Guidance on use of the RSLP CLD database tool:

1. Opening the Database File

2. General Information

3. Specific Field-Related Information

1 Opening the database file

1.1To open the .mdb database , either :

Open Windows Explorer find the folder "RSLPtool" and  open it: then it is enough to double click the database icon in that folder and provided you have Access 97 on your system the .mdb file will open automatically.

Or:

1.2 Go to Start on the taskbar at the bottom of the Windows screen, click Programs in the menu and then in the subsequent menu select Microsoft Access. Ensure the button for "Select existing database" is selected and highlight the correct file and click OK. The database will open.

1.3 Should the yellow data entry screen not appear within a few seconds, click on the Forms tab and double-click the following form  : frmCollections

The yellow data entry screen will then appear.

Using the Data Entry Screen to Enter Records.

2. General Information

2.1 Introduction

2.1.1 The database data entry screen has been designed to fit on one screen and consists of either text entry fields or sub-forms where repeatable entries are possible. Navigation through the fields is via Tab or moving the cursor.

2.1.2 The layout of the various fields is set to reflect broadly the general organisation of the schema, namely by the areas Collection, Subject, (i.e. Concept, Object, etc.), Agents and Locations and the external relationships with other collections. Whilst not designed specifically for people with a visual impairment, thought has been given to foreground and background contrast, etc.

2.2 Specific Features

2.2.1 Labels are available when one points to a field title to give some guidance as to likely content, including some suggestions, where appropriate, on possible syntax.

2.2.2 External Relationships: Associated, Sub- and Super-Collections

Note that the titles of these collections have to be present, at least in name, on the database for entries in these fields to be possible by selection from the drop-down list. It is advisable therefore to enter the titles of  all associated collections before completing details on the first and making the necessary associations. 

Example: Collection A has two sub-collections B and C. Type title A into Title Select first (see Title Select below) and press enter. Then enter title B and press Enter, then the same for Title C. All three collections will be entered at least in name on the system. Then complete the description for Collection A. When you come to Sub-Collections, the titles of Collections B and C will be available on the list for selection. This ensures all associations are made. (See also 3.27 Sub-Collections).

2.2.3 Deletion

Whole record deletion is possible by selecting the Collection Title from Title Select and pressing Delete

Record. A warning window will ask if you wish to proceed; clicking Yes renders the record unretrievable.

Text deletion from text entry fields can be done by forward or backward delete or by highlighting with a mouse and pressing the Delete key.

Deletion from sub-forms, (i.e. buttons entries such as Concept etc.), is as follows.

Place the cursor in the left-hand, grey margin of the appropriate row in the table; the cursor will change to a right-pointing black arrow. Now click the right-hand mouse button and a menu will appear. Select "Delete Record". A Microsoft Access message will ensure you wish to proceed. If you do, click Yes.

3. Specific Field-Related Information

3.1 Title Select and making a new record entry

Initially blank, the Title Select drop down list will register each new title you enter and present it for selection when you come to edit records.

To make a new entry in Title Select: place cursor in Title Select text field. Delete any text in the field, (this does not delete any data), and type in the name of your new collection. Press Enter or Tab, the new title will register in the Title display area.  The entry is automatically saved.

3.2 Title : this is a display area to show the current collection. It is not an entry field.

3.3 Description

Text entry box capable of accepting a long statement; scroll bar appears if input is lengthy.

The entry is automatically saved.

3.4 Strength

As for Description [3.3]

3.5 Identifier

One line text entry field. The entry is automatically saved.

3.6 Physical Characteristics

As for Description [3.3]

3.7 Types 

Sub-form to allow repeatable entry.

To make a new entry:

As with Title Select, place cursor in text entry field under "Predefined Types", delete any existing text and make new entry. Press Enter. The entry becomes part of the list.

Alternatively place cursor in appropriate row of the table, type and enter. The entry becomes part of the list.

To make a second and new entry: 

After the last typed character in your first entry press Enter or Tab and cursor will move to next row in the table. Tab or Enter will move to the next row, etc.

