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Introduction

These instructions explain how to enter data into a spreadsheet that can be easily
converted into an xml file encoded as the detailed description portion of an EAD
inventory.

The steps below are useful for typists who have not learned EAD as well as for
very quick data entry by those who do know EAD.

The steps that make up these procedures form a set of building blocks whereby
any given step may be performed by any member of a processing team to produce
a final EAD inventory.

For more specific guidelines regarding abbreviations, capitalization, punctuation,
and date or quantity expressions, refer to the inventory style sheet.

Required Files
1. EAD2002.Excel.DataEntry.xlt

A spreadsheet template that is used to enter standard data about the
contents of a collection.

2. EAD2002.Excel.Tagging.xIt

A second template that is used to automatically generate EAD tags
when a completed data entry spreadsheet is pasted into it.
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Note: Before you can use the EAD tagging template, the security level
in Excel must be set to Low. See page 11 for details on how to change
the security level.

3. EADExcelClean.vbacode.txt

A Visual Basic script that is used as a Word macro to delete tabs and

clean up punctuation in the EAD tagging before the data can become an

xml file.

Note: The Visual Basic script must be copied into a Word macro on the
computer you are using.

4. EAD2002_template.xml

An EAD template that contains the most frequently used elements and

boilerplate text for an EAD inventory.

Data Entry

Enter information about collection containers and content in the data entry

template (EAD.Excel.DataEntry.xlt ). Use a separate row to list each

component in a collection.

As you enter data, rows may be inserted where needed.

If you wish to distinguish particular boxes or series, you may increase the
width of a row or add a fill color, but do not enter any blank rows. Blank

rows that are left in a data sheet will cause validation errors.

Data Fields
Column | Data Descriptive Information

A Locator Shelf locations or call numbers:
12.A.1.1B +112
A2/ov5 M660
P1218 SAM27

B Box Number Box or other container numbers.

C Container Type Containers that are not boxes:
“drawer” “folder”
“reelﬂ “tube”

D Component Level | “series” or "subseries” or blank

E Level 1 Title Series or file title.
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F Level 2 Title Sub-series or file title.
G Level 3 Title File or folder title.
H Level 4 Title Folder or item title.
I Level 5 Title Sub-folder or item title.
J Date Inclusive date range:
Month DD, YYYY - Month DD, YYYY
K Quantity Number of folders or other type
of material:
1 videocassette. VHS-C format.
L Scope Note Summary note describing scope
and content.

Column A. Locator
EAD tag = <physloc>

Enter the shelf location or call number of a component whenever a
location number changes from the previous row.

Column B. Box Number
EAD tag = <container>

Enter the box or container number of a component whenever a
number changes from the previous row.

Leave this column blank when box or container numbers have not
been assigned.

Column C. Container Type
EAD tag = <container type="x">

When the material you are describing is not contained within a box,
enter the specific type of container. Enclose the type in quotation
marks, e.g. "reel".

Column D. Component Level

EAD tag = <cOn level="x">
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Data that is entered in Column D triggers how an inventory is
displayed.

MHS uses three different tabular styles to display inventories. These
different styles are used to express the complex hierarchy of the
components within a collection.

Simple Collections

EAD tag = <cOn>

Collections that are very simple or that are very minimally listed are
considered to be flat collections without a deep hierarchy.

A simple collection with a flat arrangement may be wholly listed at
only one or two levels.

The example below illustrates how a collection with a very flat
structure is displayed. In this example all the components were
coded as Level 1 file titles.

Location Box
148D28F 6 Minneapolis Brewing Company: General Ledger, 1935-1960.

Grain Belt Breweries, Inc.: Cash Receipts. 1973,
Golden Grain Stock Certificates.
Location Box

Flle 148D31B 7 Grain Belt Breweries, Inc - Analysis of Accounts, 1975-1976.

Minneapolis Brewing Company: Appraisal, 1962. 4 volumes.
Storz Brewery. Omaha: Appraisal Report. 1972.
Notes, 1927.

Location Box

148D32F 8 Scrapbooks, 1933-1939; 1941-1947; 1945-1970. § volumes.

Location Box

148 H64F 9 Grain Belt Breweries: Ledger, 1971.

For simple collections, no component level is listed and Column D is
left blank.

