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Heritage Access Users Guide

organization of the guide

This guide is divided into 4 main sections. The Introduction gives a brief background on the development of the HERA XE "HERA"  application and the people involved.

HERA XE "HERA"  at a Glance provides an overview of the relational nature of the application and the tables XE "tables"  which are the basic elements of the database. It also provides a brief glossary of terms.

The section on Using HERA XE "HERA"  is structured to provide guidance for data entry XE "Data entry" , data retrieval (queries) and the creation of reports for data presentation. Data fields are described and sample functions are included.

The remaining sections are Appendices, containing information on CHIN XE "CHIN" /MARS/HERA XE "HERA"  field relationships and HERA’s Information Categories XE "Information Categories" .

It should be noted that this guide assumes that Microsoft Access XE "Microsoft Access"  (MSAccess XE "MSAccess" ) is installed and functioning, and that the hardware on which it is running is adequate to support the size of each site database. It also assumes a familiarity with basic Windows XE "Windows"  concepts. General MSAccess fundamentals and features will not be covered. Instead, it is recommended that all HERA XE "HERA"  users purchase  XE "Using Access 2 for Windows (Access text book reference)" Special Edition Using Microsoft Office Access 20031 as a standardized Access reference text XE "Access reference text" . This is a comprehensive book with step-by-step instructions and many visual aids. This book will be referred to, in conjunction with performing certain HERA functions. They take the form: See Que.

introduction

background

HERA was originally conceived in September, 1995 in extensive consultation with the curators and staff from the Heritage Branch. Since 1995, HERA has been through many modifications resulting from users’ experience with the application, leading to the current version: HERA2. HERA2 takes advantage of many features of the MS Access software, and functions on all version of Access currently in use. There is also a web interface and web server for HERA2 that allows you to centrally access all your collections information using a common web browser as the interface. Password control permits you to make information available publically with no risk to the central database.

This kind of relational model was introduced by the International Council of Museums XE "International Council of Museums" /International Committee for Documentation of the International Council of Museums (ICOM/CIDOC XE "ICOM/CIDOC" ) in 19951,2, and is the basis of the HERA XE "HERA"  structure. In addition, the Canadian Heritage Information Network XE "Canadian Heritage Information Network"  (CHIN XE "CHIN" ) standards for data entry XE "Data entry"  and key authorities lists3,4 were taken into consideration when constructing fields and lists. It should be noted that there is full compatibility with the standards required for uploading to the CHIN Humanities National Database XE "CHIN Humanities National Database" .

ACKNOWLEDGMENTS

 XE "Acknowledgments" HERA2 is a result of the vision, patience, and enthusiasm of BC Heritage Branch staff Wayne Carter, Jennifer Iredale, and the curators of the Heritage Branch sites.
hera at a glance

hera database structure

Relational Model

 XE "Relational model" HERA XE "HERA"  makes full use of the relational properties of MSAccess XE "MSAccess" . This means that any single view of the data (the data about a particular object, for instance) can made up of information about that object along with relational links XE "Relational links"  to another entity, such as a person. Thus, data relating directly to the object is stored in one place (or in multiple tables XE "tables" ) and data relating directly to people is stored in another.
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figure 1.
Reviewing this structure, 
People donate groups of objects called Accessions, 
these Accessions contain one or more Objects, 
and every Object has Associations (properties of the object such as manufacturer, or history of use). 
Images are really just specific Associations of an Object. To look at the relationships established for HERA2 XE "HERA"  (as reflected in Figure 1): open your database, under the word “Tools” on the menu-bar, choose “ XE "Edit relationships" Relationships”. 
tables XE "tables" , forms, sub-forms XE "Sub-forms"  and lists XE "lists" 
Artifact data is stored in the database in tables. XE "tables"  Each row represents 1 artifact record and each column represents 1 field (an attribute of the record). 
[image: image3.emf]


figure 2.
Forms are another way of looking at the data, organizing the information in the tables in convenient ways for viewing or data entry. Take some time to examine the various data tables and forms. Note that the same fields appear on both.
[image: image4.emf]


figure 3.
Sub-forms XE "Sub-forms"  used for data entry XE "Data entry"  (Accessions, Images, and Associations) allow for multiple related records XE "Mini records"  to be linked to one artifact record when multiple values XE "Multiple values"  for a field can be entered. For example, an object can have many Associations (e.g. manufacturer, shape, artist, color). All of these Associations will be found in the “tbl Object Associations” XE "Tbl Measurements" 

 XE "ID number" .

