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This	 database	was	 received	 by	 Bok	 Tower	Gardens	 from	 the	National	 Library	 of	Medicine	 in	
April	 2014.	 As	 part	 of	 Bok	 Tower	 Gardens’	 deliverables	 for	 the	 Council	 on	 Library	 and	
Information	Resources	(CLIR)	grant	project,	this	EAD	Finding	Aid	Creator	is	being	made	available	
to	other	institutions	who	could	benefit	from	such	a	tool.	What	follows	are	instructions	for	the	
initial	setup	of	this	database.	The	accompanying	User	Manual	goes	into	more	detail	about	the	
steps	for	actual	input	and	creation	of	finding	aids.	This	document	is	to	serve	as	a	guide	for	the	
initial	setup,	altering	this	database	to	reflect	your	organization’s	information.		Please	note	that	
these	 instructions	assume	a	solid	knowledge	of	Microsoft	programs	 in	general,	and	at	 least	a	
basic	knowledge	of	MS	Access.		If	you	are	unsure	of	your	MS	Access	knowledge,	it	is	suggested	
to	create	of	copy	of	the	database	for	use	as	a	sandbox.	
	



Step	1	
Upon	receipt	of	this	database,	please	download	and	save	a	copy	to	its	desired	location.		
	
Note:	multiple	users	are	able	to	work	 in	same	MS	Access	database	simultaneously,	as	 long	as	
they	are	not	working	on	the	same	record.	
	
	
Step	2	
Create	a	local	c:\EAD	folder.		The	address	of	this	folder	must	be	c:\EAD	
	
This	 is	where	 all	 of	 the	 created	 finding	 aids	will	 be	 output	 to.	 If	 the	 database	 is	 saved	 on	 a	
shared	server,	each	computer	where	 it	 is	accessed	 from	will	need	a	c:\EAD	folder.	All	 finding	
aids	are	saved	locally	on	the	computer	they	are	output	to.	If	it	is	desired	to	have	them	saved	on	
a	share	space,	they	will	then	need	to	be	moved/copied	and	pasted	as	a	separate	step	in	your	
organization’s	workflow	process.		
	
	
To	Alter	Cosmetic	Elements	
-	Navigate	to	the	desired	page	that	you	wish	to	alter.	
-	Select	View	->	Design	View	
	

	
	
-	Change	the	colors,	fonts,	logo,	etc.	as	desired	



To	Alter	XML	Output	
-	Click	on	the	button	“Export	EAD	Finding	Aid	to	c:\ead	Folder”	

	
	

OR	from	the	side	panel,	right	click	the	form	“frmMakeEad”	and	open	in	Design	View		
	

	



OR	double	click	on	the	form	“frmMakeEAD”	and	Select	View	->	Design	View			
	
-	 In	 the	 footer	 you	will	 see	 the	hidden	 coding	which	 creates	 the	EAD	XML	output.	 There	are	
approximately	 20	 boxes	 with	 coding	 information.	 Check	 the	 information	 within	 each	 one	 to	
edit/correct	 the	 information	 for	 your	 organization	 (ie:	 change	 to	 your	 organization’s	 name,	
address,	copyright	information,	etc.).	
	

	
	
-	You	can	expand	the	boxes	as	needed	to	view	and	make	edits	easier.	When	complete,	return	
them	to	the	original	size	so	that	the	view	isn’t	altered	in	the	Form	View	when	using	the	page	
regularly.	
	
-	To	 test	 that	your	edits	are	correct,	 return	 to	Form	View	and	export	a	 sample	 finding	aid	as	
XML.	Open	your	c:\EAD	folder	to	 locate	the	exported	finding	aid	and	view	if	 it	 is	correct.	You	
can	 also	 run	 it	 through	 an	 EAD	 validator	 such	 as	 http://good-ead.fcla.edu/	 to	 ensure	 a	 valid	
output.	
	
Note:	 In	 the	XML	document,	you	may	need	to	delete	 the	blank	 first	 line	 in	order	 to	ensure	a	
valid	output.	
	
