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Abstract 
 
While online tutorials are a common feature of library information literacy programs, 
they remain uncommon for archival and special collections settings. This article 
describes the development and implementation of online tutorials at the L. Tom Perry 
Special Collections at Brigham Young University. It reviews the two tutorial series 
created by the department—one to address the needs of student employees, and the 
other of researchers—and examines the benefits and difficulties of using such tools in a 
special collections and archival setting. 
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Manuscripts curators and archivists in the L. Tom Perry Special Collections at Brigham 
Young University have two distinct roles related to students: supervising student 
employees who prepare manuscript and archival materials for research use, and 
providing outreach and instruction to students about the materials in their care. In both 
of these roles they provide detailed instruction, helping students to understand how 
archives function so that students can meet their objectives as either employees or 
researchers. In the case of student employee training, this instruction is often seen by 
staff members as a challenging, labor-intensive effort to be completed by the archivist or 
curator independently amidst their other professional responsibilities. For student 
researchers, instruction is also somewhat limited due to either the natural constraints of 
course-based class visits to the repository or the transactional focus of an orientation 
interview. 
 
In order to explore the issues surrounding student researcher orientation and 
instruction, between 2010 and 2011 the authors taught a full semester course on 
archives and archival research through the university’s honors program. The major aim 
of this course was to prepare students to successfully use archival collections held in 
special collections repositories, including not only procedural information but a 
conceptual background in archival practices. While this was a rewarding and largely 
successful exercise, it was clear that this level of effort was neither time-efficient nor 
sustainable. Teaching the course convinced the authors of the need for improved 
student training on archival concepts, and led us to investigate using online tutorials for 
sharing this information to a wider audience. 
 
Around the same time the authors also began to develop online tutorials as a way to 
simplify and standardize training for student employees. By providing the tutorials to the 
curators the authors hoped to reduce the demands on curators’ time, while allowing 
greater flexibility for new student employees to complete training on archival processing 
and tools. The use of common training tools also served to make the instruction, 
particularly in the area of descriptive standards, more uniform across the department.  
 
This article examines the development and implementation of these two series of online 
tutorial videos aimed at addressing the needs identified for improved student employee 
training and student researcher orientation. 
 

Literature Review 
 

Online tutorials have become a widely accepted tool for library information literacy and 
instructional programs, although cited adoption rates vary significantly with Yang (2009) 
finding 33 percent adoption (p. 686) and Barry (2005) identifying 60 percent adoption (p. 
16). According to S. L. Thornes (2012), by making this training available on the Web, 
librarians have been able to expand their reach to meet the needs of distance learners 
and those requiring additional flexibility in their learning. Lindsay, Cummings, Johnson, 
and Scales (2006) have noted that while instructional tutorials have often been 
developed as supplementary materials for face-to-face sessions, some librarians are 
beginning to suggest that online instruction is now coming of age. According to Shiao-
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Feng Su and Jane Kuo (2010), “librarians should contemplate taking a stride forward 
and focusing on designing and developing web-based tutorials towards supplanting in-
class library literacy instruction” for Millennial generation students (p. 327). 
 
The development of online tutorials provides significant benefits for librarians, as well as 
for the students and researchers that use them. Michael (2008) has stated that for 
librarians these include the potential for reducing the time needed for providing training, 
while making the training session content “uniform, reviewable, and standard” (p. 75). 
Sachs, Langan, Leatherman, and Walters (2013) have written that students also favor 
the use of instructional tutorials as they are seen as “accommodating their preferred 
learning styles, using interactive learning, multimedia components, and nonlinear 
content” (p. 7). However, tutorials do require ongoing maintenance by library staff to 
prevent obsolescence as systems or interfaces change, as noted by Anderson and 
Mitchell (2012). 
 
In order to create tutorials that meet the instructional goals of librarians and the learning 
methods of students, the library community has identified a number of best practices. 
Based on usability research, Bowles-Terry, Hensley, and Hinchliffe (2010) 
recommended that video tutorials be kept brief and modular, with internal navigation 
allowing users to skip to content relevant to their information needs. They also 
suggested that the content be provided in multiple modalities, including text. Anderson 
and Mitchell have also highlighted the benefits of designing tutorials as a series of 
clearly navigable modules, and recommended that the tutorial content be conceptual as 
well as procedural. They pointed out the need for integrating quizzes or other interactive 
assessments to measure the effectiveness of the tutorials themselves. Reece (2005) 
reported the need for a conceptual focus and subsequent assessment. 
 