Some tables are just lists of allowed terms that can be entered into a field. These authorities lists are used to ensure data standardization, and can be edited or replaced as required by the curator or collections manager. For data entry XE "Data entry"  purposes, a drop-down list of terms can be displayed in the form and the user must pick from that list. This allows for quick, standardized entry. See Que, pages 519 - 534. Some fields have a list of controlled terms not in external tables, but built into the form itself (e.g. Status). The list of terms for this field is found by looking at the field properties XE "Field properties"  of the combo box XE "Combo box"  in frm Entry XE "Frm Entry" , design view. The Row Source XE "Row Source"  Type XE "Row Source Type"  is Value List XE "Value List" , and the Row Source contains the values that are to be used. Note above page reference in Que.

Naming conventions XE "Naming conventions" 
All table names have the preface “tbl”; all lists, the preface “list”; all forms, the preface “frm”; and all sub-forms XE "Sub-forms" , the preface “sfm”. This format should be retained for any additions. See Que, pages 1205 - 1208 (Appendix B).

Indexes and Referential Integrity XE "Referential integrity" 
An index field is a special field that sorts fast, and allows you to specify special attributes such as whether this field is to be unique. To see which fields have been indexed, look at the tables XE "tables"  in design mode, but don’t change them unless you know what you’re doing! For example, indexes (or primary keys) XE "Primary keys"  have been created on Object ID XE "Object ID"  and Full Name XE "Person’s Name"  to allow no duplicates. 
Referential integrity XE "Referential integrity"  can also be required between linked tables. XE "tables"  Before an object can belong to a person, that person must have a record in the People table XE "People table" . The converse is also true; a person cannot be deleted unless all Accessions belonging to the person are explicitly removed. For more information see Que pages 164 - 174 “Working with Relations, Key Fields and Indexes XE "Indexes" ”. For definitions of the above terms, see the “Glossary”, Que  pages 1165 - 1204.

ID Number

This is a system-generated number that uniquely identifies each new artifact record and its related records. It cannot be changed or duplicated. 

Security XE "Security" 
Security of the database can be implemented using the built-in MS Access security capabilities. By default, there is one user of the database: ADMIN.

 By requiring a password for the ADMIN user, security is enforced. Groups and users can have different rights assigned to specific databases and parts of databases. One group can be defined as having read-only access to the artifact information, and another user can have complete read and write access to everything. See Que, pages 932-951.
using hera

data entry XE "Data entry" 
The essence of what HERA XE "HERA"  is can be seen at the main form: frm Entry XE "Frm Entry" . See figure 3. When you open this form, you will see the Heritage Branch title and underneath may be the name of your site. It is here that you can view all the information about an object in a pleasing format as well as enter a new accession record. (Note: modifications to existing records can also be done, one at a time. Use the binocular icon XE "Binocular icon"  to search individual data fields, entering the number or term you wish to find).

Enter People first, then Accessions, then Objects

When entering data, try to find the acquisition information first. It’s possible the accession you are entering already has been created, or at least this person’s record has already been entered. This saves the trouble of entering new information about the donor or accession.
finding a blank record XE "Finding a blank record" 







 EMBED PaintShopPro  

In frm Entry XE "Frm Entry" , there are 2 ways to find a blank record to enter a new acquisition XE "New acquisition" . 1) use your mouse to click on the New icon on the toolbar or on the navigation bar; 2) at the  XE "Current record selection bar" Current Record Selection bar at the bottom left of the window, use the buttons to find the last record, then 1 more.

The following will give you an overview of creating a new record as well as detail on fields and standards for data entry XE "Information Categories" . 

beginning to enter data XE "Beginning to enter data" 
Faced with a fresh, new blank screen, the first item to enter is the Accession number XE "Accession number" . Once this is done, the system counter will automatically assign a permanent ID number XE "ID number"  to that record. Using the Tab and Shift/Tab keys to move around the form, enter information in succeeding fields: the fields of Accession Number XE "Accession Number" , Status XE "Status" , Object Name XE "Name" , Object Type XE "Type" , Quantity XE "Quantity" , SubCategory XE "SubCategory" , Category XE "Category"  and Description XE "Description"  are considered to be the minimum for any one record. This is referred to as a Basic Record.

The Tab key can be used to work your way through the Information Categories XE "Information Categories"  and their sub-forms, entering data as appropriate. Check the ID number XE "ID number"  that was assigned to your record. It will appear on all sub-forms to reassure you that the information you are entering on each sub-form is linked.

