Help

The Catalogue for Archival Records of the Legislature ("CAROL") contains information on the
records preserved by the Legislative Council (LegCo) Archives. CAROL is updated regularly when
new archival records are acquired and processed.

This "Help" provides general guidance for users to search, reserve and/or order archival records for
viewing. It is divided into the following sections:

l. Description of Archival Records

Il. Interface Attention

lll. Search Options

A. General Information about Search

B Simple Search
C. Advanced Search
D Search Results

IV. View Archival Records

Registration for Login ID
Why Log In?
Forgot Login ID

Forgot Password

Change Password

View User Profile

Your Basket

IO mTmDoDow»

Reserve Archival Records

Manage Reserved Records

~

Order Archival Records

For further assistance regarding this "Help" or using CAROL, please contact the LegCo Archives at
Tel. No.: 3919 3448 or Email: archives@legco.gov.hk.
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Description of Archival Records

The archival holdings of the LegCo Archives are described according to the General
International Standard Archival Description (ISAD(G)) issued by the International Council on
Archives. The descriptive information is grouped under seven hierarchical levels: FONDS,
SUB-FONDS, SERIES, SUB-SERIES, DEPOSIT, FILE and ITEM with hierarchical
relationship built between them (see the following figure for illustration).

FONDS
SUB-FONDS SUB-FONDS
SERIES SERIES SERIES SERIES
SUB-SERIES SUB-SERIES
DEPOSIT DEPOSIT DEPOSIT DEPOSIT
FILE FILE FILE FILE
ITEM ITEM ITEM

Archival description proceeds from the general to the specific and commences at the top to the
lower levels. Information at the FONDS, SUB-FONDS, SERIES, SUB-SERIES and DEPOSIT
levels is more general than the FILE or ITEM level. Information at the higher levels provides
the context for the lower ones and helps users understand and interpret the content of a file or
item. Information about connected records and material is also given at higher levels.

Users can navigate through the different descriptive levels in CAROL for information relating
to the content and context of archival records. Users looking for descriptive information at a
particular level may use Advanced Search for the desired result.

Interface Attention

CAROL is best viewed at 1280x720 resolution with Firefox 22 or Internet Explorer 8.0 or above.

Search Options



CAROL provides two ways to search the database of archival records:

- Simple Search

- Advanced Search

A. General Information about Search

(1) To provide more relevant Search Results and faster response time, the system has
filtered out prepositions, articles and words with broad or non-specific meaning
according to a stop word list.

(2) Any word(s) and phrase(s) typed in the search box(es) will lead to a search of
information in the following text fields:

(a) Titles, including former title and Chinese titles (if any) of FONDS, SUB-FONDS,
SERIES, SUB-SERIES, DEPOSIT, FILE and ITEM;

(b) Names of the records creators and the immediate source of acquisition (records
transferring agencies);

(c) Administrative or biographical history of the records creators; and
(d) Content description of FONDS, SUB-FONDS, SERIES, SUB-SERIES, DEPOSIT,
FILE and ITEM.

(3) Upper/lower case of word typed does not affect Search Results. Users may enter
"report”, "Report" or "REPORT" as a search term to produce the same search result.

(4) The system allows Boolean operators "AND" or "OR" to combine keywords, and exact
phrase searching.

B. Simple Search

Type a single or multiple keywords or name, with or without year range and/or reference
number in the relevant search box(es) to search archival records.

Keywords ‘
@search ANY Words ~ OsSearch ALL Words ~ CExact Phrase

Search with Synonym [

Name ‘

Year Range From (YYYY) To (YYYY)

Reference Number ‘



http://eams.legco.gov.hk/stopWordsListZoom.aspx

(1) Keywords Search

Field name Search ANY words

(a) User can enter one word or more than one word in this
search box.

(b) If searching one single word, search results will find
record(s) containing the word entered and its variant
forms in the indexed fields. For example, enter report,
records containing 'reports’, 'reported' and 'reporting’,
etc. will be displayed.

