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Introduction 
This user guide provides an overview of how to search in ArchivesGateway for your agency’s records 
that have been transferred to Queensland State Archives (QSA). Instructions on how to create and 
submit search requests to QSA when required records cannot be found are also included in this guide.  

The information in this guide applies to all government agency staff that use ArchivesGateway to 
manage their records at QSA. 

Other user guides are available for other functions within ArchivesGateway. See the more information 
section for details on how to find and access these other user guides.  

See the ArchivesGateway user guide: Manage users and locations for information on how to access 
ArchivesGateway, create users and set user permissions.  

 

Definitions and references 
Relevant definitions of recordkeeping and archival terms used in this guide can be found in the glossary 
on the website.  

See recordkeeping and archival terms and their definitions. 

https://www.forgov.qld.gov.au/use-archivesgateway#more-information
https://www.forgov.qld.gov.au/glossary?keys=recordkeeping
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1 Searching and viewing your agency’s records in 
ArchivesGateway 

1.1 Access Classification labels and definitions  
In ArchivesGateway, records (both physical and digital) will have Access Classifications applied to them, to 
ensure that sensitive information is only accessible to users with the approved and allocated permissions to 
minimise the risk of inappropriate access. These classifications will be applied in the transfer list by the 
agency, in consultation with QSA, at the point of Transfer. Access Classifications differ from the Queensland 
Government Information Security Classification Framework (QGISCF), and this will have to be considered 
as agencies set the value for this field.  

The Access Classifications that can be applied are:  

 

Non-sensitive Use for records where there is little risk to the relevant person or agency if the 
information is released. Examples of non-sensitive records can include photographs of 
open events, routine correspondence and records of hearings heard in open court. Any 
Agency user in ArchivesGateway can view non-sensitive digital or digitised records that 
are controlled by their agency, regardless of permission levels. 

 

Sensitive Use for records which contain sensitive information about a person, event or business 
activity that poses medium or moderate risk to the person or agency if it is released 
before the restricted access period has expired. This may include information subject to 
legal professional privilege, personal information, or information about law enforcement 
operations. Only Agency users with the ‘Access Sensitive’ permission can access 
Sensitive records in ArchivesGateway. 

 

Highly sensitive Use for records which contain detailed information of a sensitive nature about a person, 
event or business activity that poses a high risk to the person or agency if it is released 
before the restricted access period has expired. This may include sensitive medical 
records, culturally sensitive material, confidential financial records, or security related 
information. Only Agency users with the ‘Access Highly Sensitive’ permission can 
access Highly Sensitive records and Highly Sensitive digital records can only be 
accessed via the file issue service. 

 

Access Classification labels will be assigned retrospectively to records previously transferred to QSA. As a 
result, until Access Classification labels are assigned to these records, they will be accessible to all agency 
users regardless of their access permissions assigned by the Security Administrator.  

 

  

https://www.forgov.qld.gov.au/information-and-communication-technology/qgea-policies-standards-and-guidelines/information-security-classification-framework-qgiscf
https://www.forgov.qld.gov.au/information-and-communication-technology/qgea-policies-standards-and-guidelines/information-security-classification-framework-qgiscf
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1.1.1 Access Classification impacts on Controlled Records screen 
If a record has been assigned an Access Classification, the associated label will be visible in the ‘Type’ 
column within the record listing on the Controlled Records screen. No label will be present on records 
without an Access Classification.  

 

 

The records a user will be able to see in the Controlled Records screen are dependent on the access 
permissions assigned to that user by the agency’s Security Administrator. This ensures that access to 
records and metadata is only granted to users with the approved and allocated permissions in accordance 
with the Access Classification labels that have been applied. Refer to the table below for further information 
on how users access permissions impact what Access Classification labels are visible to them. 
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Permission Level How it’s displayed in 
ArchivesGateway 

Coverage 

Access to non-
sensitive and 
unclassified records 

No Permissions set The most basic setting for general users does not include 
any permissions and only grants visibility to records and 
metadata that are either classified as non-sensitive or 
have no Access Classification assigned. ArchivesGateway 
users at this level can see the metadata of Sensitive 
records but not the records themselves. They can also 
see the metadata of Highly Sensitive records if it is 
published to the public catalogue, ArchivesSearch.  

