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Preface

Background Information on 7he Gate User’s Guide

The Gate User’s Guide is the companion to The Gate database application. The Gate is a
database application written in Microsoft Access, and the data that it will manipulate are
contained in an Oracle database. The Ocean Drilling Program (ODP) named the Oracle database
Janus. The Curation group asked the ODP software developers to write a program that would
enhance editing of curation data in the ODP-wide Janus database. The Janus database was
developed in an effort to contain many diverse databases into one uniform database. The Janus
database is comprised of different databases used throughout ODP’svarious departments. There
are many kinds of data involved including engineering, administrative, scientific, personnel, and
curatorial. The name The Gate was chosen because the application, literally, is the gateway from
a computer into the Janus Oracle database.

Purpose of The Gate User’s Guide

The Gate User’s Guide assists the curation employee in entering, editing, and querying data in
the curation database. The curation employee will also find instructions on compiling reports,
completion letters, and assistance in project management. The guide will be archived for
curatorial database reference purposes and perhaps may be a resource in the future development
of other user’s guides.

Content of The Gate User’s Guide

The Gate User’s Guide contains detailed information about using The Gate database application.
The guide will supply the curation user with step-by-step instructions for operating The Gate.
The instructions will

» detail which buttons/steps to use for what purpose
» define what those buttons/steps are
» explain results you will get from buttons/steps that you choose

Who Should Use The Gate User’s Guide

The Gate User’s Guide was written for curation personnel at the ODP-TAMU. The personnel
range from new employees and first-time users to experienced curation personnel.

Sources Used in Developing The Gate User’s Guide

The structure of The Gate User’s Guide was developed in part by perusing Microsoft Word
User’s Guide and Microsoft Access User’s Guide. Personal interviews were conducted at the
Ocean Drilling Program (ODP) and the ODP employees were of great assistance in developing
the instructions. Jack Foster of the Information Services Group was very helpful and also John
Firth of the Curation Group. Barbara Chapa, a student worker for the Curation Group, was most
helpful in offering back-up assistance on routine duties and she also tested the user’s guide.
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Introduction

Welcome to The Gate User’s Guide! This user’s guide was made with you, the curation
employee, in mind. The Gate User’s Guide is the companion to The Gate — database application.
This guide contains step-by-step procedures for entering, editing, and querying data in The Gate

- Janus Curation database application.

This guide assumes that you are an employee in the Curation group at the Ocean Drilling
Program. It has been written in easy-to-follow language and all chapters have an illustration that
accompanies the text, so you will see what is being discussed. We recommend that you refer to
the illustrations throughout the guide, while following the steps through The Gate. The
illustration should reflect what appears on your screen.

The structure of The Gate User’s Guide was developed in part by perusing Microsoft Word

User s Guide and Microsoft Access User’s Guide. Personal interviews were conducted at the
Ocean Drilling Program (ODP) and the ODP employees were of great assistance in developing
the instructions. Jack Foster of the Information Services Group was very helpful along with John
Firth of the Curation Group. Various student workers in the Curation Group were most helpful in
offering back up assistance of routine duties and also tested the user s guide.

Note: If you have any questions or problems please email bowman@odpemail.tamu.edu.


mailto:bowman@odpemail.tamu.edu

Chapter 1 — Curation Gate Main Menu
1.1 Purpose of Instructions

1.1.1. Introduction

The Curation Gate Main Menu section of The Gate User’s Guide is the gateway into The Gate
program. You may choose either Sample Requests or Assign Scientist Leg/Role. Choosing the door icon will exit
you from the program.

@, Microsoft Access - [Gate Main Menu]

Figure 1. — Curation Gate Main Menu

Equipment You Will Need to successfully run 7The Gate database application.
» Pentium with 48 megs of RAM

» NT platform

»  Microsoft Access Office 97

Tips to Enhance Your Use of 7he Gate database application.

» Each chapter will begin with a brief overview.

» Any field that contains a down arrow has a dropdown menu that you choose from to fill in
that field. Simply put your cursor on the down arrow and select an option.



1.1.2 Fields — Assign Scientist Leg/Role

Assign Scientist Leg/Role window is for shipboard and moratorium sample requestors. The purpose is to
associate a scientist with the leg he is requesting material from. This applies to upcoming legs or during the one-
year moratorium for a leg. The data for a current leg and within one year of a leg is restricted to shipboard scientists
and approved shore-based scientists only. Assigning a scientist to a leg ensures that that scientist will have access to
that leg’s data.

&, Microsoft Access - [frmAssignScientistLeg/Role : Form]

T Eile Edit ¥iew Insert Format Records Tools wWindow Help _-I;'Izl|
M- Ry ae s (e etz a )% |BE-] o)
Find Scientist by Last Name (retrievals are case sensitive) Scientists Assigned to Leg: 150
Ruole: | |
Last Name First Name  Middle Last Name First Name Middle Role
ADAMS 4 At j Becker Luann =1w] j
ANOMNYMOUS
AOK] H Boeckel Babette PAL
] Assign Brank Tim MLS
AYUSO . A »
Cragg Barry A CHE
Aagaard Per -
- | Davis Earl E. SHO
Abbott Dallas .
) Davis Roy MLS
Abbott William H. .
Dean P. Allison | PMG
Abdullah Moharned l. . ;
Unassign Dillard Sandy MLS
Abe Matsue .
<< Eppard Gavin MLS
Abel Linda .
Fackler Diawid MCS
Abelmann Andrea
Fergusson Christopher L SED
Abelmann-Gersonde  Andrea Hastedt Margaret MeS
Abrahamsen Miels Change 4
. . Role Henry Pierre PP
Abramaovich Sigal - .
. £ Hirano Satoshi STR
Abrams Lewis . . -
Hisamitsu Toshio PG
Abrams Melson J
Hrabovsky Dale MLS
Abrantes Fatirna F. G. ;
Hunze Sabine FP
Acierno Michael J. .
Jararmillo Juan MLS
Ackermand 0. Done
Julson Bradley LO
Acton Gary D.
. Kastner Miriarm J SCl
Adachi Mamaru
Kinoshita Masataka SHO
Adam n} F N
Kittredge Steve LOG
Adams Donald D.
Klaus Adam S5
Adarmson Andrew C.
Maltrman Alexander James | STR
Adelseck Charles G. . -
Adline Inae E = Meissner Eric MLS
Mithal Rakesh MCS I~
All Hames |
[Form View UM 4
iﬂstarll % sample Requests - Ne | i Gate-User's Guide | Y Microsofl Word | &, Microsoft Access - [fr... RYEDS 151 P

