Master Bibliography MsAccess Database
(15 November 2004)
This Master Bibliography created in MS Access is a template for anyone who needs to collected bibliographic data whether it is for a sample library, citations, collection of items, etc.  The Smithsonian Institution Libraries Cataloging Services Division has been asked over the years to suggest fields of data to be collected on special projects that might or might not be converted to the library standard US MARC (United States Machine Readable Cataloging.) The fields included here are ones that will yield a quality database for reporting basic aspects of a collection. 
Master Bibliography MSAccess database consists of two tables: MasterTable and Subject_LookUp.

These tables already include numerous fields which can be selectively used for any given project.  No field is required unless the user decides. Suggested forms are provided that pull selected fields: ExampleArticleFrm, ExampleBookFrm, ExamplePresentationFrm and Switchboard which can be used as an opening screen.  A suggested form is provided for the ExampleSubjectFrm.  These forms are for users to see examples of form design. Edit adding, deleting, rearranging the fields as needed for individual projects.
In the “Design View” of the MasterTable are notes and examples of how each field maybe used. Sample mapping of these fields to the appropriate US MARC fields is also provided should the data be converted in the future. The fields could be mapped to other metadata schemes as well. Therefore, it is important to understand the meaning of each field and use it correctly so that data can be mapped consistently.  This document attempts to explain further the use of each field. All local decisions for each project should be carefully noted to provide guidance to input data consistently.  After each field use is decided, further mapping can be done to convert the data to metadata schemes as needed.
It is highly recommended that individual forms be set up for each project selecting fields from the MasterTable that are required.  More than one form can be used per project, re-using the same fields with different labels yet keeping the data in the same table fields for overall searching and retrieval from the database.
Below is a list of all the fields in the MasterTable followed by detailed definitions of each of the fields.  Examples of data and procedures are given. These are only suggestions. Think about all the access points users might want to use to retrieve, sort, or report.  As the database grows, consistency of data entry and adherence to standard names and terms becomes increasingly important for searching, reporting, and sorting out of the database.
List of All the Fields in the Master Bibliography Database

Author_First_Name

Author_Middle_Name

Author_Last
Author_Date
Author_Role

Item_Title_Article

Item_Title
Alternative_Title_Article
Alternative_Item_Title

Place_Publication

Publisher

Date_Publication

Date_Publication_Number

Pagination_Description

Language

Second_Author_First_Name

Second_Author_Middle_Name

Second_Author_Last
Second_Author_Date
Second_Author_Role

Third_Author_First_Name

Third_Author_Middle_Name

Third_Author_Last
Third_Author_Date

Third_Author_Role
Other_Authors

Description

Notes

Host_Title_Initial_Article

Host_Title

Host_Alternative_Title

Host_Issue_Number

Host_Volume_Number

Host_Date

Host_Date_Number

Pagination_In_Host

Format_Type

Id_Text1

Id_Text2

Alpha_Sort

Link_CheckBox_One

Link_CheckBox_two

Link_Address_One

Link_Address_Two

Project_Name

Item_ID

Associated_Text

Text_Use

Text_Copyright

Provenance

Check_Box

Subject_One

Subject_Two

Subject_Three

Subject_One_Pick

Subject_Two_Pick

Subject_Three_Pick

Subject_One_LookUp

Subject_Two_LookUp

Subject_Three_LookUp
Procedures and hints:
I. Take the Master Bibliography database and copy it to a location for use.  Do not enter data in to the master bibliography. This is a template empty database to copy and re-use as needed. Rename the database with the project name.

II. Review the data fields and begin to make some decisions about the data collection.  The most important preliminary decision is how to retrieve or sort the data.  Be inclusive. It is easier to delete fields that are not used than to add fields later. 

III. Design input forms for the project. Use different forms for different kinds of data and link them.  If the project is extremely simple, one form may be all that is required. 
For example: 
Each of the forms pull the same fields from the MasterTable but label them differently to clarify data entry.  One form may be used to enter data about books, one form for journal articles, one form for conference proceedings, and another form for manuscripts (etc.)
Example:  Below shows how different forms would all map to the same field Item_Title but may be labeled differently depending on the form design:

Form for Book

Label Title for Field Item_Title

Form for Article

Label Article Title for Field Item_Title

Form for Conference Paper

Label Paper Title for Field Item_Title

Form for Manuscripts

Label Name for Field Item_Title
Label Speech for Field Item_Title

Label PowerPoint Title for Field Item_Title

IV. Individual Field Descriptions.
AutoID 

MsAccess assigns this field as a new record is entered.  The number assigned is unique and will never repeat. A number assigned to a record will not be reused if the record is deleted.  This number is the MSAccess “key number” to use when linking other MSAccess tables.

