A QUICK GUIDE TO SEARCHING

The search or query form allows for a broad range of simple searches and compound searches in
a user-friendly format. You can search any of the following fields:

Index Description Example
1. Author author of item McDonald, Dora
(last name, first)
2. Title title of an item Letter to Wyatt Tee Walker
3. Dates dates associated with item  3.25.1965; 1-1-61
4. Topics (See standardized list) subject words Prayer Pilgrimage
5. Archive Locations location of originals Boston University
Codes codes for locations MLKP
Physical Locations location within an archive ~ Box 34
6. Names person associated with item  Lewis, John
7. Organizations associated organization Morehouse College
Author Affiliation author’s organization Nation of Islam
8. Places city, state, foreign country  Atlanta
9. Document ID date-based ID number 610208-007 (see below)
10. Volume status of item
Published in volume InVol. 5
Published in volume calendar Cal 6
11. Genre (See standardized list) type of document photo
12. Other Titles Titles in document Human Nature and Conduct
Romans 7:9
13. Document Description Codes
Write Codes How item is written Typed (T)
Type Codes Type of document Letter (L)
Version Codes Version of document draft (d)
Signature Codes How an item is signed Initialed (1)

(Clicking on Code Descriptions offers explanations of each descriptor code. Enter codes in order
of significance. See Code Descriptions)

Document ID Numbers:

The Document ID is an identification number created by OKRA based on the document's
date. The ID number is in the format YYMMDD with three further digits appended at the
end to maintain organization among documents created on the same day. For example if
the number 620303-004 represented a letter, it would have been written on March 3, 1962.
Please use the ID number in communication with the Joint Project institutions to identify
documents.

TO BEGIN SEARCHING: Select the number of records that you would like to view on one
screen (50, 100, or 200) then type your search in the appropriate field. (For example, in the
Author field, you might enter Abernathy, Ralph) Click Submit Query to see the results. A list of
records will appear in the default brief format. To see records in full, click their document ID.



If you would like to return to the complete list after viewing a record, simply click Back to List.
To start a new search, click Clear All.

To search for all items created on a date, you can broaden your search by typing the following:
Note: the truncation signifier in Okra is an asterisk (*).
620303*
This will elicit a list of all documents created on March 3, 1956
You could also see all the documents created in March 1956 by typing 5603*, or all the
documents created in 1962 simply by typing 56*.
This method can also be used to search for names: to search for Ralph Abernathy, type Aber*.

COMPOUND SEARCHES: Searches can be narrowed by combining more than one index. If
you were searching for correspondence written by Fred Shuttlesworth to King, for example, you

would type the name "Shuttlesworth™ in the Author field and the name "King" in the Names
field.

Some fields have drop-down menus with choices to help you search. Other fields have a choice
browser. If you click on the Browse Choice button, you will be presented with a list of terms that
have been entered for that field. Scroll down or type in a search term to find the item for which
you are searching. Highlight that item and then click on Paste to automatically enter it into the
appropriate field. You may also click the button to the left of each field to alter
inclusion/exclusion of criteria in your search.

Help for Searching Online King Records Access (OKRA) Database

americans abroad finds records with "americans" and
Phrase "abroad" side-by-side with "americans" preceding
"abroad."

americans & abroad finds records with both
"americans" and "abroad" with "americans" and
"abroad" occurring anywhere in the field being
searched.

& Boolean AND

americans / abroad finds records with either

/ Boolean OR |, . wom "
americans" or "abroad.

. | - . n H n
| Boolean NOT americans ! abroad finds records with "americans" but

not "abroad."
. american* finds records beginning with "american,"
* Wild Card . : S
such as american, americans, americanization.
Dates 1999 finds all dates for the year 1999.
2000:2002 finds all records for the years 2000, 2001,
Date Range

2002.