Note: should you begin to enter a new record and wish to cancel it (e.g. you have entered the Accession Number XE "Accession Number" , Status XE "Status"  and Name XE "Name" ), hit the Esc key.

field definitions

People

Add relevant data in the fields of Address XE "Address" , City XE "City" , Province XE "Province" , Country XE "Country" , Postal Code XE "Postal Code" , and Historical or Biographical Information XE "Historical or Biographical Information" . The field Deceased XE "Deceased"  may also be checked. 

New entries in the frm People XE "Frm People"  should be standardized and consistent. You may wish to establish a new format for all new entries. One suggestion is to enter the names of people, institutions and businesses in natural order (e.g. George E. Smith; Dr. Jim R. Coughlin; John Smith and Company). This format permits easier use of the data in reports, export to Word documents (mail merges etc.)
 XE "Acquisition date" Full Name: Enter the complete person or company name in a standardized format.

( Make sure the person does not exist under some other spelling before creating a new record. Example: George E. Smith; Dr. Jim R. Coughlin; John Smith and Company

 XE "Acquisition date" Address, City, Province, Country, Postal Code: Address information for the person using standard formats.

( You can choose to use standards such as the Canada Post Addressing Standards6 for abbreviations of addresses, but these will not be enforced. Use queries to quality check your data from time to time. Example: 
R. Thompson
35 Braco St
Ottawa, ON  K2L 1B6

( Some values can be set to default, such as country or province. View the tbl People in design view, select the field, and set the value under “Default Value”.

 XE "Acquisition date" Biography: enter a history of the person.

( A large amount of information can be entered here, and it could be copied and pasted from other sources. Enter the information in narrative form, using other people’s records as examples.

 XE "Acquisition date" Phone, Fax, E-mail: enter this information if available.

( Standardize the format in which you enter data. Example: johns@smith.org, (250) 234-5678

AccessionS

The Accession Form XE "Acquisition Information Group"  will automatically show the accession number, the object name and the object type at the top once information has been entered. You will see that you are entering information about the acquisition of this object, including

 XE "Source" Source: the name of the individual, institution or business that had custody of the object immediately prior to acquisition.

( From the drop-down box of terms representing all current source names in your database, choose a name. Example: Wilson, Mary & Ron

Note: If the individual, institution or business is not on the drop-down list, you will need to go to the  XE "Frm People" frm People and enter the name in the proper format (see below). Make sure you search the list of people (including misspellings before you add a new person). Once this data is entered, close down the frm People XE "Frm People" , go back to the frm Entry XE "Frm Entry"  and find the newly entered individual, institution or business on the drop-down list.

 XE "Acquisition method" Acquisition Method (Mode): the term which best describes how the object was acquired and its present legal status.

( From the drop-down box of terms, select the one that is most appropriate. Example: donation

Note: If the term you need is not on the drop-down list, speak with the curator/collections manager. This is a corporately defined field. If there is agreement to add another term, it can be done so via the Acquisition form (view the Field Properties XE "Field properties"  box for this field in design mode, and add the term to the Row Source XE "Row Source"  list).

 XE "Acquisition date" Acquisition Date: the date the object was acquired or registered.

( This field is automatically filled in with the current date. It may be changed, if it is not correct for this object. Enter the correct date in the format depicted. Example: 1996/03/03

 XE "Description" Comments: descriptive information about the accession, such as why or how it came into the museum’s collection.

( Enter the descriptive information in narrative style. See previous records (those already in database) for an example.

Entry form XE "Cataloguing form"  (Main Object Fields) XE "Main (basic) record fields" 
 XE "ID Number" ID: a unique document number XE "Unique document number"  assigned by the system.

 XE "Accession Number" Accession Number: contains the unique accession number assigned to the object.

( Enter the accession number in the standardized format of your site. Example: 1968.30.001

Note: This field permits duplicates. Once your data are clean and no duplicate accession numbers remain, it should be restricted to No Duplicates (in tbl Objects, design view, field properties XE "Field properties"  for Accession Number, Indexed: Yes (No Duplicates).

 XE "Status" Status: the status of the object as per a corporately-defined tierage system.

( From the drop-down box of terms, select the level of tierage that is appropriate. Example:  A

Object  XE "Name" Name: the name of the item described by this object record. 

( From the drop-down box of terms representing all current names assigned to objects in your collection, choose a name. Example: chair

Note: If the term you want is not on the list, check with the curator/collections manager about making additions. This is a controlled authorities list and terms must be added judiciously. Currently, additions can be made to the list simply by typing in the term desired. The new term will not appear on the drop-down immediately. You must exit the database and re-open.