(c) If searching more than one word such as council
meeting, search results will find record(s) containing
‘council’, 'meeting' or 'council meeting' as well as their
variant forms including ‘councils’, ‘'councilor',
'‘councilors’, 'meetings’, 'pre-meeting’, 'pre-meetings’,
‘councilor's pre-meeting', etc. in the indexed fields.

Field name Search ALL words

(a) User can enter one word or more than one word in this
search box.

(b) Search results will find record(s) containing all the
words entered and their variant forms in the indexed
fields. For example, enter audit report, records
containing 'audit report', 'audit reports’, 'report audited'
and 'reports audited', etc. will be displayed.

Field name Exact Phrase

(a) User can enter one word or more than one word in this
search box.

(b) Search results will find record(s) containing the
word(s) in exact spelling and order as entered. For
example, enter establishment subcommittee, records
containing ‘'establishment subcommittee' in the
indexed field will be displayed. Records including
words such as ‘establishment subcommittees’,
'establishment sub-committee’ or 'subcommittee
establishment', etc. will not be shown.

(2) Search with Synonym

User can activate Search with Synonym by ticking the check box next to it and enter
one word, more than one word or an abbreviation. For example, enter Provisional
Legislative Council in the Keywords search box, search results will find the matching
synonyms. Records containing 'Provisional Legislative Council’, 'PLC' and
'Provisional LegCo' will be displayed.

(3) Name Search

Enter name, margaret in the Name search box will lead to a search of records with
the exact word ‘margaret’. Enter margaret ng will lead to a search of ‘margaret’, ‘ng’

4



or ‘margaret ng’. Users who wish to search the exact name ‘margaret ng’ should enter
margaret ng in the Keywords search box and select “Exact Phrase”.

(4) Year Range

()

(a) Enter the years, e.g. | 1990 | and | 2001 | in the From and To search boxes

respectively will lead to a search of records created between the year range

(b)

()

specified.

Users can enter the year only in the From | ] search box which will lead to
a search of records created in or after that year.

Enter the year only inthe To [ | search box will lead to a search of records

created in or before t

Reference Number

hat year.

Users can enter a reference number whether it is alphabetic (not case sensitive),
numeric or alphanumeric to conduct a record search. The reference number maybe:

(@) The code assigned to a record prior to its transfer to the LegCo Archives, e.g.:
Reference number for a specific file is MB/CS/9.

(b) The code assigned by the LegCo Archives to a record at any level either in the
LegCo Archives Series (LAS) or the LegCo Manuscript Series (LMS), e.g.:

LegCo Archives Series (LAS)

Reference No.

Level

AF1

(FONDS level)

ASF1 (SUB-FONDS level)

LAS1 (SERIES level)

LASS1 (SUB-SERIES level)

LAS1/1 or (DEPOSIT level directly under SERIES level)

LASS1/M1 (DEPOSIT level directly under SUB-SERIES level)
LAS1/1/1 or (FILE level directly under SERIES-DEPOSIT levels)
LASS1/11 (FILE level directly under SUB-SERIES-DEPOSIT levels)
LAS1/1/1/1 or (ITEM level directly under SERIES-DEPOSIT-FILE levels)
LASS1/1/1/1 (ITEM level directly under SUB-SERIES-DEPOSIT-FILE

levels)

LegCo Manuscrip

t Series (LMS)

Reference No.