Location and box numbers are always given for the very first title that
is listed and thereafter whenever a new location or box number is
entered.
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A simple collection of files described in two levels:

Eﬂ File Edit Wiew Insert Format Tools Data Window Help - _
NEHS SR8 6 P98 E -8l 0% - @ [ awl -u - [B] A
F2 A £ LEVEL 2 TITLE
A B C D E F
1 |XYZ Association Records
COMPONENT
LEVEL
CONTAINER |Enter “series”
TYPE or "subseries”
for highly

Enter the type

of container compa‘y_
descriptions -
when the
5 . whern no

container is {Jh)fSJUC or

not a box. container is

Enclose the recoded at the

type in component

quotation level. Enclose

marks, e.g. the level in

LOCATOR |BOX "reel” or quotation

2 [NUMBER _[NUMBER |"folder" marks. LEVEL 1 TITLE LEVEL 2 TITLE LEVEL 3T
3 [(1M2A11B 1 Annual reports,
4 Articles of incorporation,
4] Bylaws,
§ 1124138 3 Financial information:
[ Annual reports,
8 Audits,
9 [112A11B 11 Minutes,
10 [112.A1.2F 2 Minutes,

Collections with Series
EAD tag = <c01 level="series™>

Complex collections have parts that are organized into discrete

series. Each series contains file sets that may or may not be further

nested within the series.

A complex collection might evidence the following hierarchy:

Level 1. Series title
Level 2. File title
Level 3. Folder title

The example below illustrates how a collection with series is
displayed. Scope notes are included at both the series and file
levels.
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/ Alphabetical subject files, 1954-1958.

Location Box
10718.7B Buttons campaign, 1957-1958.
Correspondence and order and sales statistics for a
program where the counties could order reduced
price custom designed Centennial buttons through a

Flle Commission and Midwest Badge and Novelty
Company agreement
Centennial calendar, 1957-1958.

Scope N Ote Inchades several versions of the 1958 statewide
calendar of events.
Clinics, 1957-1958
Lists of attendees. discussion topics. and press
releases documenting the seven regional clinics held
in January 1958.

Constitution. Sample, undated.

For county Centennial committees.
Counties 100 years or more. undated.
County appropriations, 1957-1938
County chairmen letters. 1957-1958.

Series
Correspondence with the Commission, the county committees, and vendors and donors;
/ statistics; lists of county chairs and committee members; legal and financial documents; and
SCOpe N ote related documents kept by Stohr and Nvhus.

For complex collections, enter the word “series” in Column D.
lower case and enclose the word “series” in quotation marks.

Enter the title of the series in Column E as a Level 1 title.

Do not enter a locator number in Column A or a box number in

Use

Column B. Location and container numbers are not entered until

the next row down when a level 2 title is entered.

A collection with series and files:

£ Microsoft Excel - EADZ002.Excel.DataEntry1
@_] Ele Edit View Insert Format Tools Data Window Help
DEHS GRITEI 4 B0-F(9-0- B -4 % Moe -@ [ -
D3 - # "series”
A B c D E F G
1 |XYZ Association Records
COMPONENT
LEVEL
CONTAINER |Enter "series”
TYPE or “subseries”
Enter the type |72 highly
of container CD’”PIEV.
descriptions ==
'when the
- : when no
containeris | o oe o
not a box. container is
Enclose the recoded at the
type in component
quotation fevel. Enclose
marks, e.g. the laval in
LOCATOR (BOX "reel” or quatation
2 |NUMBER _[NUMBER |"folder" marks. LEVEL 1 TITLE LEVEL 2 TITLE LEVEL 3 TITLE
5 "series” IAdministrative Files:
4 [112A11B 1 Articles of incorporation,
5 Bylaws,
3 Annual reports,
7 Board of Directors:
8 Minutes,
9 [112.A1.2F 2 Minutes,
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Collections with Series and Subseries

EAD tags = <col level="series”>
<co?2 level="subseries”>

Components within a highly complex collection are arranged into
groups of series. These series are further arranged into multiple
subseries that contain more deeply nested file sets.

A highly complex collection may evidence the following hierarchy:

Level 1. Series title
Level 2. Sub-series title
Level 3. File title
Level 4. Folder title
Level 5. Item title

The example below illustrates the style used to display a collection
with series, subseries, and files.

i / PERSONAL PAPERS
Series
/ Biographical and Ephemeral Material

Subseries Location Box
143E935B 1 Biographical data.

