
identity card
or passport

| n/a |

Show Terms of Use
[mi]] accept the terms of use.

Cancel Continue

Fig. 25: Applying to access the online access service

Abschluss des Zugriffsantrags

Sie haben nun Zugriff auf die gewlinschte Anwendung.
Die neuen Zugriffsberechtigungen sind erst aktiv, wenn Sie sich an der Anwendung erneut anmelden. Mit "Zuriick zur Anwendung"
starten sie den Login Prozess neu.

Ihr Zugriffsantrag fir die Anwendung 'recherche’ wurde erfolgreich gestellt.

Zurtick zur Anwendung

Fig. 26: Completed application to access the online access service

Return to the application and enter your user data.
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# > Enteruserdata

Enter user data

Please enter your user data so that we can contact you if necessary. You can update these data at any time.
Fields marked with a * must be completed.

User data
Last name* [Nine ]
First name(s)* [Ninety ]

Date of birth

Please select a date ]

Organisation [Organisatlun ]

Street / number* [Street / number ]

This field must be completed.

Fig. 27: Form for entering user data

You have now successfully registered as a user of the Federal Archives’ online access service.

5.1.2 ldentify

In order to view or download documents subject to authorisation, you must identify yourself as a user.
This process, which is conducted using live verification by means of artificial intelligence, is provided
by the Identity verification via document scan and liveness check service of fidentity AG.

In order to use the fidentity identification process you must:

- Register for the Federal Archives’ online access service
hold a valid passport or ID card from one of the countries in the list
have access to a smartphone equipped with a camera (step 2).

Apply for “identified user” status
Please answer the following questions so that the identification process can be prepared.

]
Step 1 Step 2 Step 3 Step 4

You need a valid means of identification (passport or identity card).

If you wish to use your valid passport for identification, please select your nationality here:

| v

If you wish to use your valid identity card for identification, please select your nationality here:

| |

Continue

Fig. 28: Means of identification
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If you meet the requirements for identification, you can start the identification process using the fiden-
tity service.

I
Step 1 Step 2 Step 3 Step 4

You meet the requirements for identification using live verification by means of artificial intelligence. For the

identification process, you will be leaving the Confederation’s infrastructure. The identification process using

live verification by means of artificial intelligence is conducted by an external company (Identity verification via
document scan and liveness check from fidentity AG). You will be notified of the change in your status shortly after
the identification process is successfully completed. If identification fails, you will be contacted by a member of our
staff.

Continue online identification (24 hours a day, 7 days a week)

The identification process using live verification by means of artificial intelligence will be recorded, but the recording
will be deleted once identification is complete. The Federal Archives will store only a copy of the identification
document, the photograph and the user information in tabular form. You may request information about your stored
data at any time (Art. 8 FADP).

Fig. 29: Starting the identification process

Once you have been identified via fidentity you will receive an e-mail notifying you of the change in
your user status.

If you do not meet the requirements for identification or the process was unsuccessful, contact be-
nutzer-admin@bar.admin.ch.

5.2 Opening an account — users in the Federal Administra-
tion (FED-LOGIN)

Users from the Federal Administration with a smartcard should click on “Register” and then apply for
access to recherche.bar.admin.ch via the “FED-LOGIN” procedure (see Fig. 24):

Request access

Please fill in all necessary fields. For additional information, please use the comment field. Read and
accept the terms of use.
Then click on "Centinue”.

Surname [ ine |

First name | Ninety |

Organisation | |

Telephone | |
number

Comment | |

The number
of your
identity card
or passport

| nfa |

show Terms of Use
1 accept the terms of use.

Cancel Continue

Fig. 30: elAM access application via FED-LOGIN
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Read and accept the terms of use. Apart from the telephone number, you do not need to complete any
of the other fields. The access application is completed and you can return to the application (see Fig.
26). Then enter your user data in the application and complete the registration process (see Fig. 27).

Logging in via FED-LOGIN automatically gives you identified user status in the web portal.

5.3 User account

Once you have logged in, you can access your user account by clicking on your name at the top of the
screen. There you can review and adjust your settings, monitor your orders and consultation requests,
and edit your favourites lists.

5.3.1 Settings

Via “User status” you can check what role you have and what rights you hold as a registered or identi-
fied user.

Registered users can apply here for “identified user” status, which grants broader rights (= Identify).

If you need to change user data, you can select “Change user data” under “User data” at the bottom of
the screen. Here you can change your e-mail address or mobile number for login under “Change login
data”. There are some data that you cannot change yourself; in this case, contact benutzer-ad-
min@bar.admin.ch.