Access to sensitive 
records 

allow_access_sensitive This permission level allows users to see the metadata of 
all records that have an Access Classification of Sensitive, 
Non-sensitive, or have no Access Classification assigned. 
They will also be able to view digital records with these 
Access Classifications. If users have File Issue 
permissions, they will be able to request these records 
through the File Issue service. They can also see the 
metadata of Highly Sensitive records if it is published to 
ArchivesSearch. 

Access to highly 
sensitive records 

allow_request_highly_sensitive This permission levels allows users to see all records. 
This includes records that have an Access Classification 
of Highly Sensitive, Sensitive, Non-sensitive, or have no 
Access Classification assigned. Users will be unable to 
view Highly Sensitive digital records in ArchivesGateway, 
but will be able to request them, as well as Highly 
Sensitive physical records through the File Issue service.  

 

If a user without permission to access Highly Sensitive records searches for a specific unpublished record 
with an Access Classification label of Highly Sensitive, they will not be able to see any metadata for that 
record in the Controlled Records screen.  

See the Access Classification Labels and Access Permissions agency toolkit for more information on how 
access permissions relate to Access Classification labels.  

 

  

https://www.forgov.qld.gov.au/information-and-communication-technology/recordkeeping-and-information-management/recordkeeping/digital-archive
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1.2 The My Records screen 
As mentioned above, the records each user can see in the Controlled Records screen is dependent on their 
assigned access permissions. Therefore, only the permissible records for each user will be displayed upon 
searching and these may be different for different users.  

To see and search the list: 

1. Log in to ArchivesGateway – see the Managing users and locations user guide for more 
information.  

2. Click on the ‘My Records’ tab.  

3. Go to the ‘controlled records’ tab (if it doesn’t open already) 

The sidebar displays the total number of Series and Records.  

 

 

 
  

https://www.forgov.qld.gov.au/use-archivesgateway#more-information
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1.3 Search for records  
1.3.1 Main search bar 
The main search bar in the My records screen can be used to search within one or more of the categories 
listed below: 

• All fields 

• QSA ID 

• Agency Control No.  

• Title (previously known as Description) 

• Transfer ID 

• Series ID 

• Container ID e.g. S102-T80-B1 or S102-T80-B1.00000 or S102-T80-B0.00001 

• Previous System ID 

• Parent QSA ID 

 

Boolean statements AND, OR, NOT can be used with the search lines.  

To add more lines to a search, click on the ‘+’  

To remove lines from a search, click on the ‘-’.  

 

1.3.2 Searching by date 
Records can be searched by dates.  

This works for overall searching as well as within a Series.  

1. In the date fields, type the date in as: 

a. YYYY 

b. YYYY-MM, or  

c. YYYY-MM-DD  

2. Click search. 
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1.3.3 Filters and refinements 
Use the options in the sidebar to refine search results by the categories listed and/or sort the results as 
required.  

Categories include:  

• Record type 

• Series 

• Creating agency 

• Access status  

• Format  
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1.3.4 Searching within a series 
When a series is selected, there is an option to only search for records that are in that series.  

To search within a series: 

1. Click the ‘search within a series’ option to the right of the series in the list.  

 

2. Type in the keywords to search for within the Series.  

3. Click ‘search’ 

4. To stop searching within a Series, click on “Reset” next to the name of the Series being 
searched in next to the keyword entry field.  