While online tutorials have been widely adopted by the library community, their adoption 
has been somewhat slower in archival repositories. In a 2002 survey of institutional 
websites, Katte (2002) found that none of the repositories had developed tutorials, 

though by 2008, Krause reported that this percentage had risen to 20 percent of 
institutions. In a separate survey of online tutorials that Krause conducted with Yakel 
(Krause, 2008), they also discovered that “the majority of them [the tutorials] were 
informational rather than instructional, and not one contained an evaluation component 
to measure the effectiveness of the tutorial itself” (p. 257-258). 
 

Meeting Training Needs 
 

The L. Tom Perry Special Collections began the process of standardizing training for 
student employees and curators in 2002 when author Gordon Daines was asked to 
produce a processing guide aimed at students and new employees. The processing 
guide prepared by Daines (2002) detailed the tools and standards used for preparing 
archival and manuscripts collections for use by the research public. It was meant to be 
used by curators to aid them in training newly hired student processors. The processing 
guide was updated in 2003 and again in 2004 as new tools were adopted by the L. Tom 
Perry Special Collections. Although these tools were introduced to standardize the work 
of curators and students, student training remained the purview of the curators and 
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varied from curator to curator. In 2007, the department adopted the Encoded Archival 
Description Best Practices Guidelines (EAD BPG) that had been developed by the Utah 
Manuscripts Association (2007) and in 2008 the department adopted Describing 
Archives: A Content Standard (DACS)(2004). In-person trainings were provided to staff 
and student employees to help them apply both the EAD BPG and DACS to their work. 
The introduction of DACS marked the first time that content standards were applied to 
finding aids—the primary work of student employees. This created a greater need for 
uniformity and standardization in their work, necessitating the creation of a 
standardized, department-wide training program. The training program was under the 
direction of Gordon Daines, Assistant Department Chair—Manuscripts, and Cory Nimer, 
Manuscripts Cataloger. It marked the beginning of a move away from direct curatorial 
responsibility for student training. In 2009, the scope of the departmental training 
program was expanded as Daines and Nimer provided on-site training on both DACS 
and the EAD BPG to sister institutions Brigham Young University-Idaho and Brigham 
Young University-Hawaii. 
 
Following the training at Brigham Young University-Hawaii, authors Daines and Nimer 
began exploring more cost-effective ways to provide distributed, asynchronous training 
for both sister institutions and for the staff at their institution. In order to meet the 
immediate need, the authors decided that the training PowerPoints that were used 
could be modified to become tutorial videos. The in-person trainings were comprised of 
two parts: 1) a definition and description of archival processing, and 2) application of the 
archival content standard Describing Archives: A Content Standard (2004). It was 
decided that the tutorial videos that Daines and Nimer would create would also cover 
these two topics.  
 
One set of tutorials would describe archival processing and the activities necessary to 
successfully prepare archival and manuscript materials for research use. Another set of 
tutorials would explain how to apply the descriptive rules found in DACS to create 
archival finding aids. Daines and Nimer drafted the scripts for the tutorials and reviewed 
them with departmental personnel as well as several student employees. The tutorials 
were then recorded by Daines and Nimer in Daines’ office using the Camtasia Studio 
software1 and were mounted to a password protected website (see Figure 1). Each of 
the tutorials was accompanied by a short quiz to evaluate how well student employees 
were learning the concepts explained in the tutorials. The quizzes were created and 
managed using a tool called ProProfs.2 
 

 

                                                           
1
 More information about Camtasia Studio is available at http://www.techsmith.com/camtasia.html. 

2
 More information about ProProfs is available at http://www.proprofs.com/. 

http://www.techsmith.com/camtasia.html
http://www.techsmith.com/camtasia.html
http://www.proprofs.com/
http://www.proprofs.com/
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Figure 1. Initial website for student training tutorials. 
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The tutorials quickly became an integral part of the department’s processing staff 
training program. Students were required to watch or review the online presentations 
according to a set schedule, and complete the associated quiz. ProProfs gathered 
statistics on the skills or concepts with which employees were struggling. In-person 
training sessions were then held, with the content of the sessions tailored by Daines 
and Nimer to meet the student employees’ specific needs. 
 