Level

MC1 (FONDS level)

MSCA1 (SUB-FONDS level)

LMS1 (SERIES level)

LMSS1 (SUB-SERIES level)

LMS1/1 or (DEPOSIT level directly under SERIES level)

LMSS1/1 (DEPOSIT level directly under SUB-SERIES level)
LMS1/1/1 or (FILE level directly under SERIES-DEPOSIT levels)
LMSS1/1/1 (FILE level directly under SUB-SERIES-DEPOSIT levels)
LMS1/1/1/1 or (ITEM level directly under SERIES-DEPOSIT-FILE levels)
LMSS1/1/1/1 (ITEM level directly under SUB-SERIES-DEPOSIT-FILE

levels)
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C. Advanced Search

Users may broaden or narrow a record search by entering search terms in multiple search
boxes and/or combine predefined search criteria. When more than one search box are
entered, the default is an "AND" search.

Level of Description Select All [ Fonds and Sub-fonds [0 Series and Sub-series [ Deposit [ File and Item
Search ANY Words |
Search ALl Words |
Exact Phrase | Keywords
Search with Synonym O Search
Exclude |
Wildcard |
Name |
Year Range From (YYYY) To (YYYY)
Reference Number |
Security Classification Select All ] open [ Unclassified [ Classified
[-] Material Type [ Agendas [ Minutes of Meeting [J Reports
select All L gills LI Motions LI Research Papers
|| Correspondence Files [_J other Papers I Rules and Procedures
| Hansard |_I Photographs LI sessional Papers
|_J LegCo Briefs I President’s Rulings LI subsidiary Legislation
) LegCo Members [l Questions
[ Others
[-] Access Status O Open [ Partially Open O Closed
Select All

Search Records in Digital Format O

Search | Clear

(1) Definition of Levels of Description
In the context of CAROL:

FONDS

Fonds refers to the whole of the records, regardless of form or medium, organically
created, accumulated and/or used by a single entity, which is usually an organization
or body, corporate or non-corporate, or a distinctive group within the organization or
body, in the course of its functions and activities. Fonds is the highest level of archival
description.

SUB-FONDS

Sub-fonds is a subdivision of a fonds containing related records corresponding to the
administrative or functional sub-division in the originating organization or body, or to
the geographical, chronological or other logical grouping such as major themes.

SERIES

Series contains a group of records arranged according to a filing system or
maintained as a unit as the records relate to a specific function or subject, result from
the same activity, share a particular form or because of some other relationship
arising from their creation, receipt or use, e.g. Minutes of Council Meetings.

SUB-SERIES

Sub-series is a subdivision of a series containing related records corresponding to
the function, subject or activities of the originating series, or to logical grouping of the
records.



(2)

DEPOSIT

For management purpose, records within a SERIES are identified by a Deposit
number, which is allotted consecutively to document the sequential number of times
the records identified under the same series have been transferred to the LegCo
Archives. In most cases, records within a SERIES acquired from the same source by
a particular transfer or have the same physical format and/or access arrangement
form a DEPOSIT.

FILE

File is a unit within a DEPOSIT. It is an organized unit of documents and material
grouped together because they relate to the same subject matter or transaction.
Common physical forms of a FILE include paper file, bound volume, register, photo
album, disks or tapes.

ITEM

Item is the basic unit within a File. It could be a document, a report, a photograph or
any physical object. It is sometimes listed and described to facilitate access and
retrieval as an individual unit. Item is the lowest level of archival description.

Users can select all levels or check a specific level of description by ticking the
appropriate check box.

Keywords Search

Field name Search ANY words

(a) User can enter one word or more than one word in this
search box.

(b) If searching one single word, search results will find
record(s) containing the word entered and its variant
forms in the indexed fields. For example, enter report,
records containing 'reports’, 'reported' and 'reporting’,
etc. will be displayed.

(c) If searching more than one word such as council
meeting, search results will find record(s) containing
‘council', 'meeting' or 'council meeting' as well as their
variant forms including ‘'councils', ‘'councilor',
‘councilors’, 'meetings’, 'pre-meeting’, 'pre-meetings’,
‘councilor's pre-meeting', etc. in the indexed fields.

Field name Search ALL words

(a) User can enter one word or more than one word in this
search box.

