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How to Read this Document

This is a task manual, which means that it is arranged around common tasks
that you will likely want to perform in Calm. Many of these tasks will have been
covered in the training that you received: the manual is designed to be a
memory aid for the training, rather than comprehensively covering every
scenario that may come up in Calm. For questions not answered in this
document, please consult the online Calm manual or Calm helpdesk.

These notes will refer to the default, un-customised Calm 10.0.0, as it will look
when you use it for the first time. Your version may differ.

Because this manual is meant to walk you through practice with Calm,
example data is provided wherever it is. This data is in yellow boxes. This should
allow you to practice entering data, but it is not recommended to use it in your
organisation’s live Calm system—only in a training system.

Calm is a feature-rich program, so there is often more than one way to perform
a task or more than one command that will achieve the same result. For
example, this manual mainly demonstrates ways to achieve tasks using mouse
clicks and buttons on screen, but there are often keyboard shortcuts that can
perform the same task. This manual is not intended to be an exhaustive listing
of every method, but rather a guide to get you started.

The entries that follow are laid out as in a standard format:

The Task to Be Done

An explanation of what the task is or examples of when it would be useful.

Where to start:

How the screen should
look before you do the
action below

> Actions you must do Example data you can enter
Events that happen automatically

-.-.._.l-'\._"l-
fL‘ Information that may impact you in this task
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Importing from Spreadsheets

The following three sub-sections (‘To Create a Template to Map Your Data
into’, ‘To Add the Spreadsheet Data to the Template’, and ‘To Import the Data
into Calm’) are the three parts of a process you can follow to import data from
spreadsheets into Calm. The first time you follow them you will need to do each
part, although in the future you can create a standard template as a .ixt (plain
text) file and use that, instead of re-creating the template each time. Using this
process, you will create a plain text template that imitates Calm’s DScribe
Natural format, put your spreadsheet data into it using Word's mail merge
function, and then import the data info Calm.

As in the example below, spreadsheets that are suitable for import info Calm
are those with a straightforward row/column layout, with column headings that
can be equated with Calm field labels. Please note that column headings do
not have to be the same as the Calm field labels. Each row in the table will
become an individual Calm record. Each column should have the same type
of datain it.

ExampleData.xlsx - Excel

Home Insert Page Layout Formulas Data Review View Q Tell me 9. Share
X - = ==|_=F General - [ Conditional Formatting~ &=Insert~ 2 ~57~
Calibri -1 A A =
B - _ E==E-2.9%9 . #Format as Table ~ == Delete - W]~ O~
Faste ¥ BIU- -5 A~ E3= P €0 7 Cell Styles - [x] Format ~ <
Clipboard T« Font T Alignment T~ Number @ Styles Cells Editing ~
112 - fx v
A B C D E F G H =~
1 |Level |Reference [Title Extent |Date ClosedUntil Number
2 |ltem |JS/1/1 Letter to Roger Taylor 1 page [2002 31/01/2025 ]
3 |ltem [JS/1/2 Postcard from constituent |1 page |2 Mar 2003 2
4 |ltem [J$/1/3 Letter from constituent 4 pages |12/03/2003 |31/01/2025 3
5 |ltem |JS/1/4 Letter from Roger Taylor |2 pages |Autumn 2002 4
6
7
8
Lol -
Sheet1 ® q »
Ready Ee| o - ] + 100%

To avoid formatting problems when moving data out of a spreadsheet
program, ensure that all of your columns are formatted as Text. It is best to do
this before entering data into the spreadsheet.

Finally, this manual uses Microsoft® Excel 2016 and Microsoft® Word 2016 to
demonstrate the mail merge process: other editions of the software may not
work exactly the same as demonstrated here.
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To Create a Template to Map Your Data into

In this example data is imported info an Archive Component record in the Catalogue
database in Calm. To import into another database, follow the same process but create a
template using the Calm record type you wish to import into instead of the Catalogue record
type specified in this example.