Object  XE "Type" Type: the descriptive modifier of the name given to the object.

( From the drop-down box of terms representing all current modifiers assigned to objects in your collection, choose the appropriate. Example: rocking

Note: If the term you want is not on the list, check with the curator/collections manager about making additions. This is a controlled authorities list and terms must be added judiciously. Currently, additions can be made to the list simply by typing in the term desired. The new term will not appear on the drop-down immediately. You must exit the database and re-open.

 XE "Quantity" Quantity: the number of items described in the record. This field should indicate the number of separate items described, not the number of parts pertaining to a single item.

( Enter the number as an integer. Example: 3

 XE "Title" Title: the name assigned to an object by the artist/creator or collector at time of origin or subsequent titles either specifically assigned or generally understood to refer to the object.

( Enter the name of the title. Example: Madonna and Child

Use only “untitled” if this has been assigned as a Title.

Record Titles using the same punctuation and capitalization as the source. 

When describing a group of objects with a collection name, record this name as one of the Titles. If there are a variety of titles, they can appear here separated by semicolons, as can translations.
 XE "SubCategory" SubCategory: the lowest level of classification for the object. Both second and third level terms, as per “The Revised Nomenclature for Museum Cataloguing XE "Revised Nomenclature for Museum Cataloguing" ”, are listed.

( From the drop-down list, select the lowest level term for the object. Example: Clothing-Footwear (this is a lower-levelled and more descriptive term for ‘shoes’ than the term Clothing.

Note: once a term has been selected for an object, the corresponding  XE "Category" Category, as seen on the drop-down list, is automatically filled in. Example: Personal Artifacts

 XE "Description" Description: descriptive information about the object that does not occur in any other data fields.

( Enter the descriptive information in narrative style. See previous records (those already in database) for an example of how objects are described at your site. Description will include details such as dimensions, colours, materials, and a general impression of the object. When describing particular attributes such as dimensions, describe the measured part, units used, and the measurement itself. Materials or techniques used in manufacture can also be described here.
 XE "Condition" Condition: a single term describing the overall condition of the object.

( From the drop-down box, select the appropriate term. Example: fair

( This list is defined by the collections manager in the form.

 XE "Condition summary" Condition Remarks: a short description of the overall condition of the object, including observations on the stability, blemishes, repairs, and completeness.

( Enter the description in key phrases. Example: Evidence of stains, discoloration, breakage of linen fabric and yarn.

 XE "Description" Location: choose the appropriate location from the drop-down list.

( This list is defined by the collections manager.

 XE "Location remarks" Location Remarks: additional information pertaining to the location of the object.

(  Enter the information in narrative format. Example: Object may only be removed on permission from curator

associations

The Associations Form XE "Associations Information Group"  will automatically show the system-assigned ID number XE "ID number"  of the main record for this object at the top of the form. This Field can be repeated to describe as many associations as needed. It is very flexible in nature and is used for recording all types of data affiliated with the object and the documentation process. To enter a second record, click on the forward arrow at the bottom of the sub-form to go to record 2.

Some of the information that could be included here:

brand name XE "Brand name" , colour XE "Colour" , period design XE "Period design" , originating country XE "Originating country" , culture, XE "Culture"  modification through use XE "Modification through use" , history of use XE "History of use" , pattern XE "Pattern" , borrower name XE "Borrower name" , borrower remarks XE "Borrower remarks" , conservator XE "Conservator" , treatment XE "Treatment" , treatment date, XE "Treatment date"  insurance value XE "Insurance value"  insurance evaluation date XE "Insurance evaluation date" , purchase price, XE "Purchase price"  appraiser date XE "Appraiser date" , appraiser value, XE "Appraiser value"  examiner, XE "Examiner"  narrative, XE "Narrative" cataloguer, XE "Cataloguer"  cataloguer date XE "Cataloguer date" , cataloguer remarks XE "Cataloguer remarks" , user XE "User" , owner XE "Owner"  etc.

 XE "Association type" Association Type: the way in which a person/group, date, place or information is associated with the history of the object. The term entered in this field is similar to a CHIN XE "CHIN" /MARS field name.

(  From the drop-down box, select a term to describe the type of association.

Note:  If the term you need is not on the list, consult the curator/collections manager at your site. This field will need to be adjusted and terms added, but it should be done on a standardized basis. Currently, the terms in the drop-down box are: cataloguing, XE "Cataloguing"  conservation, XE "Conservation"  date of birth, XE "Date of birth"  date of change, XE "Date of change"  history of use XE "History of use" , origin place, XE "Origin place"  pattern, XE "Pattern"  period XE "Period"  and use. XE "Use"  A term can be added via the Object Associations sub-form. View the Field Properties XE "Field properties"  box for this field in design mode and add the term to the Row Source XE "Row Source"  list.