Figure 2. — Assign Scientist Leg/Role

Fields:

Find — invokes search idanus scientist table for last name provided.

All Names —populates with all the names from Janus scientist table.
Assign —assigns name in left hand field to space in right hand field (particular leg).
Unassign —removes name from right hand field (particular leg).
Change Role —assigns or reassigns role given to scientist.
Role — role scientist fills on the ship (duty assigned).

Cur — Curator PMAG - Paleomagnetist

MCS — Marine Computer Specialist PAL — Paleontologist

MLS — Marine Lab Specialist OPS — Operations Personnel
SED — Sedimentologist XR — X-ray Specialist

PP — Physical Properties STR — Structural Geologist
CHE — Chemist SHO — Shorebased Investigator
SS — Staff Scientist PET —Petrologist

LO — Lab Officer ODP — ODP Intaral Personnel
LOG — Logging Engineer SCI - Scientist

COC — Co-Chief Scientist MCB — Microbiologist

DEV — Developer
2



1.1.3 Fields — Sample Requests

Sample Request Main Menu window contains queries that may be performed using dates
or repositories and also contains function buttons found at the bottom of the main menu window.
These function buttons will be discussed in the subsequent chapters.

#, Microsol ft Access

|| Ble Edt view Insert Format Records Took Window Help |

ER I = A A e e ===

Sample Request Main Menu
Query by Date {Query by Rep and Completion Date
Enter a query date (mm/dd/yy): [ Enter a quety date (mm/dd/yy) L1
@ BCA ECR
3 Request Date (=1 Enter Date
GCR & WCH
Query | @ = Query
Enter Request Number and/for Part | | query
Enter ScientistName: [ | | query
New Completion | Bimonthiy . - Personnel| Repos .
Request Letter Report (Feffee el List Info =R
[Query sample request after(between) 3 typical date; must choose either request date or enter date, [ [ |
i Start | BF Microsoit Word - mainmen... | [&, Microsoft Access ) 756aM

Figure 3. — Sample Request Main Menu Window

Chapter 1 - Curation Gate Main Menu
Chapter 2 - New Request

Chapter 3 - Completion Letter
Chapter 4 - Bimonthly Report
Chapter 5 - Project

Chapter 6 - Visit

Chapter 7 - Personnel List

Chapter 8 - Repos Info

Chapter 9 - Appendixes

VVVVVYVYVYYVYYVY



Chapter 2 — New Request

2.1 Purpose of Instructions

2.1.1. Introduction

The New Request section of The Gate User s Guide contains detailed instructions that will
assist you, the curation employee, in entering new sample request data into the ODP-Janus
Oracle database. You will use the New Request window when you receive a new sample request
or need to edit an existing request in the ODP-Janus database. This chapter will supply you, the
curation user, with step-by-step instructions for successfully entering and storing sample request
data. The instructions will

» detail which buttons/steps to use for what purpose

» define what those buttons/steps are

» explain results you will get from buttons/steps that you choose

Equipment You Will Need to successfully run The Gate database application.
» Pentium with 48 megs of RAM
» NT platform

» Microsoft Access Office 97

Tips to Enhance Your Use of The Gate database application.
» Each chapter will begin with a brief overview.

» Any field that contains a down arrow has a dropdown menu that you choose from to fill in
that field. Simply put your cursor on the down arrow and select an option.



2.1.2. Fields — New Request Window Overview

The New Request window contains fields that you must fill in with data.

@, Microsoft Access [_[=]

File Edi Visw Insert Format Reords Tools Window Help |
- HSRY 2@« |a® 3T e T M (B0
E3 Sample Request Information _[Of =

