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REQUESTS FOR THE COMMUNICATION OF ARCHIVE DOCUMENTS 

Instructions 
 

SO THAT YOU CAN DRAW UP YOUR REQUESTS, A DICTIONARY OF REFERENCE NUMBERS IS AVAILABLE NEAR EACH 

ORDER TERMINAL 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

THIS TERMINAL ENABLES YOU TO MAKE YOUR COMMUNICATION REQUESTS. 
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PUT YOUR READER CARD IN THE BOX ON THE RIGHT OF THE COMPUTER  

 

YOU WILL THEN BE ASKED TO ENTER THE FIRST 4 LETTERS OF YOUR NAME 
 

YOU ARE NOW IDENTIFIED AND CAN ASK TO CONSULT DOCUMENTS TODAY (Key F1) OR RESERVE THEM FOR 

ANOTHER DAY (Key F3). 
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IF YOU WISH TO CONSULT THE DOCUMENTS ON THE SAME DAY PRESS F1 LOCATED ON THE TOP LEFT OF THE 

KEYBOARD.  YOU WILL THEN BE ASKED FOR YOUR PLACE NUMBER (WRITTEN ON THE WOODEN TABLET GIVEN TO YOU 

AT RECEPTION) 
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YOUR IDENTIFICATION IS FINISHED. YOU CAN NOW PRESS ENTER TO CONTINUE TO MAKE YOUR 

COMMUNICATION REQUESTS. 
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A DICTIONARY OF REFERENCE NUMBERS IS AVAILABLE BESIDE THE COMPUTER TO ENABLE YOU TO FILL IN THE  

REQUEST FORM!   

 

CAUTION: YOU MUST CLICK ON ALL THE LINES REQUESTED 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Methodological assistance for ordering documents – Archives Nationales d’Outre-Mer (F. Reboul) - 2011 

 

 

HELP IS AVAILABLE BY PRESSING F1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Methodological assistance for ordering documents – Archives Nationales d’Outre-Mer (F. Reboul) - 2011 

 

 

IF THE NUMBER ENTERED IS INCOMPLETE OR IF THERE IS AN ENTRY ERROR A MESSAGE APPEARS ON THE RED 

BACKGROUND. JUST CLICK ON EXIT AT THE BOTTOM OF THE SCREEN AND CHANGE THE DOCUMENT NUMBER 
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SOME DOCUMENTS MAY NOT BE COMMUNICATED FREELY; A MESSAGE THEN APPEARS ON THE RED BACKGROUND. 
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HAVING ENTERED THE DOCUMENT NUMBER, IF THIS IS CORRECT AND THERE ARE NO COMMUNICATION 

RESTRICTIONS, A MESSAGE ON A GREEN BACKGROUND APPEARS. JUST CONFIRM THE REQUEST BY PRESSING ENTER 
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THE ORDER IS FINISHED. THE SCREEN THEN TELLS YOU WHEN THIS DOCUMENT WILL BE AVAILABLE AT THE 

COMMUNICATIONS COUNTER (LOCATED AT THE BACK OF THE READING ROOM).  

YOU CAN THEN PRESS ENTER TO REQUEST OTHER DOCUMENTS OR TAKE YOUR CARD BACK 
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IF YOU WANT TO RESERVE DOCUMENTS PRESS F3. 
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THE SAME SCREEN AS THAT FOR REQUESTING DOCUMENTS THEN APPEARS.  

JUST FILL IT IN. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Methodological assistance for ordering documents – Archives Nationales d’Outre-Mer (F. Reboul) - 2011 

 

 

TO CONFIRM THE ORDER PRESS ENTER 
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YOUR REQUEST IS REGISTERED AND THE COMMUNICATION DATES ARE SPECIFIED 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


