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 A Walk Through the Database
Switchboard (Main Menu)
Click on the database icon. This opens Microsoft Access. Instead of opening the database window (the window where you would view all the database objects including tables, queries, forms and reports,) you will see a menu open that lists various choices. From here you can navigate to all the reports and forms in the database. When you close other reports or forms you should always see the Switchboard on the screen. If it is not there, or has accidentally been closed, quit the database (by clicking the x in the upper right corner) and reopening it. 

Collection Summary
Click the first button to view the collection summary, a display of the complete survey data for each collection. When the form opens it will show the name of the form at the top and directly underneath the name of the collection. If this is not the collection you wish to view, click on search at the top of the screen. From the search pop-up window you can find all the collections from a specific location, that were surveyed between specific dates, or most frequently, find a collection by name. You can enter any portion of the collection name (first name, last name, or portions of names) and click on search or hit return. The window will close and the Collection summary will switch to that collection report. The number of records returned in your search will be listed at the bottom of the window. If more than one record was returned in your search (if you search for the name Williams, for instance,) you can view the other records by using the arrow buttons at the bottom of the window.

Below the collection name you will see the location of the collection, the date and duration of the survey. Beneath that will be listed information about the collection (subject, date range, language), creator (first name, last name, role) and accession. Also there are the three major note fields for the survey. If the notes are longer than can fit into the note box, click in the box and you will be able to scroll through the entire text. All of these fields are on a tab labeled collection information. If you click on the other tab, named Curator’s Notes and Processing Information, you can view the research value rating assigned as well as recommended processing level, previous processing priority, and notes on these fields. Unlike all the other fields in this form, you can also edit and add data to these fields.

Below the two tabbed pages are totals and averages for units and all media in the collection. To see box-by-box details for each media, click on the media type button to the left of the totals and subforms will appear listing this information. If there are no examples of a particular media in a collection, the total and average fields will be blank and clicking on the media type will open a blank form.

To print out all the information in the Collection Summary, go back to the top of the page. Next to the search button, the “Print Brief Report of This Record” button will open up a print preview screen of all the collection information, notes, and totals and averages of media. To print, press Ctrl+P. The “Print Full report of This Record” button will print the same summary information as the other button but will include all the box-by-box detail. This can be quite lengthy, so be careful about printing. Again, once the print preview pops up press Ctrl+P to print. For either of these reports press Ctrl+W to close the print preview screen and return to the Collection Summary Form. Click on the close button at the top right of the form to close the summary form and return to the main menu.

Main Reports
The next button on the menu is the “Main Reports” button. Click on this to open a pop-up window of report choices. There are a number of steps on this form. First select a type of report. Following are brief descriptions of each report:

1. Overview of Survey Results. This report summarizes the hours spent, total collections surveyed, and totals and averages of all media on a single page. You can choose to see an overview by location (RBML, Starr, Avery, or all locations), by a date range, or a combination of the two. You cannot view a single collection through this report.
2. Brief Survey Summary. This is the same report as viewed from the Collection Summary Form. It lists the totals and averages for a single collection as well as displaying collection and appropriate notes. It does not show box-by-box detail. Unlike viewing this report from the Collection Summary Form, from the Main Reports page you can view and print out a Brief Summary for a single collection, for all collections surveyed within a certain timeframe, or by location.

3. Complete Survey Summary. This report contains all the information of the Brief Survey Summary with box-by-box details of media. Because of this added data the reports can be quite long and slow to generate. While you can produce and view reports by location or date range like with the Brief Summary, it is recommended that you choose this report only for a single collection at a time. Be careful printing this form directly without previewing its actual length.

4. Time Analysis. This report displays the duration of the survey for each collection and computes time per unit, per linear foot, and average and total times as well. The report can be limited by date rang or location.

Once a report type is chosen enter search data in the middle section of the form. The most common search type will be collection name but this can only be used for the Brief and Complete Summaries. For any report you can choose to limit by date range or location. If you leave those fields blank, it is assumed you want to view all locations and all survey dates.