At Kilby, the term “brand name” is entered in this field for all product packaging. The brand name term (e.g. Nabob) is entered in Narrative field.

 XE "Begin date" Begin Date: the beginning date or lower limit of the beginning chronological date range of the object. If only one date is known, use  XE "End date" End Date.

( Enter the appropriate date. It does not need to be zero-filled.

Attributes should be followed by a space ? 

Dates expressed as ‘later than’ are followed by a space L.

Dates expressed as ‘prior to’ are followed by a space P.

Dates expressed as ‘circa’ are followed by a space C.

Where a date is not known, enter “unknown”. 

Examples: 1965; 1956/03/02; 1923 ?; 1923 P; 1823 C; unknown

 XE "End date" End Date: the upper limit of the beginning chronological date range of the object. If only one date is known, use this field.

( Enter the appropriate date. It does not need to be zero-filled.

Attributes should be followed by a space ? 

Dates expressed as ‘later than’ are followed by a space L.

Dates expressed as ‘prior to’ are followed by a space P.

Dates expressed as ‘circa’ are followed by a space C.

Where a date is not known, enter “unknown”. 

Examples: 1965; 1956/03/02; 1923 ?; 1923 P; 1823 C; unknown

 XE "Group/Person" Group/Person: the person, group or culture associated with the history of the object.

( Select from the drop-down box of terms representing all current names in your database. Example: Moore, Jenny. A second example: Wildlife Productions. A third example: Chinese

Note: If the individual, institution, business or culture is not on the drop-down list, you will need to go to the  XE "Frm People" frm People and enter the name in the proper format (see under ACQUISITION).

 XE "Place" Place: the name of the place associated with the object.

( Enter as much of place name as possible, in natural order, separating entry terms with a comma. Example: Wells, British Columbia, Canada

 XE "Narrative" Associated Information: information or comments associated with this association of the object, including photo captions, personal anecdotes etc.

( Enter the information in narrative style.

Note: when performing a query using the tbl Associations,  the Narrative field data is found under “Associated Information”.

images

The Images Sub-form XE "Images Information Group"  will automatically show the system-assigned ID number XE "ID number"  of the main record for this object. This Record can be repeated as needed in order to record all images associated with the object. To enter a second record, click on the forward arrow at the bottom of the sub-form to go to record 2.

 XE "Image type" Image Type: the format of an image of or relating to the object

( From the drop-down list, select the appropriate term. Example: b/w negative. A second example: print

Note: if the term you need is not on the list, consult the curator/collections manager. On agreement, terms can be added to the end of list Image Type in Table.

 XE "Image number" Image Number: a reference number linking the record to an image of the object either stored outside the documentation system or digitally within the system.

( Enter the number. Example: P153. Another example: 456

The number recorded should adhere to an agreed upon standard.

deleting records XE "Deleting records" 
As noted in the Glossary under “Current Record bar XE "Current Record bar" ” clicking on the horizontal light grey bar (in form view) or the small light grey rectangle (in table view) at the far left of a window selects the current record. The bar or rectangle turns a dark grey to indicated that the record has been selected. You can delete it by hitting the “delete” key.

deleting from “frm entry” XE "Deleting from \“frm Entry\”" 
This is the most convenient place to delete a complete record (i.e. a duplicate accession record). When you select this record for deletion, Access will tell you that “you have just deleted 1 record(s) in this table and additional records in related tables XE "Tables" . Choose OK to save your changes (i.e. to proceed) or Cancel to undo your changes.”

Thus, when you delete a record, you delete all information linked to that record that is residing in other tables XE "tables" , such as Associations or Images.
deleting from “frm People” XE "Deleting from \“frm People\”" 
You will probably never delete a record from the People form. If you do, you will delete ALL the accession records linked to that person, and all objects in those accessions.
If a person’s name is spelled incorrectly and you wish to make a change to the name, address etc., you must find all the object records associated with the incorrect name (via a query) and correct each record (this can be done globally in 1 or 2 steps).

deleting from a sub-form XE "Deleting from a sub-form" 
As noted at the beginning of the guide,  sub-forms XE "Sub-forms"  used for data entry XE "Data entry"  allow for multiple sub-records XE "Mini records"  (repeatable values) to be easily created and linked to 1 artifact record. For instance, there are often multiple sub-records entered in the Associations sub-form, and each one will have its own number (e.g. record 1 of 4).  Should a particular association no longer be relevant, the appropriate sub-record (e.g. record 2 of 4) can be deleted by moving to that record, clicking on the Current Record bar and hitting the delete key. This action would remove only record number 2. You would now have 3 sub-records remaining.

