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Revising Contents Lists in MSWord 

For Transfer to MSAccess

Rationale:

Legacy finding aids with simple container lists created in MSWord may be converted into MSAccess for ease of transfer into EAD. Some students and volunteers who create contents lists for archival collections are not comfortable using any computer software other than a word processing program. These instructions will help staff make an automated transfer from MSWord to MSAccess (and then into EAD).

Things to know:

These methods take advantage of the editing features of MSWord to create a delimited text file, suitable for transfer into MSAccess. These methods assume some knowledge of the features of MSWord and MSAccess.

These methods are meant for use on long standard contents lists with only c01 entries. The process is easier if list entries are very standard (i.e., the list entries contain the same information in the same order separated by the same delimiter). Some less standard lists can work, and may be worth the extra effort if they are very long.

A delimiter is a character that marks the beginning and/or end of each discrete piece of information (field) in the list entry.  Common delimiters are tabs and commas.

Procedures:

1. Separate the contents list from the rest of the finding aid and put it in a new MSWord document.  

2. Number the items in the list using the MSWord automatic bullets/number function. Note how many entries there are in the list. Remove all bullets/numbers. Repeat this periodically throughout the process to detect any formatting mishaps that result in fewer or more entries in the list. 

3. Turn on "Show All" to display nonprinting characters. Examine the entries in the list and choose a single delimiter to mark the beginning/end of the fields in each entry.  Sometimes it is useful to create a special delimiter, especially when common delimiters are used within fields. When creating a special delimiter, choose something that isn't used anywhere else in the file, like a repeated symbol (e.g., ###). Use the Find-Replace function to change all of the field separators to the same delimiter (all commas, all Tabs, all ###, etc.).

The end of each entry (record) should be marked as well, with a different character than the field delimiter. A common end-of-record marker is a paragraph mark. 

The following example uses the tab character as a delimiter and the paragraph mark to mark the end of a record.

· last name, first name, report title, date (Box #, folder #)

last name→first name→report title→date→box number→folder number¶

4. Examine the entries in the list for unnecessary words, characters, symbols, spaces, etc. For example, above, the commas, parentheses, and the words "Box" and "folder" were deleted from the entry. Differentiate between the words and symbols you want to remove by using adjacent words, symbols, spaces, and non-printing characters (like tabs and paragraph marks).  

Example: Instead of searching for "Box" you could search for " (Box ".  With this method, not only do you make sure that only the correct instances of "Box" are replaced, but you also get rid of the left paren. and the spaces at the same time. Plan ahead and replace the " (Box " with your delimiter instead of just getting rid of the text.

5. Once your file is ready, save it as a Plain Text File (.txt).

This file can be imported into MSExcel for further manipulation and corrections before importing into MSAccess.

6. To import into MSAccess:

· Create a blank database

· Select: File(Get External Data(Import and locate your text file

· Follow the Import Text Wizard instructions for data in a delimited format

· Additional changes can be made in the data, if needed, before transporting into EAD.
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