(b) Search results will find record(s) containing all the
words entered and their variant forms in the indexed
fields. For example, enter audit report, records
containing 'audit report', 'audit reports', 'report audited'
and 'reports audited', etc. will be displayed.




3)

(4)

Field name

Exact Phrase

(@)
(b)

User can enter one word or more than one word in this
search box.

Search results will find record(s) containing the
word(s) in exact spelling and order as entered. For
example, enter establishment subcommittee, records
containing ‘'establishment subcommittee' in the
indexed field will be displayed. Records including
words such as ‘'establishment subcommittees’,
'establishment sub-committee’ or 'subcommittee
establishment', etc. will not be shown.

Field name

Exclude

(@)
(b)

User can enter one word or more than one word in this
search box.

Search results will find record(s) which does not
contain the word(s) entered. For example, enter
Hansard in the Search ANY Words box and enter
Hong Kong in the Exclude box, only records
containing the word Hansard will be displayed but not
those including 'Hong Kong Hansard'.

Field name

Wildcard

(@)
(b)

User can enter a truncated word or one single word in
this search box.

Search results will find record(s) containing the
truncated word or whole word entered. For example,
enter comm, records containing ‘'subcommittee’,

'subcommittees’, '‘committee’, '‘committees’,
‘communication’, ‘communications’, 'communicating’,
‘community’, ‘communities’, ‘commission’,
‘commissioning’, 'commissioner', ‘commissioners’,
‘commercial’, ‘commerce’, 'recommendation’,

'telecommunication’, etc. will be displayed. Enter
communication, records containing 'communication’,
'‘communications’, 'telecommunication’,
'telecommunications' will be displayed.

Search with Synonym

User can activate Search with Synonym by ticking the check box next to it and enter
a word, more than one word or an abbreviation. For example, enter Provisional
Legislative Council in the Keywords search box, search results will find the matching
synonyms. Records containing ‘Provisional Legislative Council’, ‘Provisional LegCo’
and ‘PLC’ will be displayed.

Name Search

Enter name, margaret in the Name search box will lead to a search of records with
the exact word ‘margaret’. Enter margaret ng will lead to a search of ‘margaret’, ‘ng’



(5)

(6)

or ‘margaret ng’. Users who wish to search the exact name ‘margaret ng’ should enter
margaret ng in the Keywords search box and select “Exact Phrase”.

Year Range

(a) Enter the years, e.g. | 1990 | and | 2001 | in the From and To search boxes

(b)

()

Reference Number

respectively will lead to a search of records created between the year range
specified.

Users can enter the year only in the From| | search box which will lead to a
search of records created in or after that year.

Enter the year only in the To[ | search box will lead to a search of records
created in or before that year.

Users can enter a reference number whether it is alphabetic (not case sensitive),
numeric or alphanumeric to conduct a record search. The reference number maybe:

(@) The code assigned to a record prior to its transfer to the LegCo Archives, e.g.:

reference number for a specific file is MB/CS/9.

(b) The code assigned by the LegCo Archives to a record at any level either in the

LegCo Archives Series (LAS) or the LegCo Manuscript Series (LMS), e.g.:

LegCo Archives Series (LAS)

Reference No.

Level

AF1

(FONDS level)

ASF1 (SUB-FONDS level)

LAS1 (SERIES level)

LASS1 (SUB-SERIES level)

LAS1/1 or (DEPOSIT level directly under SERIES level)

LASS1/1 (DEPOSIT level directly under SUB-SERIES level)
LAS1/1/1 or (FILE level directly under SERIES-DEPOSIT levels)
LASS1/11 (FILE level directly under SUB-SERIES-DEPOSIT levels)
LAS1/1/1/1 or | (ITEM level directly under SERIES-DEPOSIT-FILE levels)
LASS1/1/1/1 (ITEM level directly under SUB-SERIES-DEPOSIT-FILE

levels)

LegCo Manuscri

t Series (LMS)

Reference No.

