
PART 2 
SEARCHING AND UPDATING 

2.1 SEARCH AND UPDATE RECORDS  

VITA offers a number of ways to quickly find and update specific records in your collection.  

Links to advanced search screens for finding specific records in your collection, public and non-
public, can be found on the main menu. Simply click on a link for access to that screen: 

 

2.2 PROOFLIST  
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The Prooflist links to a results set of everything in the agency’s collection, ordered last added first, 

public and non-public. This list is generated from the index: 

 

 

To access any record in the prooflist, simply click on it. 
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2.3 TOP 100 RECORDS  

 
The Top 100 is a list of record titles, ID nos. and date added timestamp for the last 100 records 
added to the collection. Allows for fast navigation to recent additions and also to check for 
records not showing in results sets to make sure that they were added to the database. 

 

 



4 

2.4 RECORD ID 

 

The Record ID is a quick way to navigate to a specific record using its ID number (as seen in 
Data Management record screens.) This is the record ID assigned by VITA during upload, not 
the Local Identifier you add to the record as assigned by your agency (search Local Identifier 
through the Advanced Search screen in Data Management).  

The Record ID can be located in the Descriptive Data Screen, right beside the Title: 

 

You can also locate the Record ID by going to Top 100 Records Link. The ID can be identified in 
brackets beside the Title - or Date if one has been assigned: 

 

Once you have located the ID, simply type it into the Record ID field and click on go: 
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