Author

MsAccess is not robust enough for establishing controlled vocabularies.  When recording names for a project, decisions need to be made on authorized name formats.  This database has places to record three different names and a field to group other names.  This way, reporting can be done on specific names recorded in the individual name fields or retrieved by keyword searching in the grouped named field.  
Procedures need to be made for each project on how the names are going to be record. Currently, the mapping is from these author fields going to data elements that assume that the names given are all unique. Each project could decide how they would like to use these three structured name fields and the block note name field. 
For example, it may be decided that one of the name fields will be the place where a name is recorded exactly as found on the item while another name field will be an “official” form of the name.  A report could be produced from the data on either form of the name.  If this decision is made, it needs to be recorded on the table design note fields and the mapping to other data schemes will need to be adjusted.
The author names are set up for three part names: first, middle, and last. It is up to the local decisions and practices how to use these three fields per name.  If corporate names are used (or single named authors), local procedures need to be in place that indicate where to put the corporate name.

Examples of possible procedures:

Always put corporation names in the Author_Last_Name leaving Author_First_Name blank. If only one name is given, assume it to be Author_Last_Name leaving first name blank. If it is clear that it is a first name only, then leave the last name blank)
On item: Exxon Corporation

Author_First_Name= [blank]

Author_Last_name=Exxon Corporation
On item: Blecker

Author_First_Name=[blank]

Author_Last_Name=Blecker
On item: Sister Marie Francis

Author_First_Name=Sister Marie Francis
Author_Last_Name=[blank]

Author_First_Name

This is for the first name of the main author/creator of the item being described.  Local procedures should be established to provide consistency in this field. 
Author_Middle_Name

This is for the middle name(s) of the main author/creator of the item being described.  Local procedures should be established to provide consistency in this field. For example what the local procedures will be if only initials are given, etc.
Author_Last_Name
This is for the last name of the main author/creator of the item being described.  Local procedures should be established to provide consistency in hyphenated names, etc.  This should include the idea of possibly sorting alphabetically by last name.

Examples:

Smith 

Smith-Lawson

Smith, Jr.

Note: Think of the three name fields working together during output.

Examples of possible out put reports of these three fields:

John Smith (no middle name or initial given) 

Smith, John D.

Smith-Lawson, J.D.

Smith, Jr., J. David

Author_Date
This is a field to record specific dates associated with the person.  These can be the birth and death dates or dates when the author “florished,” etc.

Author_Role

Record the relationship of the author to the item being described.

Common terms include:

Editor

Compiler

Translator

Illustrator

Engraver

Artist

Other author fields in the Master Table are:

Second_Author_First_Name
Second_Author_Middle_Name
Second_Author_Last
Second_Author_Date
Second_Author_Role

Third_Author_First_Name
Third_Author_Middle_Name
Third_Author_Last
Third_Author_Date

Third_Author_Role
Other_Authors
These additional fields let the user add a second and/or third authors as separate fields with identifying roles. The main author might be the writer and the second author the engraver.  
If more authors are to be recorded,  the Other_Authors field is a memo field allowing the input of other names.  Local procedures should be established on how the names will be input.  Remember the names will all be together and will not be able to be separated out for sorting or reporting.

Item_Title_Article

Initial articles effect the sorting of titles.  This field is there for separating out the initial articles from the main part of the title being described.

Item_Title

Record the title of the item being described. Record local procedures on capitalization and punctuation.  Use the Item_Title_Article to separate out initial articles to ease the alphabetizing by title. (Best practice is to include a title for the item being described. If no title is given, a constructed title should be supplied.)
Alternative_Item_Title

This field can be used to record another title. This could be the title in a different language or a section of the title (subtitle).  

Examples:


Not capitalize title: 

Item_Title_Article= The

Item_title= bird almanac : the ultimate guide to essential facts and figures

Output: The bird almanac : the ultimate guide to essential facts and figures


Capitalize title:

Item_Title_Article= The
Item_title= Bird almanac : the ultimate guide to essential facts and figures

Output: The Bird almanac : the ultimate guide to essential facts and figures


Separate subtitle into the Alternative_Item_Title

Item_Title_Article= The
Item_title= Bird almanac : 
Alternative_Item_Title=the ultimate guide to essential facts and figures

Output: The Bird almanac : the ultimate guide to essential facts and figures
Sorting/Reporting capable on title: the ultimate guide to essential facts and figures (n.b. as given above, the initial article can not be stripped out of this alternative title.)