Level

MCA1 (FONDS level)

MSCA1 (SUB-FONDS level)

LMS1 (SERIES level)

LMSS1 (SUB-SERIES level)

LMS1/1 or (DEPOSIT level directly under SERIES level)

LMSS1/1 (DEPOSIT level directly under SUB-SERIES level)
LMS1/1/1 or (FILE level directly under SERIES-DEPOSIT levels)
LMSS1/1/1 (FILE level directly under SUB-SERIES-DEPOSIT levels)
LMS1/1/1/1 or | (ITEM level directly under SERIES-DEPOSIT-FILE levels)
LMSS1/1/1/1 (ITEM level directly under SUB-SERIES-DEPOSIT-FILE

levels)
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Material Type

Users can search a specific type(s) of archival records and material by selecting one
or more material types in the appropriate check box. At the moment, the following
material types are available for selection:

(a) Agendas;
(b) Bills;

(c) Correspondence Files;
(d) Hansard;
(e) LegCo Briefs;
(f) LegCo Members;

(g9) Minutes of Meeting;
(h) Motions;

(i) Photographs;

(j) President’s Rulings;
k) Rules and Procedures;
[) Questions;

m) Reports;

0) Sessional Papers;
p) Subsidiary Legislation; and

(

(

(

(n) Research papers;
(

(

(q) Others.

Access Status

Archival records of three types of access status are available for search and the
default is to search all types:

(@) Open — users can reserve or order open archival records for viewing at the
LegCo Archives without application.

(b) Partially Open — this indicates that some parts of the records are open to the
public without application but some parts are closed.

(c) Closed — closed records are records not available for public viewing. Classified
records are subject to a maximum records closure period of 50 years and
unclassified records, 20 years after which they will be reviewed to ascertain if
public disclosure is prohibited by law. If access is not prohibited, they will become
open records.

Users can raise an access request for any closed classified or unclassified records
before they reach their maximum closure period at anytime by filling in an application
form and send it to the Access to Information Officer. An access review will be
performed to examine if the requested records could be made available according to
the access policy of the Legislative Council and The Legislative Council Commission.
Classified records are reviewed within 25 years of their existence for declassification
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and those remain classified will be reviewed again every 4 years. More information
on access is available from Open LegCo on the Website of the Legislative Council.

(9)

Circulation Status

Records indicated as "On Shelf" in the Search Results simply means the records are

not being used by other parties. It does not imply that the records are open for public

access. Only records at File or Iltem level that are "On Shelf" (Circulation Status) and

"Open" (Access Status) can be reserved or ordered for viewing by CAROL. As for

closed records, users can request access by application.

Please see below for the details on Circulation Status:

Circulation Status

Explanation

On Shelf File or Item is not being used.
Requested File or Item is unavailable as it is being ordered for viewing.
Ordered File or Item is unavailable as it has been issued for viewing.

Requisitioned

File or Item is being used by the LegCo Secretariat and
unavailable for reservation or viewing.

Under Conservation
Treatment

File or Item is unavailable because of records conservation.

Unavailable

File or Item cannot be reserved or ordered for viewing.

D. Search Results

Search Clear
e — Only "Fle" or "Item" can be added to Basket.
Search Results: 34559 records
File: 34559
Reference