Click on “User interface” to change the number of search results and the standard sorting of the re-
sults list or hide the explanation that is displayed when a search is unsuccessful. You can also adjust
these settings within the results list, but in that case you cannot save them.

5.3.2 Order overview
You can monitor the status of your order in the order overview of your user account.
#& > Myuseraccount > Order overview

settings ¢ Order overview

User status Number: 7 EReset view 1EReset sorting [RExport Ifshow/hide
and filters columns

User data Date of order ¥ | Referencec... Y | Title ¥ | Creationp... Y | Status v | Type v

User interface 26.08.201909...  E7100-01#1970/1 Rahm, Schachtelkase, Quark 1942 - 1950 In progress Reading room...

01.07.201910...  E9510.11#2013/1 Jahresberichte Schweizerischer ... | 1966 - 1981 Completed Digitisation o

I S -] 27.05201903... E7100-01#1970/1 Rahm, Schachtelkase, Quark 1942 - 1950 Cancelled Digitisation o

06.03.201906...  E2001D#1990/11 Herz 01.01.1937-3... Cancelled Digitisation o

Order overview 06.03.201906... E43208#1990/26 Herz Alice, 1922 1943 -1959 cancelled Digitisation o

Fig. 31: Order overview in the user account

The order overview lists all the documents you have ordered — digitisation orders, reading room loans,
administration loans and consultation requests.

You can add further columns to the table or hide existing ones, filter and sort values and, if desired,
export them to a separate file.
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5.3.3 Favourites lists

You can administer your favourites lists in your user account.

#A& > Myuseraccount > Favourites » Construction

settings £ Constructlon # Rename X Delete

User status

Units of description (2)

User data

Time
User interface Reference code Title period Level Saved
=] E6356G#2001/148#  Construction d'un abri a proximité du lac 1964 - Dossier 26.08.2019 X
Order overview B2 43* 1965
. =] E1301#2003/492#1  2003.0023: Bau einer Autobahnbrucke. 20.06.2003 Dokument 26.08.2012 X
Order overview =
3#142*% Abkommen mit Deutschland / Construction
d'un pont autoroutier. Accord avec I'Allemagne
Favourites lists *
Construction 3 .
Search queries (1)
Nationalpark 1
P Search query Saved

Construction 22.08.2019 x

Fig. 32: Favourites overview in the user account

Units of description and searches that you have saved are shown separately in the favourites lists. A
saved search carries out the same search again; if additional documents that match the search have
been catalogued since you saved it or your authorisation level has changed, there may be more re-
sults in the list than in an earlier search.

Click on the title of an existing favourite to rename or delete it, order individual documents directly via
the shopping cart symbol, or download them via the download symbol.

# > Myuseraccount > Favourites > Nationalpark

settings # Nationalpark /Rename X Delete

User status

Units of description (1)

User data
Reference code Title Time period  Level Saved

User interface

& E9510.11#2013/194#  Jahresberichte Schweizerischer 1947-1965  Dossier 26.08.2019 X
2%

Order overview

Fig. 33: Managing favourites in the user account
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6 Questions

Whatever page you are on: Click on the chat symbol on the left-hand side of the page to get answers
to your questions.

* The Federal Council » FDHA > SFA Online access * Favourites (278) W Shoppingcart (0) & Majoleth Marco BAR Vv DE FR IT EN
s
2
2

2101013 You are logged in as an identified user @

senschaft Online access to the Federal Archives

Searching | Advice | Information | About

#& > Entirefonds > Mann, Thomas, 1875, Dr. Schriftsteller

@ Mann, Thomas, 1875, Dr. Schriftsteller

Current chats with the Federal Archives v .
— (Dossiers)

© Consult the documents @ View

@ Download the documents now. In the index.html file you will find an overview of
all the documents.

i ]
»*

O Ihave read and agree to the conditions of use. & Download (ZIP, 318.5 MB)

We're here to help

Start a new conversation below

Details
Reference code E4320B#1975/40#56*
Title Mann, Thomas, 1875, Dr. Schriftsteller
Enter PIN Creation period 1937 - 1957
Accessibility under ArchA Without restriction
File reference €08-244
Delivery 1975/00040 Bundesanwaltschaft (Bern) (1905-1974)

Archive plan

° CH-BAR#L des (1798-)

E* Archiv des Schweizerischen Bundesstaates ab 1848

Fig. 34: Start a chat with the Federal Archives

If you have questions about a search, a member of the advice service is available to answer them
from 9 a.m. to 12 midday and 1 p.m. to 4 p.m. Tuesdays to Thursdays.
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