Title in two languages:

Item_Title=Aves Argentinas : guia para el reconocimiento de la avifauna bonaerense =

Alternative_Item_Title= Field guide to the birds of Buenos Aires province

Output: Aves argentinas : guía para el reconocimiento de la avifauna bonaerense = Field guide to the birds of Buenos Aires province (n.b. the “=” is a common way of indicating a parallel title and the symbol was input into the database with the title.)
Place_Publication
Record the place where the item was published. If unpublished consider other important infomration that will help identify and describe the item.  You can record the city and/or state and/or country.  Procedures should be established on standard ways of abbreviation.

Publisher

Record the name of the publisher of the item. If you are working with unpublished material you may want to record other corporate, institutional or organization related to the item.
Date_Publication

This field in the table will take text and number information.  You can record the data with numbers and letters.  Local procedures should be established on the consistent form of data going into this field if it will be used for sorting and displaying.  

Date_Publication_Number

This field is established using the MsAccess data/time rules.  MsAccess will convert data input into this field into the mm/dd/yyyy. Using MsAccess table settings, modifications to the Date_Publication_Number can be made using the various defaults provide or by customizing the date. A common practice is to give a year. If the data is unknown the closest decade or century is chosen.
Local procedures might include using both the date fields: one to record what is on the actual item and one to use for sorting of the data over all.
Examples (these examples keep the default MSAccess mm/dd/yyy format):

[Item is a power point presentation given at a conference]
Place_Publication=Montreal
Publisher=Conference on biological diversity in North America

Date_Publication=24 March 2005
Date_Publication_Number=3/24/2005
Place_Publication=Seattle, Wash.
Publisher=Boeing
Date_Publication=1:00 pm. 1 March 2005
Date_Publication_Number=3/1/2005
Place_Publication=Vatican City
Publisher=Vatican Observatory
Date_Publication=April, 1500

Date_Publication_Number= 4/1/1500

Pagination_Description

Describe the length of the item in pages or units. This field could include other descriptive information including maps, portraits, photographs, hand illustrations, etc.

Language
A place to record the language that the item is written in.  The local procedures could use a standardized coding for the language. If the item is in more than one language, local procedures need to decide how many lanugages to record.  It is usually advised to give the top two or three languages.  If the item is mainly in one language but has summaries in alternative lanugages, local procedures may decide to record the minor text languages in a description or note field.

Description:
This is a memo field that allows the user to input a description of the item being described

Notes:

This is a memo field that allows the user to input notes regarding the item being described.

Local procedures should be established to indicate what kind of data will be recorded in the above fields. Punctuation and capitalization should also be standardized.

Suggestions- Examples:

Using the Description field as describing the item contents and coverage. The Notes field describing the physical aspects of the item.
Example 1:

Description=Detailed descriptions of each plant found on the exploration with hand colored plates collected in the back.  

Notes= Signed and dated by the author and illustrator.  Separate plates have been bound in the back of  the book.  Tipped in correction sheet inside front cover.
Example 2:
Description= Chapter 1: Introduction – Chapter 2: How to begin to dehydrate living plants – Chapter 3: Storage and mildew concerns – Chapter 4: Labels

Notes= Charts and tables have hand writing in pencil of the original owner of the manual. Pages well worn but still very legible. Prime candidate for digitizing.

Host fields

These fields are for recording the title of the item that holds the main item being described. If the item being described is a journal article, the host information would be about the overall journal.  This could include papers that are part of congresses or proceedings; chapters in books; separate volumes of a multivolume set; etc.

Host_Title_Initial_Article

Host_Title

Host_Alternative_Title
The above fields are for recording the title of the host. Separating the initial article out will help in sorting by host title yet retain the correct name of the host if it begins with an initial article.  Alternative titles can be recorded including subtitles or translated titles.