 

 

1.4 Search results 
1.4.1 Representations 
To see the representations for an item (record): 

1. Find or navigate to the item in question 

2. Click the blue linked text in the Representations column. 

3. The linked Representations will appear under that Item.  

4. To collapse the Representations under the Item, click on the blue linked text again. 
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Note: to enable a better user experience and access, digital representations will now include additional 
metadata, such as file size. This is particularly relevant as users will be able to download a copy of the file 
directly from ArchivesGateway. See Downloading digital records in ArchivesGateway section for more 
information.  

 

1.4.2 Associated Records  
The Series information will appear in the Associated Records column as a link. This link will take the user to 
the Series record where associated metadata can be viewed.  

 

 

When viewing the Series record, the Associated Records column lists the number of records in the series – 
in this example, 604 Children. Clicking on the blue link within that column takes users to a paginated view of 
the 604 records within the series and their associated metadata.  
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Note: this functionality is similar to the ‘Search within series’ link available in the right-hand column, however 
‘Search within series’ includes the Series record and associated metadata at the top of the paginated list.  

The Associated Records column is also used to display other record relationships where appropriate. 
Clicking on the blue ITM ID link will take users to the metadata of the associated record.  

 

 

1.5 Downloading digital representations in ArchivesGateway  
Digital representations with non-sensitive, sensitive or no Access Classification assigned can be 
downloaded directly from ArchivesGateway depending on a user’s access permissions. See Access 
Classification impacts on Controlled Records screen for more information.  

Digital representations attached to items will display in the ‘Controlled records’ tab in ArchivesGateway.  

To view, access or download the digital representation: 

1. Find or navigate to the item in question in the ‘Controlled records’ tab. 

2. Click the blue linked text in the Representations column. 

3. The Representations linked under that Item will become visible.  

4. Click on the ‘View Digital Record’ button next to the digital representation.  
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5. This will start the download process.  

 

1.6 View records on ArchivesSearch 
A ‘view on ArchivesSearch’ link will be visible next to each published record and associated  representations 
displayed in the controlled records screen. This link can be used to navigate to the record page within 
ArchivesSearch (the public facing catalogue) if required.  
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1.7 Download records lists and search results 
To download the search results for all your Controlled Records, click ‘Download CSV’ and confirm the 
action. 

Note: the CSV only includes Series and Item/Record information. Representations no longer have a 
dedicated line within the CSV. To search within the CSV users will need to use the ITM ID or keyword. The 
number of representations linked to a particular Series or Item/Record is captured in columns S-U of the 
CSV.  

 

Additionally, not all columns are relevant to all record types and are left blank where not applicable. 

 

1.8 Records inherited or transferred as part of a machinery-of-
government change 

Series, Items, and Representations that change ownership due to a machinery-of-government (MOG) 
change, will have the new ownership reflected in ArchivesGateway. 

Where ownership for records is transferred to another agency: 

• both the preceding and successor agencies will be able to see the records for a period of 3 
months 

• the records will show an ‘under movement’ note against them in ArchivesGateway 

• can still be requested and issued to the preceding agency 

• display as records belonging to the successor agency in their list. 
Once the three-month grace period is over, the preceding agency will no longer be able to see or access the 
records in ArchivesGateway.  

If access is required, they will need to request access from the succeeding agency.  
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See our advice on Custody, ownership and responsibility for records during a MOG or administrative change 
for more information on the transfer of ownership for records. 

See our advice on Manage and provide access to records during a MOG or administrative change for more 
information on how preceding and succeeding agencies can manage and arrange access to records both 
agencies need.  

  

https://www.forgov.qld.gov.au/custody-ownership-and-responsibility-records-during-mog-or-administrative-change
https://www.forgov.qld.gov.au/custody-ownership-and-responsibility-records-during-mog-or-administrative-change
https://www.forgov.qld.gov.au/manage-and-provide-access-records-during-mog-or-administrative-change
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2 Search Requests  
If unable to locate the records required, a search request can be submitted through ArchivesGateway. QSA 
will then conduct a search of your records for up to one hour. This is a fee-based service. 