Family and genealogical data.
. Miscellaneous correspondence and related papers, 1939-19
Files Christmas lists, 1948-1958.
Passports and travel documents, 1949-1962.
School papers, undated and 1923-1938.
Appointments, awards, and certificates, 1928-1990.
Location Box

142G 8 4F- 2 Appointments, awards, and certificates, undated and 1932-
1 1982. 2 folders

Diplomas and honorary degrees, 1919-1967. 2 folders and |

rolled document.
Subseries Location Box

\ 142E74 215 Diplomas and honorary degrees: Temple University, 1949.

Interviews and Articles

Location Box
143E95B 1 Voices of Governors, May 9, 1963.
Tnterview on John Faster Thifles e 3 1966

To list collections with series and subseries, enter a series title as a
level 1 title in Column E and enter the word “series” in Column D.
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Enter the title of the subseries in the next row down as a Level 2 title
in Column F. Enter the word “subseries” as the component level in
Column D.

Do not enter locator and box numbers at either the series or

subseries level. Location and box information is not listed until a
level 3 title is entered.

A collection with series, subseries, and files:

£ Microsoft Excel’ - EADZ007.Excel.Databntry’ -
\Z‘_] File Edit View [Insert Format Tools Data Window Help
DEEHS SRTVE s LE-F9- 2=l EH o @ D MEIRAS
D13 - f "subseries”
A B E D E F G
1 |XYZ Association Records
COMPONENT
LEVEL
CONTAINER |Enter "series”
TYPE or "subseries”
Enter the type |10 Mgy
of container | °2/MP/e
when the e
S when no
container is physioc or
—limlEe: container is
Enclose the | acoged at the
type in component
quotation ievel. Enclose
marks, &.d. the level in
LOCATOR |BOX "reel” or quotation
2 NUMBER |NUMBER | folder” marks. LEVEL 1 TITLE LEVEL 2 TITLE LEVEL 3 TITLE
3 "series” Administrative Files:
4 "subseries” Board of Directars:
5 112A1.1B 1 Annual reports,
6 Articles of incorporation,
7 Bylaws,
] "subseries” Minutes,
9 Executive Committte:
10 |M25 14 "reels” Cormespondence,
11 |1M12A12F 2 Minutes,
12 Strargeic plans.
I“subserles“ _l Finance Department-
14 112.A138 3 Annual reports,
18 Audits,
1 Profit and Inss statements

Columns E-I. Level 1-5 Titles

EAD tag = <unittitle>

Enter each title within a collection in one of columns E-I. Each
column corresponds to one of five hierarchical levels by which the
components within a collection may be arranged and described.

Depending upon the complexity of the collection, determine which
column to enter a title based upon that component’s place within the
overall hierarchy of the collection.

Macros have been included to add EAD tagging for bold or italic
face. To add the coding the macros must be invoked before a title
data is entered.
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To add bold face, press <ctrl>+<shift>+B. The macro will insert the
following text: <emph render="bold"> </emph>. Enter the text you
wish to appear in bold face between the opening and closing
emphasis tags:

<emph render="bold"> [enter text here] </emph>.
To add italics, press <ctrl>+<shift>+l. The macro will insert the
following: <emph render="italic"> </femph>. Enter the text you wish
to appear in italics between the opening and closing emphasis tags:

<emph render="italic"> [enter text here] </emph>.

Column J. Date
EAD tag = <unitdate>
Enter the date or inclusive dates for each component part.

Months are spelled out, days and years are entered as Arabic
numbers.

Example: March 29, 1931 — August 2, 1936.

Column K. Quantity
EAD tag = <physdesc>
Use column H to describe the number of folders, volumes, sound

recordings, motion pictures or other material type that comprise each
component part.

Examples:

28 folders.

15 volumes and 6 folders.

12 videocassette recordings. VHS. User copies.

1 motion picture reel : sound, color ; 16 mm. Master copy.

Column L. Scope Note

EAD tag = <scopecontent><p>
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Scope notes are intended to be sparingly used and concisely stated.
The note may be used to note particular content, to indicate gaps, to
highlight restrictions, to describe how the files are arranged, or to
describe peculiar chains of custody.