Sample Flequest Information New | Scientistl F\epositnryl Cancel | Save | —

Resealchl Assign |Leg DelaiII Motes | Close |
Request  Publication  Dverdue Date Date Date Date Completion
Request ate Goal Letter Sent Entered Ack. Sent Approved ate
Number Part Type [(mm/dd/yyyy) [mm/dd/yeyy) (mm/dd/pppy) (mmtdd/ppyy) (mmidd/uwyy]) [mm/dd/yyyy] (mm/dd/yyyy] [(mm/dd/ypyy] Approval Status
7] & |[Shipboard <[ 17/02/1999 T1A0/1998] [ 110/1898 [ 11/10/1999] 17/10/1999] -
] 16663 A |[Shipboard [ 11/09/1399 11/08/1998]_11/08/1598[ 110971954 17/08/1998] [ 1170341598 [Conditional -
] 16662 A |[Shipboard <[ 17/09/1999 1/09/1998]_11/09/1399 [ 11/09/1999] 17/09/1952] [ 11/09/1599) [Conditional -
] 16651 A |[Shipboard ][ 11/09/1399 1/08/1998|_11/08/1598|[ 110971954 17/08/1998] [__11/03/1598] [Conditional -
] 1EEE0] A |[Shipboard - ][ 17/09/1939 1/09/1998]_11/09/1399 [ 11/09/1999] 17/09/1952] [ 11/09/1599) [Conditional -
] 16559 A |[Shipboard <[ 11/09/1359 1/08/1998|_11/08/1598|[ 110971954 17/08/1998] [__11/03/1598] [Conditional -
] 16952 A |[Shipboard - ][ 17/05/1939 1/09/1998]_11/09/1399 [ 11/09/1999] 17/09/1952] [ 11/09/1599) [Conditional -
] 16557 A |[Shipboard ][ 11/09/1359 1/08/1998|_11/08/1598|[ 110971954 11/08/1398| [__11/09/15999) [Bpproved -
] 16956 A |[Shipboard < ][ 17/09/1999 1/09/1998]_11/09/1399 [ 11/09/1999] 17/09/1392] [ 11/09/1999) [Bpproved -
| 16555] & |[Shipboard |« ][ 11/03/1335 11/03/1398][ 11/03/1338][ 11031338 11/03/1338] [ 11/09/1333] [Conditional -
] 16554] A [[PostMort__+ ][ 11/05/1995] 11/09/1998][ 11/09/1998) 11/09/1998|[ 11/09/1998] [ 11/09/199%] [Approved -
| 16553] A& |[Post Mot |« ]|[ 11/05/1335 11/03/1398][ 11/03/1338][ 11031338 11/03/1398] [ 11/09/1338] [&pproved -
] 16952 A |[Shipboard <[ 17/09/1999 11/09/1998][ 11/09/1998) 11/09/1998|[ 11/09/1998] [ 11/09/199%] [Approved -
| 16551] & |[Shipboard |« ]|[ 103141335 11/02/1398][ 11/02/1338][ 11/02/133g] 11/01/1338] [ 11/05/1938] -
] 16549 A |[Post Mo - ][ 10/31/1999 11/02/1998][ 11/02/71998] 11/0271998)[ 11/09/1999 -
| 16512 A& |[Shipboard |« |[ 110141335 11/02/1398][ 11/02/1338][ 11/02/133g] -
K = I I I =
=

Record: 14 4 | T _r | rir] of 18 < | B
|Farm view

Figure 4. — New Request Window

Fields:

Request Number — the number assigned to a specific sample request.

Part — an alpha part is assigned and can range from A-Z. One sample request number can have
many parts or just one.

Type — what type of sample request. The type can be shipboard, moratorium or post-
moratorium.

Request Date —the date the scientist filled out the sample request.

Publication Goal —the date the scientist will publish work derived from the samples requested.
Overdue Letter Sent —the date filled in if curator s office sends reminder letter that it is passed
the publication goal date and no publication has been received. The letter reminds the scientist
that he is overdue.

Date Entered —the date you enter the sample request data.

Date Ack. —the date the curator s office sends an acknowledgement to the scientist notifying
him of our receipt of his request.

Date Sent —the date the sample request is sent to the appropriate repository for sampling.

Date Approved — the date the repository approves the sample request.

Completion Date — the date the repository completes taking samples for that sample request.
Approval Status —explanation of approval situation if the request is not a straightforward
approval. The approval status can be rejected, deferred, partially deferred, approved, partially
approved, conditional, withdrawn, decision pending or retired.



2.1.3. Functions — New Request Window Overview

The New Request window contains buttons that invoke sub-windows where more
detailed data is entered.

@, Microsoft Access M

Fil=: Edit ¥iew Insert Format Records Tools Window Help
E-HERY $R@a Y o @€ HiYE (éren Ba- 0
E3 Sample Request Information =] E3
Sample Request Information New | Scientist | Repository | Cancel | Save | ™
Researchl Assign | Leg Detail | Notes | Close |
Request Publication Overdue Date Date Date Date Completion
Request Date Goal Letter Sent Entered Ack. Sent Approved Date
Number Part Type [mm/dd/yyyy] [mm/dd/yeyy) (mm/dd/yyyy) [mmidd/yyyy] (mmidd/yyyy) [mm/dd/yppy] (mmidd/ypyy) [mm/dd/vyyyl Approval Status
[ R A [Shipboard < [11/02/1998 117071399 1171079598 1107998 11/10/193 -
B 1B663] A |[Shipboard =) [ 11/09/1998 11/09/41998]  11/09/1998)  11/03/1598] 11/08/41998] | 11/09/1998] [Conditional -
B 16662] & |[(Shipboard <[ 11/09/1338 11/03/41938]  11/09/1938)  11/03/1558] 1140341938 11/09/1938] [Conditional -
16661 & |[Shipboard  =f| 11/09/1998| 11/09/1998|(  11/09/1993 11./09/1998) 110941998 | 11/09/1998] |Conditional -
1EEED| & ||Shipboard  =| 11/09/1998| 11/09/1998|[  11/09/1998 11./09/1998) 114091998 | 11/09/1398] |Conditional -
B 16559] & |(Shipboard [ =J[ 11/09/1998 1140941998  11/09/1998)  11/03/1998] 1140941938 11/09/1998] [Conditional -
B 16558] & |(Shipboard  =J| 11/06/1338 11/03/41938]  11/09/1938)  11/03/1558] 1140341938 11/09/1938] [Conditional -
16557 & |[Shipboard  =| 11/09/1998| 11/09/1998|[  11/09/1998 11091998 11/09/1998) | 11/09/1998| |2pproved -
1655E| & ||Shipboard = | 11/09/1998| 11/09/1998|[  11/09/1998 11./09/1998) 11/09/1998] [ 11/09/1398| |Approved -
B 1E55E] & |[Shipboard  =]|[ 11/05/1558 1140941998  11/09/1998)  11/03/1998] 1140941938 11/09/1998] [Conditional -
| 16654 & [[Post Mort = || 11/05/1398| 11/09/1938|[ 11/09/1935 11./09/1958) 11/09/1338|| 11/09/1338| |4pproved -
16553] & [[Post Mort = || 11/05/1998] 11/09/1938|[  11/09/1998 11091998 11/09/1998) [  11/09/1998| [2pproved -
16552] A |(Shipboard <[ 11/09/1998 11/09/41998]  11/09/1998)  11/03/1598] 11/09/41998] | 11/09/1998] [4pproved -
16551] A& |(Shipboard [ =J[ 10/31/1998 1140241998 11/02/1998)  11/02/1998] 1140141998 | 11/05/1998 -
16549 & [[Post Mort = || 10/31/1358| 11/02/1938)(  11/02/1938 11./02/1958) 11/09/1335) -
16812] & ||Shipboard  =f| 11/01/1998| 11/02/1938)[  171/02/1998 1140241998 -
* = =
Record 14 4 1 b | r]e#] of 16 4| | ;|4
|FUrrn View l_