	
	
	
	
	
	
	
	



To	Alter	the	PDF	Finding	Aid	
-	From	the	side	panel,	right	click	to	open	the	report	“rpt_PDF_Finding	Aid”	in	Design	View	
	

	
	
-	Change	the	colors,	fonts,	logo,	etc.	as	desired	
	
	
	
	
	
	
	
	



Subject	Fields	
When	working	in	the	Finding	Aid	Creator,	Subject	Fields	are	drop	downs.	These	are	populated	
from	 the	 5	 subject	 tables	 (“subj_corp”,	 subj_geog”,	 subj_lcsh”,	 “subj_mtgname”,	 and	
“subj_pers”).	 These	 can	 be	 viewed	by	 expanding	 the	 side	 panel	 and	 viewing	 each	 respective	
table.	You	can	copy	and	paste	your	own	subject	fields	into	the	appropriate	table.	
	
Please	note	 that	subject	headings	cannot	be	added	to	 the	 tables	via	 the	 input	 form.	This	will	
prevent	 student	 workers	 or	 volunteers	 from	 adding	 unauthorized	 subject	 headings.	 If	 you	
would	 like	 to	add	additional	 subject	headings	 to	appear	 in	your	dropdowns,	 they	need	 to	be	
added	to	their	respective	tables.	
	
If	 you	 are	 changing	 a	 field	 [for	 example	 Library	 of	 Congress	 Subject	 Headings	 (LCSH)	 were	
changed	 from	 Medical	 Subject	 Headings	 (MeSH)],	 you	 must	 not	 only	 change	 the	 cosmetic	
aspect	 on	 the	 input	 forms,	 but	 also	make	 the	 correction	 on	 the	 PDF	 finding	 aid,	 as	 well	 as	
correcting	the	field	mapping	in	the	XML	coding.	See	the	“To	Alter	XML	Output”	section	above.	
	
	
Default	Values	
As	you	go	 through	 the	 input	 forms,	 you	will	 see	 that	 some	default	 values	have	already	been	
entered	 for	 you.	 Some	 are	 used	 as	 prompts	 (such	 as	 the	 file	 name	 field),	 while	 others	 are	
providing	the	information	most	likely	to	be	used	(such	as	the	language	field).	
	
These	 values	 can	 be	 adjusted	 by	 viewing	 the	 input	 form	 in	 Design	 View.	 Double	 click	 in	 a	
particular	field	to	bring	up	the	Property	Sheet,	which	will	appear	along	the	right	side,	where	you	
can	edit	the	Default	Value	for	that	field.	Click	in	each	respective	field	to	view	its	Property	Sheet	
and	make	desired	changes.	
	
Default	 values	 have	 already	 been	 established	 for	 the	 following	 fields	 (for	 more	 information	
about	each	field,	please	see	the	User	Manual):	
-	Filename:	set	to	“enter	file	name	all	lower	case	for	sgml”	as	a	prompt	for	users	
-	Title	prefix:	set	to	“Finding	aid	to	the…”	
-	Author:	Default	 is	 set	 to	“Bok	Tower	Gardens,	Anton	Brees	Carillon	Library”	as	an	example,	 you	will	
want	to	change	this	to	your	institution,	of	course!	
-	Encoder	of	the	finding	aid:	set	to	“Enter	Your	Name”	as	a	prompt	for	users	
-	Edition	of	the	finding	aid:	set	to	“1.0”	
-	Original	publication	date:	set	to	the	current	year	
-	Original	processed	completion	date:	set	to	the	current	year	
-	Level:	set	to	“collection”	level	
-	Language:	set	to	“eng”	(English)	
-	Provenance:	set	to	“creator”	
-	Origin:	set	to	“individual”		
-	Corporate	 Name/Personal	 Name	 (dependant	 on	 field	 above):	 set	 to	 “Bok	 Tower	 Gardens”,	 you	will	
want	to	change	this	one	too	
-	Access	restriction:	set	to	“no”	



-	Copyright	restriction:	set	to	“yes”	
	
	
	
	
	
Name	of	the	Database	
Changing	the	name	of	the	file	will	not	change	the	name	that	appears	at	the	top	of	the	database.			
	

	
	
To	change	this,	click	on	the	Window	button	in	the	top	left	corner.		Click	“Access	Options”	

	
	
Select	the	“Current	Database”	tab	on	the	left	side	and	from	there	you	can	edit	the	Application	
Title	



	