Examples:

This series contains information regarding...
Issues missing.

Missing 1956, 1979-1982, and 1985.
Access restricted until January 1, 2025.

Arranged alphabetically and there under in reverse
chronological order.

These files are copies of original material held by the Jimmy
Carter Presidential Library, National Archives and Records
Administration, Atlanta, Georgia.

Proofreading Note:

Information entered into this column is always tagged as
<scopecontent><p>. When an inventory is proofed for final EAD
tagging, processors may need to recode these xml tags in order to
properly identify the metadata as another EAD element.

In particular, <scopecontent> tags that identify notes regarding
access restrictions <accessrestrict>, use restrictions <userestrict>,
arrangement <arrangement>, or custodial history <custodhist> must
be recoded.

EAD Data Tagging

The steps below use a sequence of copy and paste functions that use
several Excel, Word, and xml files one after the other. To complete the
steps you will open two files in Excel, one file in Word, and one xml file.

Files may be saved at any step in the process.
Steps 1-6 explain how to use the tagging template to automatically add

EAD tags to the inventory data.
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Steps 6-9 are performed in both Excel and Word in order to clean up extra

formatting that was added to the data.

Steps 10-12 may be performed in either an xml editor (Xmetal or Oxygen)
or a text editor (Notepad or Word) in order to produce an xml file.

Steps 13-15 are quality assurance steps
data is properly coded as EAD.

Steps 1-6. EAD Tagging Template

that are taken to verify that the

For the formulas in the EAD Tagging Template to be used, a macro in the

template must be enabled.

To enable the macro, select the Options
Warning message bar\

button that appears in the Security

@ Security Alert - Macro

Macro
Macros have been disabled. Macros might contain viruses or other security hazards. Do
not enable this content unless you trust the source of this file.

‘Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information

File Path:  \\sunfish\... Management\FindingAids\Excel 2 EAD\EAD 2Excel-DatsEntry. it

aynknown content (recommended)

Open the Trust Center

- 1 = EADZ\xcel-Databntryl [Compatibility Mode] - Microsoft Excel 5 = x
35 1
i i = X
- e Inse Pag out Fi Reuisw Viewy Developer PD Acrahat @ - T 3
N w
A = = Record Macro = " Properties f \ap Properties [Ty Import 5
] B S = Q.
F— 5€ Relative References lew Lode pansion Packs = Export T
-2 Use Relative Ref View Cod & Ex) ion Pack: E >
Visual Macros Insert \Design Source . Document
Basic I\ Macro Security - jode | 8 Run Dialog § Refresh Dat Panel
Code XML Modify
o x
< @ Security Warning Macros have been disabled. Options..,
|\Aj\. j;r| E
A ] b c D E F = f
4 I
Microsoft Office Security Options 7|

Enable the content and click OK.
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Press <ctrl>+a
or click in the
upper left-
hand corner
to select the
worksheet.

Press <ctrl>+c
to copy the
sheet.

Copy the entire worksheet.

Open the data entry spreadsheet that contains the inventory.

[ Microsoft Excel - EADZ00Z.Excel.DataEntry T

] Fie

Edit View Insert Format Tools

Data  Window Help

DSHS IR T s |9 - &z -3 A S o - @
Arial -0 - B I U $ %
21 - A
> A B c D E F
YZ Association Records
COMPONENT
LEVEL
CONTAINER |Enter "series”
TYPE or "subseries”
Enter the type |07 Mgy
of container | cOMP/ex
descriptions -
when the
when no
containeris [, o0,
Lok container is
Enclose the | rocoied at the
type in component
quotation leval. Enclose
marks, e.g.  the fevel in
LOCATOR (BOX "reel” or quotation
2 NUMBER |NUMBER |“folder" marks. LEVEL 1 TITLE LEVEL 2 TITLE LEVEL 3 TITI
3 [ 112A11B 1 Administrative Files:
4 Articles of incorporation,
5 Bylaws,
6 Board of Directors:

Open a blank EAD tagging template. Notice that there are two

worksheets in the tagging template: one called Data Entry and a
second called EAD Tags.