 After entering search data, choose to preview a report, print it directly without viewing it, or canceling (which closes the report window.) Once you make a selection the report type and search areas will clear themselves allowing you to make new choices. If you made any entry errors, a warning will pop-up and direct you as to how to correct it. If you preview a report, you can print it by pressing Ctrl+P, then hitting Ctrl+W to close the preview screen and return to the Main Report Form. Click on the Cancel Button to close the Main Report Form and return to the Switchboard.

Ranked Collections
The third button on the Switchboard opens a small pop-up window. From here you can choose to view, as a form or a report, lists of the surveyed collections put in order by their Intellectual Access, the Average Housing Quality, the average physical condition of all their media, the Research Value, the Local Value, or the Survey Number, a sum of all the preceding values.

Once you select a ranking type and click on View Form View, a form opens that shows the collections in the appropriate order. To the right of each collection listing is a button labeled Go. Clicking on it will open the Collection Summary form for that collection. From the form you can also choose to preview or print directly the report for that ranking. If you want to view another ranking in form view, click on the button “Choose Another Ranking” and the ranking menu will reappear

If you choose not to use the form view, but go directly to pint preview or print direct, you can also choose to view the rankings as sorted by subject. Subjects were assigned by discipline. The reports will rank the collections by your choice of ranking within each discipline. If you don’t want the collections sorted this way, leave the “Group by Collection Subject” check box blank.
Once you make a selection the Survey Rankings menu resets itself. Press Cancel to close it and return to the Switchboard.

Ranked Media
The fourth button on the switchboard leads you to the Media Rankings Menu. From here, you can view reports on the media and housing of each collection. In each report, only the collections that contain that media are listed and you can choose to order them by the average condition of that media or by its quantity. Like the other menus, once you have made a selection and chosen Print Preview or Print Directly, the menu resets itself so you can make another selection. If you open up a preview of one of the reports, You can print it by pressing Ctrl+P or close it and return to the rankings menu by pressing Ctrl+W.

Data Entry Form
The next button on the switchboard leads you to the form used for entering survey data into the database. When you click on the button, the form opens up and immediately a pop-up search window opens. Enter any part of the collection name and press enter. If the collection you are surveying is not in the database press cancel. The window will close. If the record that appears is not the correct record make sure that more than one record wasn’t returned in the search by pressing the right arrow button at the top of the screen. You can try the search again by clicking the search button. If you know that the collection you want to survey is not in the database, click the button named “Create New Record” and a blank record will appear. Below the navigation buttons you will see the name of a collection. This will appear in a new record after you have entered data into the First and Last Name fields and enter a collection name. That information is on the top tabbed page named “Survey Info.” Click on the other tabs to see collection information, survey notes, acquisition information and other data. Below the tabbed pages is the unit data. Click on the navigational arrows below the unit information to view in sequence all the units. For each unit, you can click on the tabs of each media to see the details of that media in that unit. If there is more than one media record in a unit (if there are photo negatives and color slides in one box, for example) you can use the navigational arrows at the bottom of each media record to scroll through those. Click the Close button in the upper right corner to close the form and return to the Switchboard. 
Be careful navigating the Data Entry form. Because all the fields are editable, it is easy to inadvertently erase data and thus lose that information. A more in depth discussion of the Data Entry form is contained in “Using the Database for Surveying.”
Quit Database
The last button on the Switchboard is Quit Database. Clicking on this closes the database and quits MS Access.
Using the Database for Surveying
Beginning the Survey

Open the database and click the button Data Entry Form to open the survey instrument. The data entry form will open and a search form will open on top of it. If the collection you are going to survey has a record in the database already, enter any part of the creator or collection name into the search field and press the search button. The search window will close and the show the record you were searching for. The window next to the search button will show the number of records returned in the search. If the intended record is not showing, use the right arrow button to view the other records returned in the search. If the intended record still does not appear, press the search button in the upper left corner and conduct the search again to make sure the search was conducted correctly. If the record is still not found return to the search screen and click view all records so that, using the arrow buttons, you can scroll through the entire database. Otherwise create a new record.
Once you have either found the record for the collection or clicked on Create a New Record to open a blank form, you should enter or double check the data in all the appropriate fields. Begin with the Last Name, First Name and Collection Name fields. Once these contain information the collection name will appear at the top of the record. Click the tab labeled “Administrative Information” and enter any appropriate data into the appropriate fields including collection location, accession #, source and date of acquisition. These fields can remain blank if not needed. Then return to the tabbed page “Survey Info.”

