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Archives



What we’ll cover

Historical email in the archives

Browsing and searching email

Downloading email



Email preservation



Historical mail in the 
Seattle Municipal Archives (SMA)

Emails are public records and can 
provide evidence of policy 

discussions and decisions made.

SMA has a limited but growing set 
of email collections, largely made 

up of messages from the 
accounts of departed elected 

officials and department 
directors.



Access

Historical email collections can be 
accessed in SMA’s research room. 
They are not available on our 
public website.

https://www.seattle.gov/cityarchives/about-the-sma/visiting-the-archives


SMA uses ePADD to provide 
access to email collections.

ePADD is free and open 
source software developed 
by Stanford University that 
supports the appraisal, 
processing, preservation, 
discovery, and delivery of 
historical email archives.



ePADD overview



The start page 
displays a menu of 

available email 
collections.



Choosing a collection brings you to its entry page with summary 
information. View the collection by clicking the ENTER button.



You can access 
information 
about the 
collection at any 
point by clicking 
the info button. 



To go back to the list 
of collections, simply 

select CLOSE from 
the top navigation.



Browsing



You can browse a collection in multiple ways. Let’s start 
with Correspondents.



You’ll see a list of names or email 
addresses. You can sort by name, 
incoming messages, outgoing 
messages, or mentions in the email. 

You can also search correspondents 
from here, and can see a graph 
showing correspondents over time.   
Large collections may take some 
time to load. 



1 2 3

1 Shows message ID and link to that particular email

2 Links to emails in that particular thread

3 Shows number of attachments and scrolls down to them

Buttons to the right have various functions:



Let’s go back to the Browse menu and look at Entities.



Here you will see categories of entities, 
such as persons, places, organizations, 
buildings, government agencies and others.  
Selecting one of these categories will bring 
you to a list, which will take you to the 
related messages.  Similar to the 
correspondents, you can sort by message 
number or search from this page. 



Next, let’s browse Image Attachments.



Image attachments can 
be browsed by year, with 
a thumbnail view by 
default. 

Results will include many 
logos and signatures, but 
you can use the filters on 
the left side of the screen 
to sort by file type and file 
size, as well as 
correspondent, sender, 
and email folder. 



If you click on an 
image, at the top 
right you will see 
the option to 
download the 
image or go to the 
message the 
image is attached 
to. 



You can use the button on the right to switch to list view, which will show the subject, date, 
size, and attachment name.  A search box will also appear. 



List view 
example:



Next, we’ll browse Other Attachments.



As with the image attachments, you can filter by type, file size, and date, but you can 
also search by the email subject line and the attachment name.  



Clicking on the subject 
will take you to the 
original email message.



Clicking on the attachment name 
will download the attachment.



Finally, let’s browse Folders.



You will see the folders and folder paths of the messages, with familiar sort and 
search options.  



Searching



There are multiple 
ways to search. 

Simple 
Search

Multi-Entity 
Search

Multi-Term 
Search

Correspondent 
List Search



Simple search • Search for keywords or phrases.

• Supports Boolean searching (using the 
words AND, OR, NOT to limit, broaden, or 
define your search).



Multi-entity 
search

• Type or paste a text block to search for all 
matching entities.

• Underlined terms have been identified by 
ePADD as entities.

• Highlighted terms represent entities that 
also appear in the email archive.

• Click on a highlighted term to view a brief 
list of messages linked to the resulting set.



Multi-term 
search

• Type or paste a list of terms (one term per 
line) to search the email archive for all 
matching terms.

• Highlighted terms also appear in the email 
archive.

• Click on a highlighted term to view a brief 
list of messages, linked to the resulting set.



Correspondent 
list search

• Type or paste a list of email addresses to 
search the email archive for all matching 
correspondents.

• Use one address per line.



The advanced search 
screen has many 
options to search in 
specific fields and apply 
filters. Some examples:

Search only outgoing or incoming messages

Limit date range

Search for specific names

Search only subject line, message body, or attachments



Downloading



Labels

To tag this email 
for downloading, 
go to LABELS and 
select PUBLIC 
DOWNLOAD. 



Once you have labeled all emails you 
wish to save, archives staff will 
download and convert the mbox files 
into PDF format.



You’re ready to use SMA’s 
email collections. Contact 
archives@seattle.gov with 
any questions!

mailto:archives@seattle.gov
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