 

2.1 Brief overview of search request process 

 

 

  

ArchivesGateway user 
created in 

ArchivesGateway, relevant 
user permissions assigned

ArchivesGateway user 
searches for/views 

records in the controlled 
records screen

If unable to locate 
required records in the 

controlled records screen, 
an ArchivesGateway user 

with File Issue 
permissions can create a 

search request

ArchivesGateway user 
creates search request 
and provides relevant 

details

Search request is 
submitted to QSA

QSA assesses and 
approves or declines the 

search request
Note: if further 

information is required 
QSA will contact the 

requester

If request is approved, 
QSA begins searching for 
relevant records relating 

to the information 
provided

QSA provides search 
results within the request 
and issues the service fee

ArchivesGateway user can 
use the search results to 

submit a File Issue or 
Reading Room request
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2.2 Search fees and invoicing 
A standard fee per 15 minutes of searching applies, even if the search returns no results.  

To view the fee schedule for searches, click on the View Fee Schedule link in the instructions box.  This will 
open in a new tab. 

 

 

After the search results have been provided by QSA, your agency will be charged for the service. 

The search fee for each search request submitted to QSA will be included in the quarterly invoice sent to 
your agency.   

 

2.3 Search request status bar 
Each Search request created and submitted to QSA includes a status bar at the top of the request screen.  

The status bar tracks the progress of a request as it progresses. 
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2.4 Creating search requests 
To create a search request: 

1. Navigate to the ‘My records’ screen. 

 

2.4.1 From the Controlled records screen 
2. Open the ‘Controlled records’ tab. 

3. Click on the ‘Create Search Request’ button. 

 

2.4.2 From the Search requests screen 
4. Click on the ‘Search requests tab. 

5. Click on the ‘Create Search Request’ button.  

 

2.4.3 Complete search request form 
6. Fill out the required fields in the search request form.  

Provide as much information as possible to assist in the search. Information provided could include:  

• the persons name including any possible spelling variations or subject matter 

• previous system identifiers  

• agency control numbers  

• type of record 

• date range  

• any relevant series or transfer the required records may be included in 

• purpose of the request e.g. rti or redress 

Note: if the request is urgent, use the comments/discussion feature to let QSA know OR include it in the 
request details field in the form.  



 

ArchivesGateway user guide – Reading Room requests  18 

 

 

2.5 Saving and submitting search requests  
Agencies have the option to save, submit or cancel a search request.  

 

2.5.1 Saving a request 
To save a request: 

1. Click ‘save search request’ at the bottom of the form.  

A unique identifier will be created with an SR prefix. 

Saved requests will show as ‘inactive’ in the list of search requests and will not be visible to QSA. 

 

2.5.2 Submitting a request 
To submit a request to QSA: 

1. Click on the ‘Submit Search Request’ button.  

This will send the search request to QSA for completion. 

The information in the search request can be edited until it has been approved by QSA.  
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QSA Staff may send a message using the comments/discussion box at the bottom of the Search Request 
form.  

This system can also be used to respond or send new messages to QSA.  

 

2.6 Canceling a request 
Search requests can be cancelled through ArchivesGateway until it has been approved by QSA.  

To cancel a saved request: 

1. In the Search request list, navigate to the request to be cancelled. 

 

2.6.1 From the search request tab 
2. Click ‘cancel’ button next to the request.  

 

2.6.2 From the search request details screen 
3. Click view to see the search request details 

4. Scroll down to the bottom of the form. 

5. Click ‘cancel’.  
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2.6.3 Confirming a cancellation 
6. A warning will appear, asking, ‘Are you sure you want to cancel this search request?’.  

7. Click ‘confirm’ to cancel the request  

 

8. Once confirmed the status of the request will be updated to ‘CANCELLED_BY_AGENCY’.  

Note: any requests cancelled by agencies will not be able to be resubmitted to QSA. Instead, a new request 
must be submitted.  
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2.6.5 To cancel a submitted request. 
Once the request has been submitted and approved, only QSA can cancel the request.  

