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A Guide to Adding or Editing your Archive to the Archives Directory 
 
The Hampshire Archives Trust website has a directory of archives which is meant to serve 
as a single point of reference for those interested in and looking for archive materials in 
Hampshire. There are so many archives which are lovingly maintained and preserved for 
future generations, mostly by volunteers across Hampshire. By recording your archive on the 
Hampshire Archives Trust website, you help share these records, which are so important in 
deepening our understanding of Hampshire's history and culture. 
 
This guide takes you through each step of adding your archive. You do not need to be a 
member of the Hampshire Archives Trust in order to register your archive on the website.  
 
There’s a video guide and written instructions below. 
 

 
 
 
If you would like to add or edit a listing, then visit our Archives Directory page, where you will 
find a button to do this. 
 

 
 
When you click the button, unless you are already logged in, you will be taken to a login 
page. 
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https://hampshirearchivestrust.co.uk/wp-content/uploads/2026/02/Rachel%20O_Reilly_s%20Video%20-%20Feb%2013,%202026.mp4
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If you already have login details, you can log in here. Otherwise, you should click on the 
“Register here” link below the login fields in order to register. 
 

Registering 
 
You need to be a member of a Hampshire organisation and acting on behalf of that 
organisation in order to be eligible to register your archive. To register you will be invited to 
complete some information, such as your name, email and organisation - see below. This 
will generate an email to the Trustee here who manages approvals and they will review your 
information and approve or deny your request. We will aim to do this within 24 hours of 
receipt. Naturally, this is simply to ensure we approve real people (not bots) who are 
interested in listing their archive. 
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Once your registration has been reviewed and approved, you will receive an email 
confirming this and a link to set a password. Once you have done this, you will be able to 
revisit the Directory page and click the Add/Edit an Archive button, which will take you back 
to the login page to add or edit an archive listing. If you log in here, you will be taken to the 
page where you can begin to either edit an existing archive or add a new one.  
 
If you are also a paid-up Hampshire Archives Trust Member (which isn't essential for this), 
once logged in, you will be able to access the same page for adding or editing an archive 
listing from your Members Dashboard (it’s a menu item on the right-hand side) too. 
 

 
  

Adding an Archive  

The first step in adding an Archive is to choose the listing category that best reflects the 
archive that you hold. This will help visitors to the website in searching for archives that are 
of particular interest to them.   
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Once you’ve chosen the listing category then click on the “Next” button. 
 
You will then be invited to provide a set of information relating to you and your archive, 
including a title, a description, contact details for the contact person (which may or may not 
be yourself), a web address, and information about viewing the archive eg “our archive can 
be viewed on our website”. 
 
 
 
 
 
Please note that we publish the contact name and telephone number if you supply one. We 
also provide a map that identifies the archive's location postcode, but we do not publish the 
email or postal address. If site visitors wish to contact the “contact person” by email, then 
they will complete the contact form at the bottom of the listing page, and this will be 
forwarded to the contact person. 
 
You will also be invited to upload an image.  
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This is an important part of making your listing easy to spot and distinctive so please do add 
one. The ideal image would be a standard landscape-shaped image rather than a 
portrait-oriented one. It will also need to be less than 8MB in size. 
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Please note that once you have picked the image, you will need to wait a little while the 
image to upload. It may seem like nothing is happening for a few seconds, so please be 
patient and wait until the image you picked appears as a thumbnail and do not hit the 
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“complete listing” button until this has happened; otherwise, your image will fail to appear 
with your listing. Once you see the thumbnail image appear you will also see that you can 
add a caption. 
 
Once you have added all of your information, you can click on the “complete listing” button at 
the bottom of the page. 
 
Your listing is now complete. 
 

Encountering Problems? 
 
If you still experience any problems adding your listing, please use the contact form on the 
Hampshire Archives Trust website's contact page 
(https://hampshirearchivestrust.co.uk/contact), selecting the option for encountering 
difficulties when submitting an archive. 
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