Tutorial Development with iLearning Library Services 
 
In 2011, several developments in the department necessitated the updating of the 
training tutorials. Daines and Nimer initially considered updating the tutorials themselves 
using the process described above due to its simple and cost-effective manner. 
However, this plan changed when Daines and Nimer became aware of the Harold B. 
Lee Library’s iLearning Library Services tutorial creation program. The authors felt that 
their training tutorials could benefit from this specialized service. Daines and Nimer 
developed a two-part proposal: the first part included a series of modules for internal 
student employee training to replace the earlier tutorials that were created in 2009, as 
well as a second part for a new tutorial series to introduce student patrons to doing 
research in the L. Tom Perry Special Collections. The formal proposal was submitted to 
the iLearning Library Services Board (Harold B. Lee Library, 2011) for review and 
prioritization. The Board approved the project and work on project definition began in 
May 2011. 
 
iLearning Library Services uses a formal project management process to manage their 
projects. The first step in their process is the creation of a Project Definition Document 
(PDD). The PDD consists of three main components: 1) a project objective statement, 
2) a constraint matrix, and 3) project deliverables. The project objective statement 
defines the scope of the project as well as the anticipated completion date. The 
constraint matrix indicates what is the most and least flexible regarding scope, 
schedule, and resources. The project deliverables describe in detail what the end 
results of the project will be. 
 
Early in the process of creating the PDD it was decided to split tutorial development into 
two separate projects. The first project focusing on the internal student employee 
training tutorials would be called Understanding Archival Arrangement and Description 
(UAAD). The second project centered on the public-facing tutorials would be called 
Understanding Archives and Special Collections (UASC). 
 
The UAAD project will be used to illustrate the process that was followed for both 
projects. The most important component of the PDDs was the development of concrete 
project deliverables. The UAAD PDD specified that the major deliverables were 22 
tutorials varying in length between 5 and 10 minutes long. The videos were grouped in 

three categories: processing3 in the L. Tom Perry Special Collections, tools used during 

processing, and application of Describing Archives: A Content Standard. Daines and 

                                                           
3
 Processing refers to the steps taken to prepare archival and manuscript collections for research use. 
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Nimer were each assigned 11 tutorials for which to develop scripts; a deadline of the 
end of July 2011 was set for script development. The tutorials were meant to be 
modular in nature so that student employees could easily return to specific topics if they 
needed to review them. The scripts were heavily based on the original trainings, 
focusing on explaining what was expected of student employees and why things were 
done a certain way in the department. Completed scripts were then sent to iLearning 
Library Services for review. This initiated a process of revision that continued until the 
scripts were deemed ready for production. The major focus of the revisions was the 
removal of jargon and other technical terms used by archivists so that new student 
employees would be able to more quickly grasp what they were being asked to do.  
 
Once the scripts were approved, the iLearning Library Services began production of the 
tutorials. The authors were asked to review the tutorials as they neared completion to 
make sure that they met expectations. As the tutorials were approved, they were 
uploaded to the L. Tom Perry Special Collections YouTube channel 
(http://www.youtube.com/user/LTomPerrySC). The UAAD project was completed in 
June 2012 and work began on the UASC project. A similar iterative process of script 
development and tutorial production was followed for the UASC project. The content of 
the UASC videos was based on material covered in the basic introduction to Special 
Collections presentations used for a variety of classes. The UASC project was 
completed in March 2013.  
 
The UAAD and UASC projects had very different project goals and aims. The following 
sections examine the goals of each project and the outcomes related to these goals. 
 
Understanding Archival Arrangement and Description Project 
 
The primary goal of the Understanding Archival Arrangement and Description (UAAD) 
project was to streamline the training of departmental staff involved in the processing of 
archival and manuscript collections. It also aimed to enable the customization of training 
sessions to meet specific, recurring issues in understanding how to apply departmental 
policies and procedures. The UAAD project aimed to accomplish this through the 
creation of a module-based series of short video tutorials that would introduce student 
staff to archival processing in the L. Tom Perry Special Collections, to the department 
application of Describing Archives: A Content Standard, and to the various tools used in 
archival processing (see Figure 2). The tutorials were accompanied by a series of 
related quizzes to test how well staff members understood the concepts taught through 
the tutorials.  
 

http://www.youtube.com/user/LTomPerrySC
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Figure 2. Introduction to processing tutorial in YouTube. 
 (Retrieved from http://bit.ly/SkA6qR)  
 

http://bit.ly/SkA6qR
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To accomplish the goals of the project, the tutorial videos and quizzes were embedded 
in a semester-long training program that every processing student, intern, or volunteer 
is expected to attend. Curatorial staff is also strongly encouraged to attend the trainings 
as well. The results have been very encouraging. At the beginning of each semester a 
schedule of training topics is distributed to departmental processing staff (see 
Appendix). The schedule describes the order that training topics will be discussed as 
well as the due dates for viewing related tutorial videos and completing the associated 
quizzes. Daines and Nimer initially ran the training program, but responsibility for the 
program was given to the Collection Management group during the 2013 Fall Semester.  
 