Examples: 

The author(s) of the article in the Author fields (“J.D. Smith”), the title of the article in the Item_Title fields (“Fish and fauna of Peru”), the name of the journal (“Journal fo Peruvian Wildlife”) in the Host_Title fields. (n.b. Local decisions need to be made for each project on how journal titles are recorded – a standard form of abbreviation or a full spelling out of the journal titles.)
Author_First=J.
Author_Middle=D.
Author_Last=Smith
Item_Title=Fish and fauna of Peru
Host_Title=Journal of Peruvian Wildlife 
Host_Issue_Number

Host_Volume_Number

Host_Date

Host_Date_Number

Pagination_In_Host

These fields can be used to record the information that will help in proper citation and location of the item being described. Local procedures should indicate the use of labels and abbreviations. The Host_Date allows the recording of text and numbers.  Host_Date_Number uses the MsAccess date/time format which can be used for sorting information.
Examples:
Host_Issue_Number=no. 2
Host_Volume_Number=Vol. 5
Host_Date=Spring 2005
Host_Date_Number=5/1/2005
Pagination_In_Host=35-88

Possible reporting out of the database the above example:

Vol.5, no.2 (Spring 2005)35-88.

Host_Issue_Number=nr. 4
Host_Volume_Number=Heft XX
Host_Date=1885-3
Host_Date_Number=3/1/1885
Pagination_In_Host=pp. 555-721
Possible reporting out of the database:

Heft XX, nr. 4. (1885-3) pp. 555-721.
Format_Type

A standard term recording the form of the item being described. Local procedures should indicate list of standard terms.  Users may decide to make this field into a drop down box of choices.  
Examples of common formats: book, microfilm, microfiche, 2 dimensional graphic, three dimensional object, map, manuscript, music, computer file, film, and videorecording.
Id_Text1

Id_Text2
These two fields can be used to record identification terms that might be needed with in a project or to distinguish between items from one project and another.  
Some example uses: classification number of the item,  location of the item, owner institution, or project nickname. 

Alpha_Sort

This field takes up to 5 characters.  It can be used to force the database to sort on a specific alphabetical order.  This can be used when a specific alphabetical arrangment is required for output.
Link_CheckBox_One

Link_CheckBox_Two

Link_Address_One

Link_Address_Two
The Link_CheckBox  fields allow the user to indicate with a check box a yes or no answer.  They may be used in conjunction with the Link_Address fields to record either file names or web address.  
Examples of use:

If Link_CheckBox_One is marked yes then Link_Address_One points to the location of the jpeg file of the item.  
If Link_CheckBox_Two is marked yes then Link_Address_Two gives the file address for the fully digitized version of the item.

Project_Name

This field can be used to record the name of the whole project or assign various subprojects.

Item_ID

This field can hold text or numbers and can be used to record a unique identification that is associated with the item.  This could be a file name, a barcode, accession number or some other identification element required by the project.

Associated_Text

This field could be used to record some text that will be used for display or reporting out of the database.  
Examples of use: caption of an image, the label associated with the item for display, credit line, etc.
Text_Use

This is a field that could be used to record restriction of use or other specifics associated with the item or a subproject.

Examples:

Must be viewed on site only.

Use limited to personal and may not be distrubuted.
Text_Copyright

This is field that can record the copyright rules governing the use of the items. This could be a standard phrasing used for the entire database or it could change depending on the item.
Provenance

This field is for recording the history of the item being described.
Example:

Purchased for the Estate of Spencer Baird

Check_Box

This is a yes/no check box that can be assigned by the user for whatever might require for record keeping.  This could be a way for indicating proof reading, processing of scanning, finished processing, or removed.

Subjects

The database has three ways to record subject access to the database.  It is advised to decide at the beginning how you plan on using the subject access to the data.  Since this is a limited database, it does not have the capabilities of a true “controlled vocabulary” field.  This means that as the database grows in size, the lack of controlled terms will begin to become evident and cause some “dirty” returns on access.  

Subject_One
Subject_Two

Subject_Three
The above three fields allow the user to put in any term in each field.  

Subject_One_Pick

Subject_Two_Pick

Subject_Three_Pick
The above three fields suggest adding a very limited list of words in the default value field of properties of each field. This works well for a database of very specific items that have a very limited number of terms being assigned to the subject access.  The list can be modified by the administrator of the database by going into MsAccess’ table design view and editing/adding terms in the default value.

Subject_One_LookUp

Subject_Two_LookUp

Subject_Three_LookUp
The above three fields are connected to another table associated with the Master Bibliography.  The Subject_LookUp table is where the user can input terms that will be used in the Subject_[X]_LookUp fields.    A term that is needed is selected from a drop down box. If a term is not there then a new term can be added. A separate form is used to add in the terms.

