
Instructions for Reproducing 

➢ archival units (traditional files, archival units < DIN A3, aerial photos, base maps) 

 

1. Log in to ACTApro using your user account. If you do not have a user account, please register 

via the ACTApro homepage:  

https://actapro-benutzung.hamburg.de/actaproweb/index.xhtml  

2. Choose your language via the button in the top menu on the homepage and 

confirm your choice by clicking the blue flag icon.  

3. Before you can order archival units in the reading room, you must make a seat 

reservation. Therefore, click on the „My Bookings“ button in the top menu on 

the homepage. 

 

A new window will open. Click the green button „Add new booking“ on 

the right side to access the calendar view. 

 
Now book the current day or a following day within the current 
working week using the calendar. Note: This does not reserve an 
actual physical seat in the reading room. 
Attention: Bookings on weekends or public holidays are not 
possible. 

 

4. Once you have identified an archival unit using the search 
functions and wish to have it reproduced, click on the shopping 
cart icon (“Order for presentation in the reading room”) located at 
the bottom of each catalog entry. 

 

 

A new window will open with a free text field. Enter “zur Repro” ("for reproduction") and then click 

“Save”. 

 

Attention: If you wish to order multiple reproductions in a 

single request, please also note this in the comments field. 

 

5. Submit the order (link to the order) either in the reading 

room or send it to the Elbe-Werkstätten: digitalisierung-im-staatsarchiv@elbe-werkstaetten.de 

 

 

 

 

 

https://actapro-benutzung.hamburg.de/actaproweb/index.xhtml
https://actapro-benutzung.hamburg.de/actaproweb/index.xhtml
https://www.hamburg.de/resource/blob/110984/52a5831d11aff563174b2971bfd1c754/d-st-benutzung-elbe-werkstaetten-antrag-data.pdf
mailto:digitalisierung-im-staatsarchiv@elbe-werkstaetten.de


➢ Civil status records 

 

1. Log in to ACTApro using your user account. If you do not have a user account, please register 

via the ACTApro homepage:  

https://actapro-benutzung.hamburg.de/actaproweb/index.xhtml  

2. Choose your language via the button in the top menu on the homepage and 

confirm your choice by clicking the blue flag icon.  

3. Before you can order archival units in the reading room, you must make a seat 

reservation. Therefore, click on the „My Bookings“ button in the top menu on 

the homepage. 

 

A new window will open. Click the green button „Add new booking“ on 

the right side to access the calendar view. 

 
Now book the current day or a following day within the current 
working week using the calendar. Note: This does not reserve an 
actual physical seat in the reading room. 
Attention: Bookings on weekends or public holidays are not 
possible. 

 

4. Once you have identified an archival unit using the search 
functions and wish to have it reproduced, click on the shopping 
cart icon (“Order for presentation in the reading room”) located at 
the bottom of each catalog entry. 

 

 

A new window will open with a free text field. Enter “zur Repro” ("for reproduction"), the record 

number, and the surname of the registered person and then click “Save”. 

 

Attention: If you wish to order multiple 

reproductions in a single request, 

please also note this in the comments 

field. 

 

5. Submit the order (link to the order) either in the reading room or send it to the Elbe-Werkstätten: 

digitalisierung-im-staatsarchiv@elbe-werkstaetten.de 

 

Note: Digitized birth records before 1902, marriage records before 1921, and death records 

before 1951 are accessible at www.ancestry.de. For certified copies, please use our online 

request service. 
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https://www.hamburg.de/politik-und-verwaltung/behoerden/behoerde-fuer-kultur-und-medien/einrichtungen/staatsarchiv/online-dienst-fuer-anfragen


➢ Archival units (Archivgut > DIN A3, Negatives, Slides) 

 

1. Log in to ACTApro using your user account. If you do not have a user account, please register 

via the ACTApro homepage:  

https://actapro-benutzung.hamburg.de/actaproweb/index.xhtml  

2. Choose your language via the button in the top menu on the homepage and 

confirm your choice by clicking the blue flag icon.  

3. Before you can order archival units in the reading room, you must make a seat 

reservation. Therefore, click on the „My Bookings“ button in the top menu on 

the homepage. 

 

A new window will open. Click the green button „Add new booking“ on 

the right side to access the calendar view. 

Now book the current day or a following day within the current working week using the calendar. 
Note: This does not reserve an actual physical seat in the reading room. 
Attention: Bookings on weekends or public holidays are not possible. 

 

4. Once you have identified an archival unit using the search functions 
and wish to have it reproduced, click on the shopping cart icon 
(“Order for presentation in the reading room”) located at the bottom 
of each catalog entry. 

5. A new window will open with a free text field. Enter “zur Fotostelle” 
(“to the photographic services“). 

6. Simultaneously, submit your request to the photo department via 
the online service of the Hamburg State Archives (link to online service) under “Application for 
photographic work”. Indicate “Copy/Scan,” the “Number of copies,” and the purpose of the 
request. 
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