To place an item from the pre-existing list of entries:

Click on the down-scroll beneath Pre-defined Types and the list will drop down. Click on the appropriate item. It will be added to the next row in the table.

To close drop-down list :

If the dropdown list is open and is so long as to obscure the table of entries beneath, click on the down scroll beneath Pre-defined Types and the list will close.

To save the entries entered or selected:

Click on Close.

To delete an entry: 

Place the cursor in the left-hand, grey margin of the appropriate row in the table; the cursor will change to a right-pointing black arrow. Now click the right-hand mouse button and a menu will appear. Select "Delete Record". A Microsoft Access message will ensure you wish to proceed. If you do, click Yes.

3.8 Languages

As for Types [3.7]

3.9 Accumulation Date Range

As for Identifier [3.5]

3.10 Contents Date Range

As for Identifier [3.5]

3.11 Description or Catalogue

As for Identifier [3.5]

3.12 Described Collection

As for Identifier [3.5]

3.13 Accrual Status

As for Description [3.3]

3.14 Legal Status

As for Description [3.3]

3.15 Custodial History

As for Description [3.3]

3.16 Access Control

As for Description [3.3]

3.17 Note

As for Description [3.3]

3.18 Concepts  

As for Types [3.7] 

3.19 Objects 

Sub-form to allow repeatable entry. No pre-selection drop-down list, new entries only.

To make a new entry:

 Place cursor in appropriate row of the table, type and enter. The entry becomes part of the list.

To make a second and new entry: 

After the last typed character in your first entry press Enter or Tab and cursor will move to next row in the table. Tab or Enter will move to the next row, etc.

To save the entries entered or selected:

Click on Close.

To delete an entry: 

Place the cursor in the left-hand, grey margin of the appropriate row in the table; the cursor will change to a right-pointing black arrow. Now click the right-hand mouse button and a menu will appear. Select "Delete Record". A Microsoft Access message will ensure you wish to proceed. If you do, click Yes.

3.20 Names 

As for Objects [3.19]

3.21 Places

As for Objects [3.19]

3.22 Times

As for Objects [3.19]

3.23 Collectors 

Sub-form to allow repeatable entry with multiple columns.

To enter a new collector:

Click Add/Edit. When the sub-form appears, click New. Type in the new name and press Enter.

Against Organisation type in the new organisation (or if it already exists, select from the drop-down list).

Complete other details by tabbing through the form. When complete, click Save and Close.

To enter a new organisation but without a name, (as not every organisation has any contact name):

Click Add/Edit. In Name, where the cursor blinks, press Tab to move on leaving a blank.

Cursor moves to Organisation Select. Type or select from the drop-down list the name of the organisation.

Complete other details by tabbing through the form. When complete, click Save and Close.

To enter a pre-existing agent:

Select from the drop-down box , Save and Close

To exit the Collector area, click Hide Collector

3.24 Owners

As for Collectors [3.23]

3.25 Location

To enter a new Location:

In Location Select, delete any existing type and enter new Location and press Enter.

Complete other details by tabbing through the form. When complete, click Save and Exit.

To delete a current entry: 

Press delete.

To leave the Location form without saving:

Press Cancel.

To save entry and close:

Press Save and Exit.

The New button permits a new entry unassociated with any existing items in the selection list .

3.26 Administrators

As for Collectors [3.23]

3.27 Sub-Collections

Sub-form to allow repeatable entry. Note however that new entries are not possible; this form will only accept selection of pre-existing collections from the drop-down list. Therefore it is recommended that all sub- and super-collections of the current collection are entered, if in title only before you embark on this sub-form. (See also 2.2.2 )

To select a pre-existing collection:

Click on down-scroll for list and select. The chosen collection is added to the table. To add further titles, simply select again form the drop-down list.

3.28 Super-Collections

As for Sub-collections [3.27]

3.29 Associated Collections

As for Sub-Collections [3.27]

3.30 Associated Publications

Sub-form to allow repeatable entry with pre-selection of existing entries. 

To make an entry:

Pre-select from list or type in new entry. For a further entry, Tab, Enter or click on next row of table.