Never delete a record in the XE "Acquisition sub-form"  Acquisition sub-form. Deleting a record here deletes the complete accession as well as all the records linked to it.

deleting from a table XE "Deleting from a table" 
You can also delete a record from a table (remember that forms are just another view of all the data stored in tables XE "Tables" ). However, given the information above, you should not delete records from the tbl Object XE "Tbl Object"  or the tbl People XE "Tbl People" .
If you open the tbl Associations XE "Tbl Material and Technique" , you will see that one ID number XE "ID number"  may be repeated 2 or more times. This means that there are 2 or more sub-records XE "Mini records"  of information linked to that particular ID and thus, to that particular object. If the information contained in one of those sub-records is no longer valid, you can delete it here, or,  in the sub-form view as noted above. If you mark one of the sub-records for deletion, Access will prompt you with “You have just deleted 1 record(s). Choose OK to save your changes or Cancel to undo your changes”. Note that unlike message given in Deleting in frm Entry XE "Frm Entry" , there is no reference to “and additional records in related tables XE "tables" .”

Caution: Before taking definitive action when deleting a record, read the Access prompts and think carefully of the inter-relationships of the database.

deleting from a list XE "Deleting from a list" 
Lists XE "Lists"  are data authority terms in a table format. These terms are normally chosen from drop-down boxes on your frm Entry XE "Frm Entry"  or on the various sub-forms XE "Sub-forms"  (such as in Location or Measurements etc.). Again, keep in mind the inter-relationship of the tables XE "tables" . You cannot delete any term from a list until ALL occurrences of it have been deleted or changed in every associated record.

This relationship can be used to advantage, however, enabling global changes to data from a list. For example, using a Location list (table), let’s say that the term “X-2 ” is no longer relevant. You would like to update that information to read “ General Store, East Wall, Shelf 2”. You can open your list of terms and change the information. All records that once had the old location code, will now have the new location name. The key is to change the term, not to delete it.

forms XE "forms" 
taking a look

As noted, forms are used to create a friendly user interface to the tables XE "tables" . They enable you to view and use the information stored in a table(s) in a format other than in rows and columns. To get an idea of how forms are designed, look at the ones in your database, in design view. Once you have opened the form in  XE "Forms - design view" design view, look at the  XE "Form properties" properties (on the Menu bar, select View, then Properties). Also explore the properties of various fields in the form by clicking on the  XE "Field properties" field (not the field label) and then the Properties icon (or select View, then Properties).

· See Que, page 439 (Chapter 12 - Creating and Using Forms). Key pages in this chapter, and in the one which follows:

· pages 452 - 453, elements of the form design window;

· page 454, standard toolbar buttons in design mode;

· page 474, standard toolbar buttons in run mode;

· pages 488 - 490, the toolbox.

Forms can be created to view selected fields in selected tables XE "tables"  for a particular purpose, such as doing an inventory.

queries – Finding Data
The basics of  XE "Finding data" finding,  XE "Sorting data" sorting and  XE "Filtering data" filtering data in tables XE "tables"  is described in the Access reference text. See Que, pages 203 - 223. These pages cover such topics as:

· sorting table data on one or more fields;

· finding records to match the values you entered;

· applying filters so only certain records appear; and

· searching for and replacing data XE "Replacing data"  in table fields (one way to change a person’s misspelled name in all records)

The above introduces the concepts of creating queries. In order to create a more complex query by pulling data from primary and related tables XE "tables" , you may wish to reference Chapter 8 of the Access text. In particular, see Que, pages 287 - 306.
Other references:

·  XE "Comparison operators" Comparison Operators - the comparative value operators used in queries (e.g. to find a date greater than or less than another date). See Que, page 319;

·  XE "Boolean operators" Boolean Operators or  XE "Logical operators" Logical Operators - the operators used to combine the results of two or more comparison expressions into 1 result (“and” “not” etc.). See Que, page 320;

· Other Operators - comparison operators. (e.g. “is” which is used to determine if a value is “null” or “not null”). See Que, pages 321 - 322.