i Sla[ll B¥ Miciosoft Word - mainmen | %Micmsuﬂ Access @ 533 PM
Figure 5. — New Request Window Fields

Functions:

New — invokes new blank line is created for you to enter data.

Scientist —invokes a scientist window for data entry and edit.

Repository — invokes repository window. You check repository that will sample.
Cancel — cancels any data entry in any field as long as you have not saved the record.
Save — saves data you have entered.

Research — invokes a research window for data entry and edit.

Assign —invokes a scientist window where you attach scientist to sample request.

Leg Detail —invokes a leg, site, hole window for data entry and edit.

Notes — invokes a window where you check material, method, specialty, and/or request item.
Close — closes window and takes user back to Sample Request Main Menu.



Chapter 2 — New Request
2.2 Steps to Complete

2.2.1. Entering New Request Data

Note: You can use your tab key or return key to move from field to field. You may also
place your mouse in the field you wish to edit.

1.

2.

v V Vv VvV ¥V V VY
AN

v V YV ¥V V V

10.

11.

12.

13.

Put your mouse on New button and click.

Enter new Request Number that you choose by selecting a number that is sequential
to the last number listed.

Enter new Part letter.

Choose Type from dropdown menu.

Enter numerical month, day and year of Request Date.

Enter Publication Goal numerical month, day and year.

Enter date Overdue Letter Sent (if there was one sent) numerical month, day and
year.

Enter Date Entered numerical month, day and year.
Enter Date Ack. numerical month, day and year.

Enter Date Sent numerical month, day and year.

Enter Date Approved numerical month, day and year.
Enter Completion Date numerical month, day and year.

Choose Approval Status (only if the approval is not fully approved or in question).



2.2.2. Selecting a Function

The Cancel, Save Close buttons perform a function but do not require data entry:

» Cancel - cancels any data entry in any field as long as you have not saved the record.
» Save — saves data you have entered.

» Close — closes window and takes user back to Sample Request Main Menu.

The New, Scientist, Repository, Research, Assign, Leg Detail, and Notes buttons require data
entry after they are invoked.

> New - invokes a new blank line is created for you to enter data.

Sample Request Information New | Scientist | Repository | cancel | save |
Assign | Leg Detail | Motes | Close |

Request  Publication  Dverdue Date Date Date Date Completion
etter Sent Entered Ack. Sent Appr.

Request

Date Goal oved ate
Number Part Type (mm/dd/yyyy) (mm/dd/pyyy) (mmsdd/yyey) (mmsdd/ypyy) (mmsddivyyy) (mm/dd/yyyy) (mm/dd/yypy) (mm/dd/yyyy] Approval Status

Figure 6. — New Request Button Window

> Scientist - invokes a scientist window for data entry and edit.

Scientist_information
Title First Name M1 Last HName Rank

> D [HurLing T__tn 1
I 1

Record: 14| « T _» | vu]bs]| of 1 (Filtered)

o
e Foel
3 Start| B Microsoft word - mainmen | =3 Lotus ec:mail - (Maibox #1..| [& Microsof ft Access ) 10:1BAM

Figure 7. — Scientist Button Window



» Repository — invokes repository window. You check repository that will sample.

[_T=1]

Help

w20 2] 52w e e [ - @2

Save C: cel Close
Repository Sample Done Date

stip —

O e  —

= =  —

=  —

O wen —
[Form Viewr T T T T 11
SR Start| [ Miciosol ft\rord - mainmen | |22 Lotus cotail - (Mailbox #1..|[E5 Microso Ft Accoss D 10:08 4M

Figure 8. — Repository Button Window

» Research — invokes a research window for data entry and edit.

Tools window Help

[— @& w2l 20| % ¥ 7 | o | e x|

s

Fom [ [
@ 10524

Figure 9. — Research Button Window

» Assign —invokes a scientist window where you attach scientist to sample request.

= t Format Records Tools Window Help |

- aEen | d =] |a & |20 2% e v e %20
e

Query By Scientist Name |

e T —
N e—
e |

Find Close
= ~|
3 D
Form s T O o
i3 Start | BY Miciosol it Ywford - mainmen. [[& Microsot ft Access ) 11:16AM

Figure 10. — Assign Button Window
9



> Leg Detail —nvokes a leg, site, hole window for data entry and edit.

rosoft Access

Edit Wiew Insert Format Becords Tooks window Help

& B |5 A AR A=

est Deta =] 3
Request Detail New | —
Sample Bt Estimated
LEG  Cod i Sites _ Holes  Frequency Interval  Depth Lithology 3) Tool Number Comment
ri | IRER 554 T [ & [2fcoe [G-200m | 20 H[rons
IR = I & | [Zo0-400 | [shale I ]
T | | | | I | I
Record: 14 < T > [ »1lr#] of 2 (Fikered) 4] |
Tecord: 14 T T o of T A
: =
[Farm View R

i Start | B Miciosoit Wrd - manmen... |[&5 Microsoft Access

Figure 11. — Leg Detail Button Window

B 11:57 am

» Notes — invokes a window where you check material, method, specialty, and/or request item
(partially shown).