[]No. Level Number  Tite

an File LAS1/1/1 HONG KONG HANSARD - REPORTS OF THE
MEETINGS OF THE LEGISLATIVE COUNCIL OF
HONG KONG - SESSION 1946

2 File LAS1/1/2 HONG KONG HANSARD - REPORTS OF THE
MEETINGS OF THE LEGISLATIVE COUNCIL OF
HONG KONG - SESSION 1947

B File LAS1/1/3 HONG KONG HANSARD - REPORTS OF THE
MEETINGS OF THE LEGISLATIVE COUNCIL OF
HONG KONG - SESSION 1948

R File LAS1/1/4 HONG KONG HANSARD - REPORTS OF THE
MEETINGS OF THE LEGISLATIVE COUNCIL OF
HONG KONG - SESSION 1949

OB File LAS1/1/5 HONG KONG HANSARD - REPORTS OF THE
MEETINGS OF THE LEGISLATIVE COUNCIL OF
HONG KONG - SESSION 1950

e Fie LAS1/1/6 HONG KONG HANSARD - REPORTS OF THE

MEETINGS OF THE LEGISLATIVE COUNCIL OF
HONG KONG - SESSION 1951

Dates

01/05/1946
12/12/1946

09/01/1947 -

29/12/1947

14/01/1948 -

29/12/1948

12/01/1949 -

21/12/1949

04/01/1950 -

13/12/1950

03/01/1951 -

19/12/1951

Reference MNo. - ascending order

Reference No. - ascending order
Reference No. - descending order
Title - ascending order

Title - descending order

[Reference No. - Ascending Order [MINERIEE

w Aﬁ Duplicate
- |On Shelf Open

On Shelf Open

On Shelf Open

On Shelf Open

On Shelf Open

On Shelf Open

-
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(2)

(5)

[]]15 File LAS1/1/15 HONG KONG HANSARD - REPORTS OF THE  04/01/1961-  On Shef Open
MEETINGS OF THE LEGISLATIVE COUNCIL OF | 27/12/1961
HONG KONG - SESSION 1961
[]1e |FAle LAS1/1/16  HONG KONG HANSARD - REPORTS OF THE  17/01/1962 -  |On Shef Open
MEETINGS OF THE LEGISLATIVE COUNCIL OF | 19/12/1962
HONG KONG - SESSION 1962
[z File LAS1/1/17  HONG KONG HANSARD - REPORTS OF THE  09/01/1963 -  (On Sheff Open
MEETINGS OF THE LEGISLATIVE COUNCIL OF | 18/12/1963
HONG KONG - SESSION 1963
118 File LAS1/1/18 |HONG KONG HANSARD - REPORTS OF THE ~ 08/01/1964 -  On Sheff Open
MEETINGS OF THE LEGISLATIVE COUNCIL OF | 23/12/1964
HONG KONG - SESSION 1964
]9 File LAS1/1/19 HONG KONG HANSARD - REPORTS OF THE  06/01/1965-  |On Sheff Open
MEETINGS OF THE LEGISLATIVE COUNCIL OF | 22/12/1965
HONG KONG - SESSION 1965
[]20 File LAS1/1/20 HONG KONG HANSARD - REPORTS OF THE  05/01/1966 -  |On Shef Open
MEETINGS OF THE LEGISLATIVE COUNCIL OF | 21/12/1966
HONG KONG - SESSION 1966
1

Add to Basket Page /1728 ©°

Search Results provide information on the archival records that match the input
search criteria. Each search result shows the level of description, reference number,
title, date (e.g. inclusive years), circulation status, access status and duplicate (if
applicable) of the records found. If no record is found, the system will show: Search
Results: 0 record(s).

Users can click the reference number of each record to view the detailed information
about the record.

Users can sort the Search Results by reference number or title in ascending or
descending order and select the number of Search Results to be displayed on each
page from the pull down boxes at the top right corner of the Search Results list.

To navigate the list of Search Results, use the navigation button at the bottom of the
list.

To move sequentially back to the previous or to the next 10 pages of the Search
Results, click the [ ... | buttons. Clicking the and buttons will display the first
and last page of Search Results respectively. To navigate directly to a specific page
in the Search Results, enter the page number in the text box and click .

View Archival Records

Users must register for a Login ID to reserve and/or order archival records for viewing. Archival
records are available for viewing only at the LegCo Archives. Users can reserve archival
records for viewing on a selected date using the computer workstations at the LegCo Archives
or via Internet access.