An example of a query using comparison operators is one to determine how many objects were catalogued in the Point Ellice House collection during the month of August in 1993.
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figure 4. XE "Figure 4" 
It should be noted that a Memo field XE "Memo field"  cannot be indexed and thus one must use a wild-card XE "Wild-card"  (note under Other Operators, above) to find a particular term. The wild-card characters are * and ?, and are used with the Like operator (Access will automatically add the word “like” when you use a wild-card character in the Criteria field of a query). If you wish to search for a particular word in a field such as Description, History of Use, or Associated Information (Narrative), you need to preface and/or suffix your term with a wild-card. See figure 5  XE "Figure 5" below: 
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figure 5. XE "Figure 4" 
The results of the above query:




 XE "Figure 6" figure 6

You can use a the Query Wizard XE "Query Wizard"  to build your query, but once you begin to get the feel for developing queries, you will probably find the “New” option just as easy, and faster.

Another example of query: to identify all the objects donated by Ruth Walker to Fort Steele, and their location.

[image: image7.emf]


figure 7 XE "Figure 7" 
Note that the name of the table from which the fields were taken has been included in this query. From the Menu bar, select View, then Table Names.

Should you need to add another table to a query, select Query from the Menu bar, then Add Table.

To see the properties of a query, double click on the large grey area in the query window.

a unique values query XE "Unique values query" 
A unique values query can help you clean up your data. For example, you could create a “New” query, add the tbl Material and Technique, select the Material field and in Criteria enter “is not null”. Double click in the large grey area of the query window to get the Query Properties XE "Query properties"  and change the “Unique Values XE "Unique values" ” to “yes”. When you run the query, you will see all the unique values for material, and thus, all the various terms used in this field in your database.

However, you cannot modify a unique terms list. 

Make another query using the tbl Material and Technique XE "Tbl Material and Technique" , select the Material field, “sort” on “ascending” and in “criteria” enter: “is not null”. This query will show you everything in your database, and can be edited. You could also open the list Material XE "List Material"  to see what term you should use!

hint for copying and pasting data

A useful hint for the quick copying and pasting XE "Copying and pasting data"  of information is as follows: block a desired term (e.g. Tools and Equipment for Materials), hold down the Control key and hit the key with the letter “C” (this copies the term to your clipboard); go to where you would like to insert this term, block any existing information you would like to replace with the new term, hold down the Control key and hit the key with the letter “V”. The new term is now inserted. This is a good method to ensure consistency in spelling and formatting of terms that comprise the authorities lists.

query results

The results of a query XE "Query results" , seen in datasheet view, can be printed if you wish a quick hardcopy record of your search. They can also be turned quickly into a form or a report (note the 2 icons on the Toolbar with the lightening bolts - Autoform XE "Autoform"  and AutoReport XE "AutoReport" ), or  XE "Exporting data" exported to another program such as Word or Excel. If the amount of data is not too large for your clipboard you can simply  XE "Copying and pasting data" copy and paste it. From the Menu bar, choose Edit, then Select All Records, then Edit, Copy. Open up a new document in Word, for example, and Edit, Paste in the contents. The appendix “CHIN XE "CHIN" /HERA XE "HERA"  Field Equivalents” is such a copied and pasted query.

types of queries

The above queries XE "Types of queries"  have been  XE "Select query" “select” queries - data have been selected, according to various criteria. These queries can be the basis for four types of action queries XE "Action query" : make-table queries XE "Make-table query" , append queries XE "Append query" , delete queries XE "Delete query"  and update queries. XE "Update query"  See Que, pages 409 - 426. Before proceeding to an action query, make sure that you view the results of your select query to make sure you have only the data you need.

The update query XE "Update query"  (See Que, pages 422 - 426) is one that you will probably use a fair amount. It is used to do global changes XE "Global changes"  to data. For instance, you could find a series of objects which have been given an incorrect classification. Once you have grouped these objects via a select query and viewed the data to make sure you only have the records you need, you could then do an update query XE "Update query"  to “update” the Subcategory and Category fields to the correct terms. To make sure you use the correct spelling for the new terms, you could open the List Category (under Tables), and copy the desired terms from each of these two fields into the “update to” fields of your update query XE "Update query" .

advanced query design

For more advanced query design XE "Advanced query design"  enabling you to take full advantage of the relational nature of the database, see Que, page 355 - Chapter 10 “Creating Multiple and Crosstab Queries”. This chapter explores table relationships XE "Table relationships"  and the joining of tables XE "tables"  with queries, as well as designing queries that establish indirect relationships between tables.

reports XE "Reports" 
The final product of database applications is a report: a continuous form designed specifically for printing XE "Printing reports" .