&, Miciosoft Access =E

|| Ele Edt view Insert Format Records Isols window Help

e - W& & ¥ [[% @@ [zl 200w e %@

=

4 NOTES for SAMPLE REQUEST Mo: 16664 =
Close
Specialty:
Sedimentology: Magnetic Properties: [ Petrology: (] Geochemisty:  [J Education: 1
Stuctural Geology: [ Physical Properties: [ Paleontology: [ Miciobiology: ] Other (m]
Material:
Gas: [ Sedments Metamorphic Rock: ] Wein Materiak ] Other:  OJ
Fluid: O IgnecusRock: O Metaliferous ((re) Deposits: Fluid Inclusions: 1 Other m}
Method:
[<RD O HRF O Microprobe (] SEM/TEM (]
Inorganic Chemistry O Drganic Chemisty O Carbonate, silica (] Grain Size (]
Color Reflectance O Other Imaging O Petrography (] Density, Porosity (]
Consolidation/Strength I Thermal Conductivity [ Permeability (] Welocity (]
Magretostratigraphy O Rock Magnetism O Calcareous Mannofassils 1 Diatorns (] e
Planktonic Foraminifers [ Benthic Foraminifers [ Dinoflagellates/tcritarchs (1 Pallen/Spores (]
Radiolarians (] Silicoflagellates (] Cultures/Tracers/Stains L Hacrapalentology ]
Stable Isatopes Fiadingenic |sotopes 1 Other ] Other ]
R tem:
‘ Coue Samnles (1 Thin Sections [] Dieseribe coes At mnnston: ] Samnle esidues [ Other (1 =l
mecord: [ 1 v [mifr#fof 1 A
[Form View | o

iR Start| B Micioseft word - mainmen... [[&% Microsoft Access |
Figure 12. — Notes Button Window
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Chapter 3 — Completion Letter

3.1 Purpose of Instructions

3.1.1. Introduction

The Completion Letter section of The Gate User s Guide contains detailed instructions
that will assist you, the curation employee, in entering data that you will then use to compile
completion letters. You will produce the completion letter after a sample request has been
completed and the samples are ready for shipment. You will send the completion letter with the
samples to the requesting scientist. You will send a copy of the letter to the Curator s Office for
database record keeping. You can also produce a Handcarried Report, which contains the same
information as the completion letter, but you give the Handcarried Report to the scientist who
handcarries his own samples. A Label function is also available. You may produce a mailing
label with this function.

The guide will supply you, the curation user, with step-by-step instructions for successfully
entering and producing a completion letter. The instructions will

» detail which buttons/steps to use for what purpose
» define what those buttons/steps are

» explain results you will get from buttons/steps that you choose

Equipment You Will Need to successfully run The Gate database application.
» Pentium with 48 megs of RAM
» NT platform

» Microsoft Access Office 97

Tips to Enhance Your Use of The Gate database application.
» Each chapter will begin with a brief overview.

> Any field that contains a down arrow has a dropdown menu that you choose from to fill in
that field. Simply put your cursor on the down arrow.
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3.1.2. Fields — Completion Letter Window

The completion letter window contains fields that the user must fill in with data.

@, Microsoft Access M= B
File Edit Wiew Insert Format Records Tools Window Help
E-HERY s o |@®2 2757 |d) x| Bia- 0
B3 infor_completion_letter : Form [_[O] <] I
Completion Letter
Enter Request Mumber and part number: I:l I:l
eaasions L1 O —c
Mumber of Bowes Sent: || Tite: ]
Sample Sent: :l Repositany: I
Handcarried Report Completion Letter Mailing Label
Preview Print | File Preview | Print | Label | Close
Enter a typical sample request number and part number, l_

Figure 13. — Completion Letter Window

Fields:

Enter Request Number and Part Number — the number assigned to a specific sample request
an alpha part is also assigned.

Request Status — what situation the sample request is in. The request status can be complete,
partially complete, or processing.

Number of Boxes Sent — The number of boxes containing samples that will be shipped to the
scientists.

Samples Sent —The number of samples taken and shipped to the scientist.

Enter Your Name — Your name, the person shipping the samples.

Title —Y our curation employee job title.

Repository — The repository that the sampler and letter writer works in.



*Special note: to produce the completion letter you must first enter some data (any data
will do) into the sample request note field, enter a date, AND choose a note name in the
Sample Request Window. See long view by double clicking request number in New
Request Window (Figure 14).

&, Microsoft Access - [Sample Reqguest] [ [O] x]

Eile Edit Wiew Insert Format Records Tools window Help ;'Izl|

M- HSRY $BE |- @@ Yalvar Da- o)
Sample Request Leg Detail Save Cancel Close
b Request Number: iﬂE Date Requested (mm/ddinnyi: I 0272272001 Comple
Date
Part No.: |D_ Date Entered (mmiddiyywy): | 027262001 mmdd
Request Type: |F’osi Mort = Ack. Date (mm/dd/iyyyy): | oz2z2001 | O sHP
. I O
Approval Status: [Approved g Date Sent (mm/ddiyyyy): 02/22/2001 BCR
. I O
Approval Status Comments: Date Approved (mm/ddAyyyy): 03052001 ECR
Final Completion Date (mm!ddfww):l 03/05/2001 GCR 03105
Publication Goal Date(mm!ddfww):l 0272272003 O wcR
Sample Due Date(mm!ddfm):l
Date Letter Sent (mm:’ddf’m):l
Request Comments:
SAMPLE REQUEST NOTE DATE NOTE NAME
b ok = 02/26/2001 [Completion Letter Comments =]
=]

L]

*

Proposed Research: {Maximum of 2000 Characters)

This project follows the previous investigation on this Leg, on site 849, We have already produced (231Pa/230Th)xs 0 and delta B58Zn on the upper part of the core
covering the last 80,000 years. The results are remarkable for both [(231Pa/230Th)xs 0 and delta 66Zn. However, the studied part of the care only caver one real
Glacial Period (Last Glacial Period), and the less extreme |sotopic Stage #4. In order to confirm our observations we want to analyse sediment from the beginning
the |sotopic Stage #5 and we also want to include the end of Isotopic Stage #5.