A. Registration for Login ID

(1)
(2)

3)
(4)

Registration should be done at the LegCo Archives and applicants must show valid
identification (ID card or travelling document).

Public Users register online at the LegCo Archives by completing the Registration
form.

Click from the menu bar of CAROL to register for Login ID.
Fill in the required fields on the online registration form and click .
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(5) Archives staff will verify the applicant's personal identity information.
(6) The login account will be activated immediately.

B. Whylogin?

Users must log in to reserve and/or order archival records for viewing as well as to access
View User Profile, Order Archival Records and Manage Reserved Records. Other
actions, such as searching, browsing CAROL or viewing digital records online, do not
require log in.

C. Forgot Login ID

If users forget their login ID, they should contact the LegCo Archives immediately at Tel.
No.: 3919 3448 or Email: archives@legco.gov.hk.

D. Forgot Password

(1) If users forget their password to login CAROL, click [Forgot Password at the login
page.

(2) Enter Login ID and registered email address. Click . A new password will be
sent to Users' registered email address.

E. Change Password

(1) To change password, login CAROL and select Change Password from menu bar.
(2) Enter old and new passwords. Then, click .

F. View User Profile

After login, users can select |View User Profile\ for their profile. To update personal
information, contact the LegCo Archives at Tel. No.: 3919 3448 or Email:
archives@legco.gov.hk.

G. Your Basket

(1) Users can select only records at "File" or "ltem" level by ticking the check box next to
the required entries with or without login. Click |Add to Basket] to save the selected
records for further action such as reservation or order for viewing. Users must Login
to reserve or order selected records that are "On Shelf' (Circulation Status) and
"Open" (Access Status).

(2) Users have to save the selected records page by page if the Search Results list is
more than one page.

(3) Up to 100 records can be added to Basket at one time.

(4) All saved records in Your Basket will be kept until users logout from CAROL or close
the window.

H. Reserve Archival Records
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(5)

(6)
(7)

Users can reserve records for viewing on a specific date at the LegCo Archives
computer workstations or via Internet access. Simply login CAROL, add the selected
records to Basket and then click Reserve.

Users can reserve up to 12 archival records per day.

Only records at "File" or "ltem" level that are "On Shelf" (Circulation Status) and
"Open" (Access Status) can be reserved.

Users can tick the check box next to the required entries. Choose a viewing date
after selecting by clicking the empty box next to Viewing Date.

Choose a suitable date from the pop-up calendar (the Archives is closed on
Saturdays, Sundays and public holidays). The viewing date should be the day or
within 30 days from the day the records are reserved.

Users click to complete the reservation procedure.
An icon & wil appear next to "On Shelf" (Circulation Status) which indicates the

records reserved. To change the viewing date or delete all or some of the reserved
items, users may click the icon which will link to Manage Reserved Records.

I.  Manage Reserved Records

(1)

Users can change the viewing date by login CAROL and click the
IManage Reserved Records|from the menu bar.

The system will display the selected viewing date(s).

Click the link of the original viewing date and change it by selecting a new viewing
date from the pop-up calendar. Click to complete the procedure.

Users may also cancel any of the reserved records by selecting the record(s) and

click Delete|.

J. Order Archival Records

(1)

(2)

After login, users can search and order archival records at the LegCo Archives without
reservation.

Users select the required records from the Search Results by ticking the check box
next to the records and click |Add to Basket.

From the Basket, users can select up to 6 records for viewing at one time by ticking
the check box next to them and click .

Only records at "File" or "ltem" level that are "On Shelf" (Circulation Status) and
"Open" (Access Status) can be ordered for viewing.

If users have reserved records, simply login CAROL and click
lOrder Reserved Records| from the menu bar to confirm the order.

Users must agree to comply with the Legislative Council's policies and rules and the
laws of Hong Kong in accessing, copying and using records and material issued by
the LegCo Archives by ticking the "l agree" check box and click to complete
the Order procedure.

Updated on 3 July 2023
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