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You must register before you can start to 
upload documents onto the website, but 
you do not have to register to view.

Go to http://www.openarchive.co.uk 
and  you will see the  screen on the right.

in the right top you will see the 
words   log in and sign up
click sign up.  Then on the 

next page you click 

Make sure you have the following information ready (examples given in red)

After this section has been filled in you will recieve an email however the next three pages allow 
you to add more details about yourself, though you can always add this later  and you can just click 
next each time untill you arrive at the profile page - now you can upload your first document 
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Now that you have registered and confirmed, you are able to upload your documents.

Before getting started, ensure you have a pdf ready, a description of the report or publication, 
the type of project or report you are uploading and the periods that are covered by it.  Optionally, 
you should know where the site is (if it is located in a single place - if the document is a general 
publication or PhD, then you can skip this stage).

If you are not logged in, click here : using your username and password.

If you gorget your password, then you can have it sent to your email address by clicking 
the forgot password text - if you forget other details, then please get in touch at 
d.connolly@digitalpast.co.uk  or s.white@digitalpast.co.uk

Click Upload in the menu bar  or Upload Documents  from your Profile Page or the main page

This will take you to the screen below:  

If you know where the project took place in a location such as a field, street, village or even a town 
click next (if you do not have a geographic location click No and then next, this would be for 
general documents or articles with multiple locations or dealing with regional or country-wide 
archaeology).

UPLOAD



Your Name will already be filled in as will the Year (you can change the Year) type or paste in the Project 
Name and a Short Description (this can often be the summary or introduction to your document. 
then press next

If you do have a location the next screen will look like this:

You now have two choices
1. click the map in roughly the area you want, which will then zoom in with this symbol at the 
centre of the map            

2. Use the address search, just type a location such as High Street, Haddington   or  Haddington or a 
Postcode and click Address Search,  which will zoom you to the location.  The same will happen if 
you use the OS Grid Ref, using the following format: NT  352206  673426 

3. Fill in the Prefered Site name which will be displayed on the final map. 

4.  Add add the Country and County 

see the next page to see the process of adding to map.
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Now you are zoomed in, you may see additional markers like this          which represents a previously 
uploaded publication or report at a site.  If you are adding to this site, then click the icon and 
choose Upload document to this Location to include a new document attached to a location that 
has had previous work carried out, perhaps a series of projects over the years.

If this is a new project/location, then drag this icon        to the location of the dig/building record/
cemetery project.  Putting your mouse cursor over the icon,  hold down the left button and while 
the left button is held down drag the icon with the mouse to the location.

click next

Now add the name of the organisation or group who created the document (and that could be 
yourself and the contact address.
click next

You will now find yourself in the main project details page.

   

Previously uploaded sites
click an icon to add to it

New site dragged to location



Fill in each field in turn (remember that fields marked in Red are required)  

1.  The Site code is a system you may use to record the name of the project, for example Black Potts Hillfort 
takes place in August 2009    you might give it a code such as BPH09   
2.  Archive location is where you are storing the primary data for your project and can be a national 
repository or a local library - it could also be your main office.
3.  Do you have start and end dates for the project.?
4.  Significant finds relates to any important discoveries - which can be features or artefacts.
5.  Was there any previous work there, and if so, what was it.
6.  Add the short precis of the project (this can be a summary 
7.  Do you feel there is scope for future work and if so, what would you suggest?
8.  After adding any illustration captions (which is only relevant if you are sending a DES - Discovery and 
Excavation Scotland entry )  and also putting in who paid for the work (if relevant)  your final field is any 
National Monument Record reference numbers of sites.

click next

6

2

7

5

3
1

8

4

Give the Project Report a name 
Choose what type of project it was..  (you can select multiple types)
Building Survey,  Field Survey.  PhD Dissertation, Desk Based Assessment, Graveyard Record,  Post Excavation report, 
Environmental Statements,  Historic Research,  Specialist Report,  Estate Management Surveys,  Local History Project,  Watching 

Brief, Excavation, Non-intrusive Survey (such as Geophysics or similar)

click next
 Choose periods that are associated with the publication or report (you can select multiple periods)
Early Prehistoric - Palaeolithic - Mesolithic - Neolithic - Later Prehistoric - Bronze Age  - Iron Age Roman - Early Historic - Medieval 

- Post Medieval - 18th Century - 19th Century - 20th Century - No archaeology recorded

click next
To upload the document  click         and then navigate to it on your computer 
and  select it.  
 
Only once it is uploaded (the green bar is 100%) you are then able to upload another document



EDIT 
Editing your documents is simple.

Once you have logged in, you click the My Docs tab on the top menu

This will then show you all the reports and publications you have uploaded.  The text bar 
beneath each entry is where you can carry out the following actions:
Quick Edit  :  Preview  :  Delete  :  Upload New Version  

            Quick Edit

This selection brings up a new window where 
you can easily change all the details you 
have previously entered.  Project Name, Year, 
Description,  Document Name, Type of Project 
and Period, all on one screen.

Once you have finished editing, you  then click 
the Update Details button at the bottom of the 
page, and the new data is saved.
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PREVIEW

The Preview text link, shows you the document as it will be seen by others, and can be useful to check if 
the upload has been successful.

The Delete text link does exactly what it says, however, you will have to confirm this action, to insure 
against accidental deletion.  The following dialogue 
appears and if you wish to delete the document, 
then press OK, otherwise press Cancel. 

The final text link allows you to re-upload a replacement to the original, without losing any of the other 
information already stored, or the data on views.  The pop up window displays an upload file button that 
you click,  then select the new 
version from your computer 
folders.

This will overwrite the current 
version, with the chosen 
replacement.  This can be 
handy if a correction is needed 
or mistake has been made in 
the first upload.  

DELETE

UPLOAD NEW VERSION