Record: o] < [ 1 e leifea] ot 1 Fierg | | _'IJ
Unicue request nurber FLTR (| UM /A

Figure 14. — Long View Window (partial view)

13



3.1.3. Functions — Completion Letter Window

The Completion Letter window contains buttons that invoke particular functions.

@&, Microsoft Access == E
File Edit Wiew Insert Format Records Tools Window Help
¥-da@Ry|imes | oe®sz]za v a-x|Ba- 0]
B infor_completion_letter : Form =] E3 I
Completion Letter
Enter Request Mumber and part number: :l |:|
el T —
Number of Boses Sent: [ | Title: 1
Sample Sent: :l Repositary: I
Handcarried Report Completion Letter Mailing Label
Preview Print | File Preview | Print | Label | Close
Enter a bypical sample request number and part number, ,_

Figure 15. - Completion Letter Window

Functions:

Handcarried Report — A letter that accompanies samples taken by a scientist. The scientist will
be carrying the samples and letter with him, i.e. they will not be shipped.
Preview — Push button and a screen pops up previewing the completedandcarry letter.
Print — Push button and a completed handcarry letter prints out on the printer.
Completion Letter —A letter that is shipped with samples to the requesting scientist.
File —Push button and a form letter pops up in Word that you can edit.
Preview — Push button and a screen pops up previewing the Completion Letter.
Print — Push button and a Completion Letter prints out on the printer.
Mailing Label — A mailing label to be put on boxes of samples for shipping.
Label — Push button and a mailing label with current address data is made.
Close —Push button and current Completion Letter Window closes and takes you to the Main
Menu where you can exit the program.



Chapter 3 — Completion Letter
3.2 Steps to Complete

3.2.1. Entering Completion Letter Data

Note: You can use your tab key or return key to move from field to field. You may also
place your mouse in the field you wish to edit.

*special note:to produce the completion letter you must first enter some data (any data will do) into the
sample request note field on the Sample Request Window (see page 13). See long view by double clicking
request number in New Request Window (figure 4).

» 1. Fill in Request number (for example: 16468 ) from the sample request that you have
finished.

» 2. Fill in request part (for example: A) from the sample request that you have finished.

» 3. Choose request status: partially complete, completed, processing. The category you
choose signifies what stage the sample request is in.

» 4. Fill in number of boxes (containing samples) to be shipped.

» 5. Fill in number of samples shipped in boxes.

» 6. Choose your name from the drop down menu. Upon filling in your name, the application
will immediately fill in your job position title and location.

@, Microsoft Access [ &=

File Edit Wiew Insert Format Records Tools Window Help |

FRCIEE R R AR A A ==

B infor_completion_letter : Form

Completion Letter
Enter Request Mumber and part number:

Fequest Status: Completed -

Enter our Name: fdimni B ovarnany

Humber of Boxes Sent Title: [Adrministrative Assistant
Sample Sent: Fepository: GCR

IGqu Coast Repositan

Handcarried Report Completion Letter Mailing Label
Preview Print | File Preview | Print | Label | Close
Farm Yiew

Figure 16. — Completion Letter Fields

Note: You are now ready to select the function.
15



3.2.2 Selecting a Function

Note: Place your mouse over and push the button under the heading of the function you
need.

1. Select Handcarried Report
1.1 Preview — look ahandcarried report in Word.
1.2 Print — send handcarried report to printer.

2. Select Completion Letter
2.1 File — create completion letter in Word for editing.
2.2 Preview — look at completion letter in Word.
2.3 Print — send completion letter to printer.

3. Select Mailing Label
3.1 Label — to make label.

4. Select Close — to close program.

Note: See appendixes for examples of each.
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Chapter 4 — Bimonthly Report

4.1 Introduction

The Bimonthly Report section of The Gate User s Guide contains detailed instructions that
will assist you, the curation employee, in entering time parameters that The Gate will then use to
formulate a bimonthly report. This chapter will supply you, the curation user, with step-by-step
instructions for successfully using the bimonthly report. The instructions will

» detail which fields are for what purpose

» define what those fields are

» explain results you will get from the buttons/steps that you choose

Equipment You Will Need to successfully run The Gate database application.
» Pentium with 48 megs of RAM
» NT platform

» Microsoft Access Office 97

Tips to Enhance Your Use of The Gate database application.
» Each chapter will begin with a brief overview.

» Any field that contains a down arrow has a dropdown menu that you choose from to fill in
that field. Simply put your cursor on the down arrow and select an option.

17



4.2 Instructions - Bimonthly Report Window

Fields:

The bimonthly report window contains only two fields that the user must fill in with data. These
fields are numerical date fields (month, day, year). Choose a two-month period and enter (ex.
01/01/97 to 02/28/97).

Functions:

Close —Push button and current Bimonthly Report Window closes and takes you to the Main
Menu where you can exit The Gate.

Preview — Push button and a screen pops up previewing the completed Bimonthly Report that
contains four sections (project.rtf, visitor.rtf, task.rtf, infor.rtf —see appendix).

File —Push button and the four sections pop up in Microsoft Word that you can edit.

