Additional instructions for converting Access databases into EAD

Follow instructions in Berkeley Finding Aids document – they work fine for <dsc> with only <c01>s.

For finding aids that go to the second level, follow these additional instructions:

· In Sorting and Grouping, enter c01 field first, c02 field second

· Group Properties for c01:

· Group Header = yes

· Group Footer = yes

· Keep Together = no

· In Group Header for c01 type:

<c01 level="series"><did><unittitle><field></unittitle></did>

· In Group Footer type: </c01>

· In Properties for <c01> header set as:

· Force New Page = no

· New Row/Column = no

· Keep Together = no

· Repeat Section = no

· All fields' properties should be set:

· Can Grow = yes

· In Detail Section place all <c02> information.

For finding aids that go to third level, etc., add additional Groupings and adapt instructions for c01.

Additional Hints

· If you have multiple fields that will appear in a component's scope & content note, use separate <p> tags for each field. This will result in a format that looks like an outline.

· Be sure to enter the type attribute for each component in the report body ("series", "subseries", "file", etc.)

· Be sure to SAVE AS *.txt before making any changes on the document

· Be sure to find/replace any ampersand symbol (&) with the word (and) before copying and pasting into XMetaL. Alternately you can replace the ampersand with the entity reference (&amp;) BEFORE copying and pasting into XMetaL.

· If sorting the data is complicated and you want to preserve a particular order, enter a field into the database for which the DataType is AutoNumber. You can then sort on that field when creating the report.
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