Before beginning the survey you should have located and have access to the entire collection. The unit order in which the survey will proceed through the collection should be decided if it is not apparent. Once that is done, begin the survey.

The Survey Process

Unit Data

Enter the initials of the surveyors into the 1st Name and 2nd Name fields. If the initials are not on the drop down list, you can type them in and they will be automatically added to the list. Enter the day’s date into the 1st Date field. Press the Start button to begin the Survey Stopwatch.

In the blank unit record area enter the numeral 1 into the Survey Unit # box. The Original Unit # space is to write down a preexisting box name or number. Because many collections are composed of multiple accessions, the numbering often overlaps or duplicates. The space for the original unit # space preserves this information while the Survey Unit # space allows for a single continuous order. Choose from the list the type of unit then enter the unit measurement in inches. Typically, the dimension measured is the width of the unit when it is sitting on a shelf, or else, the dimension along which the paper is running. This is significant for calculating linear feet of a collection and so is not as important when the units are flat boxes, map cases, or other types. However, the space should not be left blank. Apply a housing rating to the unit based on the definitions found in the Rating Descriptions document then choose from the drop-down menu the type of organization of materials within the unit. Lastly, make notes for anything unusual about the unit, explain an unusually good or bad housing rating or note anything else that may be relevant to the unit but not to the collection. Then proceed to evaluate the media in the unit.


Once the media data has been entered, as described below, you can move on to the next unit record by clicking the right arrow beneath the unit information. This will take you to a blank new record.  The number there will reflect how many units have already been entered.

Media Data

The tabbed pages to the right of the unit fields are for entering information on each type of media that might be found within a container. A record is created for each media only when you have entered information into a field on the tabbed page. If you leave it blank (in other words, if there is no example of that media present) no record is created. If there are distinct groups of a single media (books and magazines, for instance, or color and black and white photographs) enter all the details about one group, then use the right arrow at the bottom of the media record to switch to a new blank record for that media and enter the second set of data. When done, simply click on another media tab, or if finished with all the media in a unit, click on the Unit record arrow to begin a new unit.
· Loose Paper  

The tabbed page for loose paper is on top because of its relative frequency, but by no means do you need to enter data in the order of the tabbed pages. To begin entering data on loose paper, examine all the paper in the unit and decide whether it is uniform enough, or uniformly mixed to be entered in a single record. If it exists in distinct enough groups (a bundle of newspapers and a bundle of office paper) consider each group separately and enter the data on different records. From the first drop-down menu select the type of paper. From the second drop-down menu select the information type, whether handwritten, typewritten, or printed. Use care when choosing either the “mixed” or “other” option in the above fields. If these choices are the best description, then it is valuable to include a note explaining and describing the material more precisely.

Measure the extent of the loose paper. Usually the extent is measure across the width of the paper as it would be sitting in a manuscript box. In other words, if you stack the paper facing up, you should measure its depth. Enter this data in inches such as 1.25, 2.5, etc. 


Choose a physical condition rating that best represents the material according to the physical ratings descriptions. Then enter appropriate notes on the material perhaps including a brief description of the character or nature of the material. If another loose paper record needs to be created, use the arrow at the bottom of the media record to click to a blank record.
· Bound Paper

Select the type of bound item from the first drop-down menu. Again, it is advisable to avoid using the mixed or other option unless absolutely necessary. If albums are present containing photographs or graphic materials, record information on the albums themselves here, and their contents on the photographs or graphic works media tabs. For general scrapbooks, such as those containing newspaper clippings, it is not necessary to describe the contents elsewhere.
Enter a measurement for the volumes, essentially the space they would take up if shelved by themselves. Also enter a count of the number of volumes. Then select a physical condition rating and enter appropriate notes.