Start in Calm on the main menu:
» Open the module you wish to import data into Archive

» Open the database you wish to import data into Catalogue

> Click I S

The Select Record Type dialogue box may appear

Select Record Type “
Companent
Analytical
» Click the type of record you wish to import Component

> Clickl % ]

A new blank record will be created

IDENTITY [ — |

Level[| ]
Repository I_\Juseum
Ref_Ho | Alt_Ref_No |
Extent] |
Title |
Date |

CONTENT |

Description |
Mat_Group | Mgt_Sub_Group|

Location | Closed_Until

Access_Conditions |

Copyright |

Access_Status [Open

Physical_Description |

> Delete any text from the record that you don't wish to appear on the
records you import
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» Click File on the menu bar
The following menu will appear

Import...
Export...
Report...
Print >

Run Script...

Info...

» Click Export...
The Export Records To File dialogue box will appear

o Export Records To File

wihat Options
Method: | DScribe M atural W

(®) Current record 1

= ' Cancel
() Hit list flekics of| Collate copies anee
() All records [Export to Cliphoard) Suppress blank lines Help
(I Hit list range: Format [ ] &ppend ta output file
- - [ | Jained records
! H== 2l Character conversian:
24 (Mare] W
> Click the radio button (®) next to Current record
» Click the down arrow (¥) at the right of the ‘Method’ field
A drop-down menu will open
o Export Records To File

wihat Options
Method: | DS cribe M atural v

(®) Current record 1

) Faormatted c |
1 Hit list Comma separated 7| Callate capies ancel
Tab zeparated _

(1Al records [Export b Suppress blank lines Help
VHit i . Ik MARC '
. Hitlist range: Farmat S L [ ] &ppend ta output file
1 . ; [ ] Joined records
= 2l Character conversion:
a4 [Mone] W

» Click '‘DScribe Natural’

Tafile...

» Click
The Select Export Output File dialogue box will appear
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(@] Select Export Output File “

Savein: | Input v @ 5 il
D= Mame . Date modified Type
e Mo items match your search,

Recent places

Libraries

A
This PC
= N

hl

Metwark

< >

File name: W Save

Save as type: Text files { bd) W Cancel

Choose a save location in your default C:\dscribe\Archive\Input
Calm folder

Enter a name for the template Template

Click the down arrow (¥) at the right of the ‘Save as type:’ field

A drop-down menu will open

Click ‘Text files (.txt)’

Click

Click |9k

The blank record will be exported
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To Add the Spreadsheet Data to the Template

Start in Word with the file you just exported open:

Template.txt - Word

Insert Design Layout References Mailings Review View Q Tell me 94. Share

4
i
i

D Courier New~|105 ~ A Ao Aa~ A

AaBbCc | AaBbCc AaBbCc . -
. Editing

]

>
i
4

Paste ¥ B 7 U-aex,x A-¥ SO .{_2. T Normal | 1 No Spac.. Heading 1

4
N>
>
=

Clipboard ™~ Font [ Paragraph T Styles [ ~

L ‘\-Z-\‘l‘\‘2‘\‘3‘\-4‘\‘5‘\-6‘I‘7‘\‘8‘I‘9‘\-10‘I‘11‘\‘12‘I‘13-\‘14‘I‘15-\‘Q‘\‘17‘\‘18‘

:Component
—-IDENTITY

S

-Level
-Repository
Museum
-RefNo
-Extent
-Title

-Date

—CONTENT

B 5 4 320

The record type will be displayed after a colon (:), the field labels will be
displayed affer hyphens (-), and content for each field will be displayed on
the line below the field label

> Delete the field label ‘-RecordID’ and its contents from the template

If you do not delete this field, the records can still be imported into Calm
but they will cause serious errors only the helpdesk can fix.

» Click the Mailings tab on the ribbon at top
The Mail Merge ribbon will be opened

Address Block
[-TEnvelopes =" ...‘..

Greeting Line Find Recipient

L2 Labels Start Mail S_e!ect . Ed\'t . H\'ghh’ght Insert Merge Field Preview _ Finish &
Merge ~ Recipients v Recipient List Merge Fields Results Check for Errors Merge
Create Start Mail Merge Write & Insert Fields Preview Results Finish
[ ]
[&v
Select

» Click Recipients ~
A drop-down menu will appear

&2 Type a New List...
Use an Existing List...