Training instructors use the quiz results to tailor each training session to the specific 
needs of the participants. The topics needing emphasis vary from semester to semester 
but typically include issues with applying DACS to specific material types as well as 
developing greater capacity with the tools used in archival processing. The ability to 
customize the trainings based on specific needs is one of the biggest benefits realized 
from the use of the tutorial videos. 
 
The seamless transfer of responsibility for the training program was an unexpected 
benefit that is a direct result of the creation of the video tutorials. The consistent use of 
the video tutorials (both the tutorial videos created by Daines and Nimer as well as the 
UAAD project tutorial videos) from 2009 to the present has fostered a standardized 
approach to archival processing in the department. This standardization enabled the 
department to task the Collection Management group with the review of all descriptive 
outputs to ensure that they were compliant with national and departmental best 
practices. It was a natural step to give the Collection Management group responsibility 
for training. While it seems that the use of the tutorial videos has been highly successful 
in meeting the original goals, the authors continue to look for additional ways to improve 
the training program. 
 
Understanding Archives and Special Collections Project 
 
Once the UAAD series was completed and instituted for the departmental staff, 
preparations began for the Understanding Archives and Special Collections (UASC) 
tutorials. These tutorials are for the Special Collections reference specialists and 
curators to use in teaching orientation sessions to students and other potential 
researchers prior to their arrival in the repository. A series of four videos sought to cover 
basic information about the repository, including the administrative tasks associated 
with using the repository. A review of discovery tools for identifying and locating special 
collections and archival materials, handling of fragile materials, and the evaluation of 
these materials was also included.  
 
The videos were again developed modularly, providing focus in presentation and 
flexibility in their use. Among the learning outcomes were technical skills such as 
gaining familiarity with research tasks and repository procedures, but also conceptual 
elements such as understanding the methods and impact of curators and archivists in 
preserving and interpreting information artifacts. The tutorials were meant to be viewed 
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in sequence and were made available in a playlist, though they could also be accessed 
selectively based on the needs of instructors and students (see Figure 3). 
 

 

Figure 3. YouTube playlist for UASC video series. 
(Retrieved from http://bit.ly/1oDBMK3)  
  

Based on the experience with UAAD, the authors hoped that using the UASC videos 
would shift the focus of instruction sessions. As described by Nimer and Daines (2012), 
due to the short time available during class visits, such visits are often reduced to 
providing an overview of the repository’s holdings, a “show-and-tell” session, and a tour 
of the reading room. The authors expected that implementing the tutorials would provide 
greater time for discussion of foundational principles and direct engagement with the 
materials themselves. 
 
The video tutorials in the UASC series were completed in March 2013, and steps were 
taken to encourage their use by curators and teaching faculty in their instructional 
efforts, including publishing links to the tutorials on the departmental website, sharing 
the information with the reference staff, and discussing the tutorials in department 
meetings. However, based on YouTube use statistics and anecdotal evidence, the 
video tutorials remain underused. An additional issue for this series is the lack of 

http://bit.ly/1oDBMK3
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assessment tools, making it difficult to determine how students are engaging with the 
content. 
 

Conclusion 
 

While the development and implementation of online tutorials has generally been 
successful, significant work remains to improve their usefulness. The use of the UAAD 
tutorial series has allowed us to standardize application of descriptive standards, and 
improved training on the tools used in the department’s processing workflow. However, 
continuing work is needed to maintain the tutorials' content, and, in the case of UASC, 
to integrate the videos more closely into orientation sessions and university courses.  
 
The need to update the UAAD tutorial videos has forced us to confront the issue of the 
long-term sustainability of the project. The quality of the training tutorials improved 
significantly with involvement of iLearning Library Services in their creation. However, in 
early 2014 the decision was made that iLearning Library Services would no longer 
create tutorials with an internal focus, meaning they are not available to help update the 
tutorials. Daines and Nimer are currently considering options for updating the tutorials 
based on the move to ArchivesSpace, an archival content management system, and the 
implementation of the second edition of DACS. The authors plan on following the 
iLearning Library Services process used to prepare the tutorial scripts to ensure that the 
resulting tutorials meet the needs of the target audience. There are two options 
available to create new tutorials: 1) create the tutorials using Camtasia, or 2) see if there 
is another unit on campus that could help with the tutorial creation. Regardless of which 
option is selected, the tutorials will be updated and made available to the student 
employees. The authors will also face this challenge with the UASC tutorials in the 
future as library discovery tools and forms change. 
 