· Architectural Drawings

Space to enter architectural drawings is rather specific to Columbia’s needs and may be removed by future administrators. Nonetheless, it may be good to keep it in the database on the slightest suspicion of their presence in a collection. Because of the drastic difference in materials of drawings and requisite preservation needs we have been more particular in providing options for description. It is helpful to consult an outside reference book or glossary in order to differentiate the many possible types of drawings. It is possible than one may encounter blueprints or other examples of architectural reproduction that are not reproductions of buildings and designs. They should still be entered into this media record.
First, choose the type of reproduction from the first drop-down menu. Secondly, choose a support type from the next drop-down menu. Count the number of drawings and enter the number in the next field. Select a physical condition rating from the drop-down menu. Lastly, enter appropriate notes.
· Graphic Works

In this survey, graphic works are considered to be original artworks such as paintings or drawings, fine prints and posters, or other two-dimensional works. Sculpture and three-dimensional works are entered under realia. Because the variety of types is so great the descriptions in the drop-down menu is limited and greater emphasis is put on accompanying descriptive notes. It is useful to note the size or sizes of the works, whether they are framed or not, and distinguish between the relative physical condition of the work and its matting or framing.  Select the graphic type from the drop-down menu, enter an item count, and rate the physical condition. Enter a complete note.
· Photographic Works

For the purposes of the survey, photographic works are any images produced by a photographic process on a paper, glass, metal, or other support. Negatives, slides or other such stuff should be entered on a film record. The range of type choice in the drop-down menu was determined by Columbia’s needs. Another institution may choose to expand, narrow, or more precisely define the selection.
Select the photograph type from the drop-down menu. Most 20th century images will be entered as “modern gelatin prints.” In the next field “Image Type” choose whether the images are black and white, color, or mixed. In the next field enter the size or range of sizes of the images such as 8x10, 4x5, etc. This is a plain text field and thus you can enter complete sentences if desired.

In the next drop-down menu choose the type of housing the images have (within the primary unit or container described on the unit record.) Are the images in an album (if so, the album itself should be described under bound materials,) in folders or envelopes or loose in the box? Then select the labeling. Do the photographs have identifying captions or inscriptions on them, or are they blank? If they don’t have labels but have another system (numbers and an accompanying inventory) it should be described in the note field.
Then enter a count. Photographs are counted in number of images. If a contact sheet is present, it is counted as one image. Enter a physical condition rating and appropriate notes.

Because photographs are often present in collections in mixed batches of types it is common to enter more than one photographic record in a unit. Color and black and white photos should always be separated into distinct records because of their differing preservation needs; likewise for examples of older or rarer photographic processes.

· Film Materials

Film materials include slides and negatives, as noted above, but also positive transparencies, microfilm, film strips and motion picture reels. The record is otherwise similar to the photographic record.
Enter the type of film from the drop-down menu. Enter the image type (b&w, color, etc.) and the dimensions. In this case dimensions are usually 35mm, 16mm, 4x5, and so forth. Housing is similar to photographs but is a distinct set of choices; the label rating is the same. For negatives, slides, and transparencies, count the number of images. For motion picture reels, microfilm or microfiche, count the number of reels or items. Rate the physical condition and enter notes on the items.

As with photographs it is important to separate out color from black and white images and to account for them separately. It is less important to separate different sizes into distinct records. It should go without saying that slides and negatives should n ever be grouped with motion pictures or microfilm in one record.
· Mechanical Sound Recordings

The term “mechanical sound recording” is the ungainly designation for records, LPs, and other outdated recording media. While these may not be common in archival collections, the do require distinct description. Select a type of item, its housing, and its label rating as in the film and photo records. Count the number of items (a double album set counts as two discs) and enter a physical condition rating. Physical condition ratings for mechanical, magnetic and optical media are reduced to a three point system of 1,3,5. This is because so little of their actual condition can be evaluated simply by looking at them (or smelling them, as the case may be.) The alternative is to track down the appropriate machine to play each type of media, but such an activity is fruitless for many older types of media and outside the bounds of this survey.