Print — Push button and a completed report (four sections) prints out on the printer.

|| File Edit view Insert Fgrmot Records Tools Window Help |

[eg-@ @R (s emso|®® 2022 e v x]EE- ]3]

E2 report_bimonthly : Form

Bimonthly Report Information

Enter a Time Frame: 1/1./98) ta 01./01./95

Close I PrEviewI File I Print |

Form Yiew e

Figure 17. — Bimonthly Window

To Begin your Bimonthly Report

Note: You can use your tab key or return key to move from field to field. You may also
place your mouse in the field you wish to edit.

» 1. Choose what time frame you wish to cover in your bimonthly report and enter.
Then depending on what you need to do with the report

Note: Place your mouse over and push the button under the heading of the function you
need.

18



» 2. Choose preview.
» 3. Choose file.

» 4. Choose print.

Chapter 5 — Project

5.1 Introduction

The Project section of The Gate User s Guide contains instructions that will assist you, the
curation employee, in tracking projects and tasks that are assigned to you by the Curator. This
chapter will supply you, the curation user, with step-by-step instructions for successfully using
the Project function of The Gate. The instructions will

» detail which fields are for what purpose

» define what those fields are

» explain results you will get from the buttons/steps that you choose

Equipment You Will Need to successfully run The Gate database application.
» Pentium with 48 megs of RAM
» NT platform

» Microsoft Access Office 97

Tips to Enhance Your Use of The Gate database application.
» Each chapter will begin with a brief overview.

> Any field that contains a down arrow has a dropdown menu that you choose from to fill in
that field. Simply put your cursor on the down arrow and select an option.
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5.2 Instructions - Project Window

Fields:

Person s Last Name - last name of person responsible for project.

Project Date (mm/dd/yy)
Operator field consists of greater than or equal to, less than or equal to or between.
Blank field — date project assigned.

Repository — the repository the project is assigned to. The repositories are BCR, ECR, GCR,
WCR, or CURation at headquarters.

Functions:

Query —Invokes query on last name, date, or repository. Query results in report listing projects
and tasks assigned to that particular search criteria, i.e., repository specific, date specific.
New — Invokes a new blank project window to enter new project information.

Close —Invokes Project window to close and takes you to the Main Menu where you can exit the
program.

%, Miciosoft Access

|| Bile Edit Wiew Insert Format Records Tools Window Help |
-8 SRy mme o [aw|zz] > o el = [E a- 3]

B3 proiect_gquery_insert : Form

Query or Add a Project

Person's Last Name: I:l
Project Date (mmjddlyy): L 1
Ropository: —

Query | New Close

Recard: 44| [T o [»tre] of 1 >

S S [ j——|

Figure 18. Project Window

To Begin Query using Project
Note: Use your tab or return key to move from field to field.

» 1. Decide what to query on (last name, date, or repository) and enter appropriate info.
» 2. Choose query.

» To Add New Project

Note: Place your mouse over and push the button under the heading of the function you
need.

» 1. Choose New button.
To Close Window

» 1. Closes Project window and you are returned to the main menu where you can exit The
Gate.
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Chapter 6 — Visit

6.1 Introduction

The Visit section of The Gate User s Guide contains instructions that will assist you, the
curation employee, in tracking Visitors to your repository. This chapter will supply you, the
curation user, with step-by-step instructions for successfully using the Visit function of The
Gate. The instructions will

» detail which fields are for what purpose

» define what those fields are

» explain results you will get from the buttons/steps that you choose

Equipment You Will Need to successfully run The Gate database application.
» Pentium with 48 megs of RAM
» NT platform

» Microsoft Access Office 97

Tips to Enhance Your Use of The Gate database application.
» Each chapter will begin with a brief overview.

» Any field that contains a down arrow has a dropdown menu that you choose from to fill in
that field. Simply put your cursor on the down arrow and select an option.
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6.2 Instructions - Visit Window

Fields:

Visitor Last Name —Last name of visitor or Last name of guide of tour group.

Visit Date (mm/dd/yy) —Date the visitor(s) are in repository.

Repository — the repository the visit occurs in. The repositories are BCR, ECR, GCR, WCR, or
CURation at headquarters.

Functions:

Query — Invokes query on last name, visit date, or repository. Query results in listing of visits,
times, dates and people depending on that particular search criteria, i.e., name specific,
repository specific.

New — Invokes a new blank visitor window to enter new visitor information.

Close —Invokes Visitor window to close and takes you to the Main Menu where you can exit
The Gate.

mat Records Tools window Help |

D Do G G
Sy | sEl o e e 2le) e w e v B G

Visitor Last Name: "
Visit Date (mmiddfyy): B- Sl ]
Repository: —
Query | New Close
Record: 14 ] 4 ER I e =) =
[Form wiew Ty
éaﬁla-q €, Microsol ft Access B Micrasoft Wwiord EJ 426 PM

Figure 19. — Visit Window

To Begin Query using Visit

Note: Use your tab or return key to move from field to field.

» 1. Decide what to query on (last name, date, or repository) and enter appropriate info.
» 2. Choose query.

To Add New Visit

Note: Place your mouse over and push the button under the heading of the function you
need.

» 1. Choose New button.

To Close Window
» 1. Closes Visit window and you are returned to the main menu where you can exit The Gate.
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Chapter 7 — Personnel List

7.1 Introduction

The Personnel List section of The Gate User s Guide contains a list of all personnel that
work at each of the four repositories and also curation headquarters. The Personnel List is used
in the Completion Letter and Project sections of The Gate. You, the curation employee, can
update and add personnel to this list. This chapter will supply you, the curation user, with step-
by-step instructions for successfully using the Personnel List function of The Gate. The
instructions will

» detail which fields are for what purpose

» define what those fields are

» explain results you will get from the buttons/steps that you choose

Equipment You Will Need to successfully run The Gate database application.
» Pentium with 48 megs of RAM
» NT platform

» Microsoft Access Office 97

Tips to Enhance Your Use of The Gate database application.
» Each chapter will begin with a brief overview.