25 Choose from Outlook Contacts...

» Click Use an Existing List...
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Navigate to the spreadsheet with the data you wish to import

. Open
Click P
H -0 - Template.txt - Word
File Home Insert Design Layout References Mailings Review View O Tell me 9‘. Share
Address Block
e [
PR =] ) & Greeting Line Find Recipient
2] Labels Start Mail S_e!ect Edit Highlight Insert Merge Field Preview S Finish &
Merge - Recipients - Recipient List Merge Fields Results eck for Errors Merge
Create Start Mail Merge Write & Insert Fields Preview Results Finish "
L \\Z\I\l\\\z\\\l-\\zw\3\\\4\\‘5‘I‘6‘\‘7‘\‘8-\‘9‘%10‘\‘11‘\‘12‘\‘13‘\-14‘\‘15-\‘6‘\‘17‘\‘18‘ -
- :Component
- —-IDENTITY
- —Level
E‘ “Repository
- Museum
Click below the label of the first field you wish to add Level
data fo
&
o=
==
Insert Merge
Click  Field -
A drop-down menu will appear showing the headings from the spreadsheet
Level
Reference
Title
Extent
Date
ClosedUntil
Number

Click the spreadsheet heading you wish to connect to
the Calm field

The spreadsheet heading will appear in double angle brackets («») below
the field label

-Level
«Level»

Level

Enter the rest of the spreadsheet headings you wish to add below the
field labels you wish to import them into

If you do not enter data into a mandatory field, or enter data not on the
listinto a picklist field, it will still be imported but you will receive validation
warnings every time you save or edit the records you create.

AXIELL CALM TRAINING DOCUMENT | 9



-.- -h.-

&

Iil‘l It is advisable to insert a unique number (such asin the column ‘Number’
in the table above) into the RCN (hidden) field when importing
catalogue records. This number may be required by Calm later (please
contact the Calm helpdesk or see the online manual for more
information on the RCN field).

H -0 - Template.txt - Word = - O X

File Home Insert Design Layout References Mailings Review View ';‘ Tell me Qg. Share

t ) Address Block X M 4 >
=2 Envel @ o ° , E , e ﬁ')
nvelopes B o a’ ) Greeting Line ™

= Find Recipient
B Labels Start Mail ~ Select Edit Highlight Insert Merge Field - Preview Lo P Finish &

Merge - Recipients - Recipient List Merge Fields Results ¥ Check for Errors Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish ~

Lol 200 01 ‘E§‘ lel v v201 314 1501 61 +7 18191 101111 12+ 1 131 141 15 1 . | 17 | 18 =~

&

vl 2

:Component
—IDENTITY

-Level
«Level»
-Repository
Museum
—RefNo
«Referencex»
—-Extent
«Extent»
-Title
«Title»
-Date
«Date»
—CONTENT

-Description
—Format
—Category
—ACCESS
-Location

—ClosedUntil
«ClosedUntil»

=

Finish &

» Click Merge~
A drop-down menu will appear

2,011 110019 1 8 170l B 5 430200010

Er Edit Individual Documents...
Q‘;‘.a Print Documents...

£ Send Email Messages...

> Click B~ Edit Individual Documents..
The Merge to New Document dialogue box will appear
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Merge to New Document 7

Merge records

() Current record

() From:

oK Cancel

> Click the radio button (®) next to All

OK

> Click

A new document will appear, in which the data will be added to the
template to create multiple ‘records’, one for each row in the spreadsheet

Letters1 - Word

Insert References

Design

Layout

D Courier New~|10.5 ~ A A |Aa~ A i=-i=-'i=v &
Paste B I U-abex, X° Avaf/vAv = === $§v
Clipboard Font P Paragraph