Note fields for sound recordings should describe whether the items are published materials or private recordings. If some of the items are recordings of speeches or interviews it is good to note that as well because the presumption otherwise tends to be that these are musical recordings.
· Magnetic Media

Records for magnetic media can describe audio, video, or computer media. Because there are such a broad variety of outmoded types, it is advisable to select the best description from the drop-down menu and, if not a common form, describe it fully in the note field, including numerical designations or brands. This is especially true for reel-to-reel audio recordings and video cassettes where you should also include the tape width in the note.
Enter the media type, housing and label rating. Count the number of separate reels, cassettes, or discs and enter a physical description rating.

· Optical Media

Optical media records follow the same form as magnetic media. Select the type, housing, and labeling, count the items, enter the physical condition, and make appropriate notes. The collections included in the Columbia survey did not contain significant amounts of optical media but their presence is expected to increase in future accessions.
· Realia

Realia is the catchall record are for anything that will not fit into the above media areas. More specifically, the space is to record the presence of three-dimensional artifacts, natural materials, sculptures, models, trophies, awards, or any other odd thing which may creep into a collection. Because of the possible array of materials, there is no drop-down menu for selecting a type of item. Simply describe the item in plain text. Count how many of them there are, and record a physical condition. The physical condition rating is on a three-point scale because so many realia items cannot be more precisely described (how does a paperweight deteriorate, for example.) It is important to more precisely describe the items in the note field including whether the items have their own cases, are inscribed, or have a particular interest. Do not hesitate to use multiple realia records to describe different items. 
Once records have been created for all the media in a container, you can move on to the next unit until all the units in the collection have been accounted for and described. When that is complete, you are ready to complete the survey.

Collection Information


If all the unit and media information has been entered, return to the upper portion of the screen and click on the tabbed page marked “Collection Information.” Here you should enter information known prior to the survey, gleaned from associated materials, or deduced from the collection.


First enter a date range for the collection. This can be bulk dates, or actual dates, and is entered in plain text. Identify the major language of the collection in the next drop-down menu and the secondary language if present in the following menu. Select creator type. Here, the term author does not designate a writer but the creator of a collection. For Columbia’s purposes we also included the term faculty to single out authors of particular importance. Choose the subject are of the collection. This is a general term to describe the basic discipline or activities documented in the collection. Finally, select an intellectual access rating from the drop-down menu, consulting the Ratings Descriptions document if need be, to describe the present access to the collection.


When this is done, click on the tabbed page “Notes.”

Here you can enter notes on intellectual access, something that is particularly useful for collections that have been partially processed. You should also enter information on notable individuals and items in the collection if anyone or anything deserves particular attention. The field “General Notes” is reserved for a general description of the collection, explanation of the unit order the survey proceeded in, types and arrangements of materials, or other relevant information. This note need not be extensive but should provide a good summary. When all this is done click on the tab marked “Survey Info.”
Finishing the Survey


Double-check that all fields have been filled in. While some fields such as date range can be left blank, every effort should be made to put in data. Stop the survey stopwatch and copy the time into separate hours and minute fields. If at any point in the survey you stop for a break or other activity, you can stop the stopwatch and restart it when you return as long as the survey form has remained open. If you are going to stop overnight, it is best to copy the time into the fields and then start the clock anew the next day. Pressing reset will turn the clock to zero again. If the survey takes more than one day, enter the last day of the survey in the 2nd date field. In the upper right corner check the surveyed box. The survey is now complete except for the assignment of the intellectual value rating and the local value rating. If this responsibility is given to the surveyor’s it should be completed at this time. Otherwise, reports of the surveyed collections should be forwarded to the appropriate curators for the task.

If you want to check your results during the survey you can view totals and aggregate data in the Collection Summary form reached through the main switchboard. Records are included in this form if they have any unit data entered, regardless of whether the survey is complete. Other reports will only show data for completed surveys. Once you have checked off the surveyed box, all the data you have entered will be included in all reports.
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