Microsoft Excel - EADZINIZ Excol: Tagging. xit =
B me fdt Yew et Fgmet Toos (s Wndow b LI
DEFMG al 7R A LB-F9- -0 El g s -G wo- B A 5

L18 - £
A B [ ] E F G H e
1
COMPONENT
LEVEL
CONTAINER |Enter “sarion”
TYPE or
Lnter the type | "0
of eontainer |0
wher) the e
conmner i [SE00
ot & bow. )
Incase e |rosompg at the
fype in ¢ omp ot
ERTART R e e
marks, w3, [the favel in
“reel” or Guotation
NUMBER |“foiier marts. LEVEL 1 TITLE  |LEVEL 2 TITLE  [LEVELITITLE  (LEVEL 4TITLE  |LEVEL S TI

it
Ready

4.
spreadsheet.
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When the tagging
template is opened,
the Data Entry
worksheet has
already been
selected.

To paste in the data,
press <ctrl>+v.

H] Ble  Edit Vew Help

DEHS SLVE ¥R2B-F 9~ B =3RS0 @)
Al e fe

Insert Format Tools Data  Window

[COMPONENT
LEVEL
[CONTAINER |Enter “series™
TYPE or "subseries”
Enter the type|™" Fighly.

of container |COmPIer

when the descriptions -

when no
containeris | 0T
notabox- eonainer is
Enclose the | ,ecoded at the
component
Jevel. Enclose
the fevel in
LOCATOR (BOX quotation

NUMBER |"folder" | marks. LEVEL 1 TITLE LEVEL 2 TITLE LEVEL

W 4 » W\ DATA ENTRY { EAD TAGS /

5. Click on the second tab at the bottom of the screen to open the

EAD Tags worksheet.

W 4 » W]\ DATA ENTRY,
Ready

Steps 6-9. EAD Excel Clean Template

6. Select all the tagged cells that contain inventory data.

(Use the mouse, hold down the <ctrl> + <shift> keys, press the
right arrow key, then the down arrow key.)

7. Open a blank Word document.

8. Paste special the copied EAD Tags into the Word document as

unformatted text.
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Jocument4 - Microsoft Word

File | Edit | Wiew Insert Format Tools Table Wind

a. Select Edit > Je o) B
i L R N R
Paste Special. 5 al pecte e
I
—|  Past= Specal... |

Replace... Ctrl+H

¥

o (vl
Paste Special E 1
Source:  Microsoft Office Word Document
C:\Documents and Settings\Owner\Desktop...
=
Cancel
b . Se|eCt U nfOFm atted () Paste: Microsoft Office Word Document Object
. . Formatted Text (RTF,
Text and click OK. #imE

Picture (Windows Metafile)
Picture (Enhanced Metafie)
HTML Format

Unformatted Unicode Text

Result
Inserts the contents of the Clipboard as text without

.a{é any formatting.

9. Select Tools - Macro - Macros - EADExcelClean - Run to
execute the macro that cleans up the data. The macro will strip
out the tabs and cleans up some common punctuation errors.

Format | Tools | Table Window Help
=g Y speling and Grammar...  F7 2 EG EE & q o
T

Select Tools 2 Language o e
Macro 9 Macros 13 Track Changes Ctrl+Shift+E
[ wemo Pl b Magos... Alt+F8

@ Record New Macro...

_‘ .
Macro n: !
Sel Icl oo
elect EADExcelClean C e
- Run
Madesin:  Allactive templates and documents [
Description:
Macro recarded 2/10/2008 by

At this point, the data may be saved as an EAD fragment with
either a txt or xml file extension.
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Steps 10-13. XML Template

10. Open the EAD fragment that resulted from step 10 above, select
the entire text and copy it.

11. Next, open an EAD template or existing EAD file and paste in the
fragment.

For new inventories, simply go to the end of the detailed
description by searching for the text “</dsc>" and paste the EAD
fragment into the template immediately before the closing
“</dsc>".

For existing EAD files, insert the xml fragment in its proper place
within the detailed description.

12. Save the xml file.
Steps 13-15. Proofread for Data Quality

13.  Proofread your resulting EAD file and recode any
<scopecontent> notes that should be properly tagged as other
EAD elements such as <accessrestrict> or <userestrict>.

14.  Correct any xml validation errors that resulted from leaving blank
rows in a data entry sheet.

15.  For collections with components whose levels were tagged as
series and subseries, proofread the inventory to verify that locator
and box numbers will appear in the html version of the inventory
where they are needed.
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