» Any field that contains a down arrow has a dropdown menu that you choose from to fill in
that field. Simply put your cursor on the down arrow and select an option.
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7.2 Instructions — Personnel List Window

Fields:

First Name — First name of curation employee.

M — Middle initial of employee.

Last Name —Last name of curation employee.

Title —euration employee job title.

Repository — the repository the visit occurs in. The repositories are BCR, ECR, GCR, WCR, or
CURation at headquarters.

Functions:
Close —Invokes Personnel List window to close and takes you to the main menu where you can
exit The Gate.

Repository Personnel List Close | =

First_Name Ml Last Name itle Fiepository
[WER
[GoR
=3
[ECR
[fwch
[Gm
[EcR
[GcR

[ECR

imi Eowman

Fhil Fomiond
[Elex [Woslbers
Earbara Chapa
Faula [eeics

record: el [T 1 »[rilrefor L/
[Farm view | | ) )
) Start B2 11:42aM

Figure 20. — Repository Personnel Window
To Add New Personnel

Note: Use your tab or return key to move from field to field.
» 1. Decide what to add (first name, middle initial, last name, title, or repository) and enter
appropriate info.

To Close Window
» 1. Close Visit window and you are returned to the main menu where you can exit The Gate.
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Chapter 8 — Repos Info Window

8.1 Introduction

The Repos Info section of The Gate User s Guide contains a list of each repository and its
complete address. The Repository Information Maintenance Form is used in the Completion
Letter and Project sections of The Gate. You, the curation employee, can update the repository
information. This chapter will supply you, the curation user, with step-by-step instructions for
successfully using the Repos Info function of The Gate. The instructions will

» detail which fields are for what purpose

» define what those fields are

» explain results you will get from the buttons/steps that you choose

Equipment You Will Need to successfully run The Gate database application.
» Pentium with 48 megs of RAM
» NT platform

» Microsoft Access Office 97

Tips to Enhance Your Use of The Gate database application.
» Each chapter will begin with a brief overview.

» Any field that contains a down arrow has a dropdown menu that you choose from to fill in
that field. Simply put your cursor on the down arrow and select an option.
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8.2 Instructions — Repos Info Window

Fields:

Description — Acronym and full name of repository.

Responsible Person — Superintendent of repository.

Address1, Address2, Address3 — Institution and/or street address.
CityStateZip — city, state, zip.

Country - Country where repository is located.

Telephone — (partially shown) Repository telephone number.

Fax —(not shown) Repository fax number.

Email —not shown) Repository email address.

Functions:
Close —Invokes Repository Information Maintenance Form window to close and takes you to
the main menu where you can exit The Gate.

#, Microsoft Access [_]=]
|| Ele Edit View Insert Forma: Records Iools Mindow Help |

o2 - |SET[d 2R o]e @[22 % w7 @ x]En- B3]

& Repository Information =] E3
Repository Information Maintenance Form Close
D F Person Address1 Address2 Address3 CityStateZip Countiy  Tele
» [Bremen Coie Repository | [walter Hale: Ocean Diiling Frogram | |Ronsul-Smidt Str. 30 [Schuppen 3 28217 Bremen [Germany [(as] 2
ECR | [East Coast Repository [Faulaweiss ODF E ast Coast Reposit] |Lamont-Doherty Earth OB [Foute S Palisades, MY 10964 USA (514
GCR | [Gull Coast Fepositary__|[Phil umiord ODF Gulf Coast Reposit] [1000 Discovery Diive College Station. T#_ 77645 I [a03]
|[/CF | [/est Coast Repository | [Jeny Bode Doean Diiling Frogiam_| [UCS D Shipping and Feot 7835 Trads SL_Sule 100 |San Diege, LA _92121-2460 USa [&13]
*] [ [ [ [
Record: 140 4[] T b [t (] of 4 <] | A
Form Yiew

Figure 21. — Repository Information Maintenance Form Window

To Edit Repository Information Maintenance Form

Note: Use your tab or return key to move from field to field.

» 1. Decide what to change (description, responsible person, address1, address, address3,
CityStateZip, Country, Telephone).

» 2. Click on field.

» 3. Update changes.

To Close Window

» 1. Close Repository Information Maintenance Form window and you are returned to the
main menu where you can exit The Gate.
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Chapter 9 — Appendixes

Appendix A — Handcarried Report
Handcarried Sample Report
26-0ct-98

ODP Request # 16511 A

Requestor Name:Bowman
Request Date: 10/8/98

Request Status: Completed

Box Sent:2

sample sent: 13

TO: Curator, ODP
FROM : Jerry Bode,
SUBJ: A set of Ocean Drilling Program samples has been handcarried by

the investigator.

This is a good note to end things on and should be in the letter.

cc: Repository reference Files
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Chapter 9 — Appendixes
Appendix B— Completion Letter

Tuesday, October 27, 1998

Request Date: ~ 10/08/1998
ODP Request 16511 A Request Name: Bowman

Request Status: Completed
Ms. Mimi Bowman

Ocean Drilling Program

Texas A&M University

1000 Discovery Drive

College Station, Texas 77845
USA

Dear Ms. Bowman

2 carton(s) containing 13 samples was sent to you under separate cover.

Please check the contents of the package against the sample list enclosed.

This is a good note to end things on and should be in the letter.

You can obtain a sample listing for this request by using the pre-defined sample request web
query available at http://www-odp.tamu.edu/database.

Do not hesitate to contact us if you have any questions about your request.

Sincerely

Jerry Bode
Superintendent, West Coast Repository

Telephone

FAX:
E-Mail:

cc:  Dr. John firth, ODP
GCR Reference
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Chapter 9 — Appendixes

Appendix C — Mailing Label

Mimi Bowman

Ocean Drilling Program
1000 Discovery Drive
College Station, TX 77845
USA
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