Use the comments/discussion feature within that search request to advise QSA that the search request is no 
longer required.  
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3 Completed search request 
Completed requests will appear as ‘closed’ in the status bar for that request.  

Note: once completed, no changes can be made to the request.  

 

3.1 Search results 
Notification of the search results will be either:  

• Through the Comments/Discussion feature if:  

o the search was unsuccessful  

or  

o there were limited search results  

• Search results will be uploaded if the search provided many results. 

 

3.1.1 Search results and access permissions  
Records located during the search that fall outside the requestor’s access permissions (assigned by the 
agency’s Security Administrator) will be withheld from the search results provided by QSA, unless the 
metadata is visible in ArchivesSearch. In this instance, QSA will notify the requestor that records exist that 
they cannot access and will advise who in their agency can assist.   

 
3.1.2 View search results 
To view the search results: 

1. Open the Search Request.   

2. The search results and the service fee will have populated.  

 

3.1.3 Downloading search results  
If QSA has provided search results in a document, this can be downloaded. 

To download the results: 

1. Navigate to the ‘Search Results’ section of the Search Request in ArchivesGateway 

2. Click on the green ‘download’ button  



 

ArchivesGateway user guide – Reading Room requests  23 

 

 

3.1.4 Search results in the Comments/Discussion feature 
If QSA has provided search results using the Comments/Discussion feature 

1. Scroll to the bottom of the Search request details screen. 

2. View the comment and respond if required.  

See the instructions for using the comments/discussion feature for more information.  

 

3.2 View search request fees 
Once a search request is completed, the search request fee section will be populated by QSA with the cost 
of the search. 

To view the cost of the search: 

1. Open the search request details page. 

2. Scroll down to the ‘service fee’ section. 
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3.3 Request records found in search 
If required, use the search results to create a File Issue or Reading Room request to access the records.  

See the advice on how to Retrieve or access your agency's records at QSA (File Issue service) and the File 
Issue requests user guide or Reading Room requests user guide for further information.  

  

https://www.forgov.qld.gov.au/access-records-after-transfer-qsa-file-issue-service
https://www.forgov.qld.gov.au/use-archivesgateway#more-information
https://www.forgov.qld.gov.au/use-archivesgateway#more-information
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4 Comments/discussion feature 
The comments/discussion feature within ArchivesGateway can be used to communicate with QSA staff.  

To send a message to QSA regarding a search request or search results: 

1. Scroll down to the bottom of the search request page to the comments/discussion section 

2. Type the message into the message field 

3. Click ‘post message’.   

 

4. The message will appear above where the message was typed and QSA will be able to view 
this message within the search request.  

 

5. When QSA responds it will appear below the original message.  

 

6. Use the message field as per steps above to respond to any comments posted by QSA. 
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5 More information 
Further information is available on the Recordkeeping section of the For Gov website: 

• Use ArchivesGateway 

• Transfer records to QSA 

• Restrict access to records at QSA (Restricted Access Periods) 

• Retrieve or access your agency's records at QSA (File Issue service) 

• Provide access to closed records  

Other user guides are also available for specific functions within ArchivesGateway and are available on the 
relevant pages listed above.  

If further assistance is required with ArchivesGateway or you require assistance with searching or search 
requests, contact us via email: fileissue.qsa@archives.qld.gov.au.  

https://www.forgov.qld.gov.au/use-archivesgateway
https://www.forgov.qld.gov.au/transfer-records-qsa
https://www.forgov.qld.gov.au/restrict-access-records-restricted-access-periods
https://www.forgov.qld.gov.au/access-records-after-transfer-qsa-file-issue-service
https://www.forgov.qld.gov.au/provide-access-closed-records
mailto:fileissue.qsa@archives.qld.gov.au
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