There is also a need for improved assessment and integration into course instruction. 
For the UASC tutorials in particular, information about the tutorials needs to be shared 
more broadly with the teaching faculty. For courses that already visit Special 
Collections, viewing the tutorials prior to an on-site instruction session will provide 
background prior to an instruction session, while for other courses the tutorials are an 
optional resource for discovery instruction. The inclusion of an assessment instrument, 
either using ProProfs or another tool, would provide valuable feedback both to the 
student and to the repository.  
 
Despite these ongoing challenges, the repository has benefitted greatly from the 
implementation of the tutorials. It is hoped that the authors will be able to adapt the 
trainings to include new information as it becomes available and to respond to changing 
standards. Based on the experience thus far, the positive response to the tutorials from 
student employees and student researchers will make the effort necessary to adapt the 
tutorials well worth the effort.  
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Appendix 

Understanding Archival Arrangement and Description (UAAD) Training 

Videos 

The training videos for archives are available at: 

http://www.youtube.com/user/LTomPerrySC/videos. The processing and tools training 

videos should be watched in the following order: 

● Introduction to Processing 

● Levels of Processing 

● Guidelines for Processing 

● Preliminary Work 

● Physical Processing 

● Tools Overview 

● Archival Identifiers 

● ProcessMaker 

● Archivists’ Toolkit: Accessioning 

● Archivists’ Toolkit: Resources 

● Archivists’ Toolkit: Names  

The Describing Archives: A Content Standard (DACS) videos should be watched in the 

following order: 

● Principles and Theory 

● Creators 

● Titles 

● Dates 

http://www.youtube.com/user/LTomPerrySC/videos
http://www.youtube.com/user/LTomPerrySC/videos
http://www.youtube.com/user/LTomPerrySC/videos
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● Physical Description 

● Biographical and Administrative Histories 

● Scope notes 

● Required Notes 

● Mandatory when applicable Notes 

● Name Authorities 

● Subjects 

Understanding Archival Arrangement and Description (UAAD) Training 

Schedule Winter 2013 

The UAAD training schedule is as follows: 

January 10:      Introduction 

January 24:      Processing and Tools (all of the processing and tools videos should 

have been watched by this date) 

February 7:      Principles and Theory (the Principles and Theory video should have 

been watched by this date) 

February 21:    Creators/Titles (the Creators and Titles videos should have been 

watched by this date) 

March 7:           Dates/Physical Description (the Dates and Physical Description 

videos should have been watched by this date) 

March 21:         Biographical and Administrative Histories/Scope Notes (the 

Biographical and Administrative Histories and Scope Notes videos 

should have been watched by this date) 
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March 28:         Notes (the Required Notes and Mandatory when Applicable Notes 

videos should have been watched by this date) 

April 11:             Name Authorities/Subjects (the Name Authorities and Subjects 

videos should have been watched by this date)  

Quizzes: There are quizzes associated with a number of the videos. The quizzes need 

to be completed by 5 pm on the following dates: 

January 21:      Quizzes associated with Processing and Tools 

February 4:      Quiz associated with Principles and Theory 

February 18:    Quizzes associated with Creators and Titles 

March 4:           Quizzes associated with Dates and Physical Description 

March 18:         Quizzes associated with Biographical and Administrative Histories 

and Scope Notes 

March 25:         Quizzes associated with Required Notes and Mandatory when 

Applicable Notes videos 

April 8:               Quizzes associated with Name Authorities and Subjects 

 

The UAAD training series is mandatory for all processing and workflows 

students. If you need to be excused from a training, contact Gordon Daines 

(gordon_daines@byu.edu) or Cory Nimer (cory_nimer@byu.edu).  

  



 

Journal of Library Innovation, Volume 6, Issue 1, 2015                          91 
 

 

 

Cory L. Nimer is the University Archivist in the L. Tom Perry Special Collections at 
Brigham Young University. 
 
J. Gordon Daines III is Supervisor of Reference Services in the L. Tom Perry Special 
Collections at Brigham Young University. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
©2015, C. L. Nimer & J. G. Daines. Journal of Library Innovation is an open access 
journal. Authors retain the copyright to their work under the terms of the following 
Creative Commons license: Attribution-Noncommercial-No Derivative Works 3.0 (United 
States) http://creativecommons.org/licenses/by-nc-nd/3.0/us/ 
 

http://creativecommons.org/licenses/by-nc-nd/3.0/us/