Chapter 14 of the Access text describes how to create relatively simple reports using the Report Wizards XE "Report Wizard" 

 XE "Modifying reports" , and how to modify the  XE "Designing reports" design of the Wizard’s reports to suit your particular needs. See Que page 543.

Note the following:

pages 543 - 545, difference and similarities between forms and reports;

pages 545 - 546, types of Access reports;

pages 546 - 549, creating and customizing an AutoReport;

pages 554 - 556, toolbar buttons and their functions;

pages 556 - 562, modifying a basic report, Wizard Report.

The CHIN XE "CHIN" /HERA XE "HERA"  Field Equivalents appendix, a copied and pasted query, was also produced as a report for distribution to all participants at a recent HERA training day held in Victoria. It was produced from a query which selected those three fields of data from a table. The query was saved and the Report Wizard XE "Report Wizard"  started. In order to produce the columnar layout XE "Columnar layout" , the “Tabular” option was chosen when asked which Wizard was wanted. Once all the steps of the Wizard were completed, and the report was produced, it was noticed that some of the data in columns 2 and 3 were  XE "Truncated data" truncated. By going into design view, after saving the report, the field properties XE "Field properties"  of each of those fields were adjusted: the Can Grow property was changed from the default of “no” to “yes”.

The best way to learn about reports is to try producing a few from various queries you have saved, moving back and forth between Preview and Design views.
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Glossary XE "Glossary" 
See Que, pages 1165 - 1204 (Appendix A) for an excellent glossary of terms. A few of the important terms needed to manoeuvre around HERA XE "HERA"  are listed below. See Que, page 88 - 91 for a graphic display.

 XE "Application title bar" Application title bar: the horizontal bar at the top of the window which contains the Control-menu box XE "Control-menu box"  , the program title, the Minimize button XE "Minimize button"  and the Maximize or Restore button XE "Maximize or Restore button" 

 XE "Control-menu box" .

Control-menu box: a horizontal dash at the top far left side of the Application title bar XE "Application title bar" . Clicking on this dash with the mouse gives a list of commands to change the size and position of the application window or to close it.

 XE "Menu bar" Menu bar: the area immediately below the Application title bar. It displays the names of the drop-down menus XE "Drop-down menus"  for the current application (File, Edit, View etc.) These menu names change, depending on the type of window that is active (table, query, form etc.)

 XE "Toolbar" Toolbar: the area below the Menu bar. It includes buttons with icons (small pictures representing options) that allow actions to be performed quickly. The buttons displayed change, depending on the type of window that is open.

 XE "Status bar" Status bar: the area at the bottom of the window which displays messages to enable more efficient use of the menus and to give guidance when performing tasks.

 XE "Scroll bar" Scroll bar: the light grey vertical bar at the far right of a window. Often there is a similar horizontal scroll bar XE "Scroll bar"  at the bottom of a window (it may be a small bar, to the right of the Current record selection XE "Current record selection" ). There is a scroll arrow XE "Scroll arrow"  at each end of the bar and one scroll box XE "Scroll box" . Clicking the up or down arrows brings into view information that does not fit into the window. The scroll box indicates the position of the information in relation to the whole document.

Current record selection XE "Current record selection" : a horizontal area at the bottom of a window, often to the left of a scroll bar XE "Scroll bar" . It contains buttons that position the record pointer XE "Record pointer"  to the first, next, preceding and last record. It indicates the current record number, and indicates how many records there are in total (e.g. Record: 2 of 879)

 XE "Current record bar" Current record bar: the light grey long vertical bar at the far left of a window in form view and the light grey small rectangle at the far left of a window in table view. Both have an arrow-like symbol pointing inward toward the current record. Clicking on this bar selects the record (the bar turns a dark grey). This is often used in a form view to select a record for deletion.

Fields in Each Record XE "FIELDS" 
The following is a list of the Fields found in each of the four main tables.
	PERSON
	Full Name (Index)
Address
City
Province
Postal Code
Biography
Deceased
Phone
Fax
E-mail
Birthdate
Deathdate
Title

	ACCESSION
	Source (Linked to Person)
Accession Number (Index)
Accession Date
Mode of Accession
Number of Parts
Comments

	OBJECT
	Accession (Linked to Accession)
ID Number (Index)
Accession Number
Object Name
Object Type
Category
Subcategory
Title
Description
Status
Group
Parts
Location
Location Remarks
Condition
Condition Remarks

	ASSOCIATION
	ID Number (Linked to Object)
Association Type
Associated Information
Associated Person
Associated Place
Begin Date
End Date
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