:Component

—IDENTITY

- -Level

~ Item
-Repository
Museum
—-RefNo

- Js/1/1

<« —-Extent

- 1 page
-Title
Letter to Roger Taylor
—Date

© 2002

- —CONTENT

—Description

> Click Ik

» Click

Browse

> Click

The Save As dialogue box will appear

v
L ol:2c0 2011102003141 :5.01:6:1:7:1:8:
0

X

= O
Mailings Review View Q Tell me 9. Share
3= A
= 2 T | aaBbCe| AaBbCe AaBbCc . ©
é ~ -~ T Normal | TNo Spac.. Heading1 < Ediing
T Styles r
9110 1 111 1201 131 141 15 1 11701 18

fa
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w3 Save As “
T |« dscribe » Archive » Input v &  Search Input p
Organize ~ New folder EE o
A Desktop ”»  Name Date modified Type
| Documents
J Downloads Template.txt 22/03/2016 11:31 Text [
b Music
& Pictures
g Videos
£ BOOTCAMP (C)
+# Macintosh HD (D:)
v < >
File name: ImportData.txt v
Save as type: Plain Text (*.txt) v
Authors: Tags: Add atag
- Hide Folders Tools ¥ Save Cancel

» Choose a save location in your default

C:\dscribe\Archive\Input
Calm folder E i e
» Enter a name for the records to import ImportData

» Click the down arrow (*) at the right of the ‘Save as type:’ field
A drop-down menu will open

» Click ‘Plain Text (.txt)’

Save

> Click

The File Conversion dialogue box may appear

File Conversion - ImportData.txt v

Warning: Saving as a text file will cause all formatting, pictures, and objects in your file to be lost.
Text encoding:

) Windows (Default) () MS-DOS (@) Other encoding: | Turkish (Windows) ~
I Ukrainian (Mac)
il Unicode
|1nserl line breaks Unicode (Big-Endian)
. ‘ . Unicode (UTF-7)
End lines with: CR/ LF Unicode (UTF-8) v
| Allow character substitution
Preview:
:Component A
-IDENTITY
v
OK Cancel
. oK
» Click

» Click X in the upper-right corner
The .txt file you wish to import will be closed
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To Import the Data into Calm
Start in Calm on arecord in the database you wish to import data into:

» Click File on the menu bar
The following menu will appear

Irmport...
Export...
Report...
Print k

Run Script...

Info...

» Click Import...
The Import Records from File dialogue box will appear

o Import Records From File “
- Options
Method: | DS cribe M atural W (] 4
Strip leading blankz
Frarm file.. Skrip trailing blanks Cancel
[Impart fram Clipboard] |gnore blank fields Help

Farmat |gnare auta create fizldz

Sernal nurmber fieldz

File... Edi... Separator:

[None Selected) Ignaore characters;

Fecord bype: Character conyersion;

Analytical [Maone]

» Click the down arrow (*) at the right of the ‘Method’ field
A drop-down menu will open

o Import Records From File “
Optionz
Method: | D5eribe Matural QK.
Strip leading blankz
D5erbe database Strip brailing blanks Cancel

|nflected [tagoed]
(Import frg Morvinflected
DEF file [ghare auta create fields

|gnore blank: figlds Help

Fomat | Files s records S erial number field
| o soparated erial number fields
FIE T ah separated Separator:
Simple .
[Mone 5| Separated [gnare characters:
#ML
Fecord | Bepurt Character comversion:
Analytical [Mane]
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» Click '‘DScribe Natural’

> Click Frorm file..
The Open Import Source File dialogue box will appear
O Open Import Source File “
Look in: ) Input w @ T = o
I= Marme - Date modified Type
ke Mo items match your search.
Recent places
Desktop
Lik.::raries
LY
This PC
:.h'l
A < >
Metwork
File name: v| | Open
Files of type: Dscribe (dscribe) W Cancel
> Navigate to where you saved the .ixt file . .
9 Y C:\dscribe\Archive\Input

you wish to import

» Click the down arrow (*) at the right of the ‘Files of type:’ field
A drop-down menu will open

» Click ‘Text files (.txt)’
The .txt file you wish to import will appear

» Click the .txt file you wish to import ImportData

..- -h-.

h
L2 Be sure to select the merged data .txt file, not your original template file.

> Click

» Click! &

The records will be imported info the database you had open

-

IDENTITY |

Level Ir
Repository |Mu5 eum
Ref_No [1S/1/1
Extent W
Title l]_etter to Roger Taylor
Date 2002
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