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Spreadsheet to Finding Aid and Back

e Share basic workflows
® Create and modify container lists (XLS)
® Ingest lists into ArchivesSpace (XML)
® Format HTML for public display (EAD)

® Export lists from ArchivesSpace to spreadsheets (CSV)

The Library

UC SAN DIEGO



XLS — Container List Template
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DACS-compliant dates, free text.
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XLS — Container List

Level
Type

collection

Lewv

series
file

file

file

file

file
subseries

file
file
file
file
file
file

file
file

file

el Title

1 DEPARTMENT OF PHYSICAL EDUCATION INSTRUCTION
2 Administrative Files
3 Budget requests and allocations
3 Correspondence
3 Department mission statements
3 Department program descriptions
3 Department organizational chart
3 Departmental Reorganization
Ad hoc Committee on Organization of the Physical Education
4 Department
5 Correspondence
5 Meetings
5 Final report
4 Budget projections
4 Facilities proposals

4 Reorganization meeting
4 Reorganized staffing and department organization

Academic Senate discussions regarding the future of
4 Department

Date

1987-1992
1987-1993
1990-1991
1988-1992
1930

1987
1987
1987
1987
1987-1989

1987
1987

1988-1989

Instance
Type

Box Folder DF Oversize

2 32-33
2 34-43
31
32
33

34
25
36
37
38

39
3 10

31

General Note Restrictions

Meeting between the Department Chair
and the Vice Chancellor for Academic
Affairs.

Includes documentation of the issues
leading up to the disestablishment of the
Department of Physical Education.
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XLS = XML

Level Level Title Date Box Folder DF Oversize Instance
Type Type

collection 1 DEPARTMENT OF PHYSICAL EDUCATION INSTRUCTION

series 2 Administrative Files

file 3 Budget requests and allocations 1987-1992 2 32-33

file 3 Correspondence 1987-1993 2 34-43

file 3 Department mission statements 1990-1951 31

file 3 Department program descriptions 1988-1992 32

file 3 Department organizational chart 1990 33

subseries 3 Departmental Reorganization

Ad hoc Committee on Organization of the Physical Education

file 4 Department

file 5 Correspondence 1987 31

file 5 Meetings 1987 35

file 5 Final report 1987 36

file 4 Budget projections 1987 37

file 4 Facilities proposals 1987-1989 38
Meeting
and the

file 4 Reorganization meeting 1987 39 Affairs.

file 4 Reorganized staffing and department organization 1987 310
Includes

Academic Senate discussions regarding the future of leading
file 4 Department 1988-1989 311 Departm

=C

level="collection">
<did>

<unittitle>DEPARTMENT OF PHYSICAL EDUCATICN INSTRUCTICH</unittitlex

</fdid>

<C

level="series">

<did>

i <unittitlerAdministrative Files</unittitlex>

</did>

<c lewvel="file">

<did>

: <unittitlerBudget requests and allocations</unittitle>
<ocontainer label="mixed materials" type="Box"»>2</container>
<container type="Folder"»32-33</container>

{ <unitdate>1987-1992</unitdate>

<fdid>

</fox

<c lewvel="file">

<did>

: <unittitler>Correspondence</unitticle>
<ocontainer label="mixed materials" type="Box"»>2</container>
<ocontainer type="Folder">34-43</container>

{ <unitdate>1987-1993</unitdate>

<fdid>

</fox

<c level="file">

<did>

: <unittitlerDepartment mission statements</unittitle>
<container label="mixed materials" type="Box">3</container>
<container type="Folder">1</container>

{  <unitdate>1990-1991</unitdate>

<fdid>

</
<c level="file">
<did>
<unittitlerDepartment program descriptions</unittitle>
<ocontainer label="mixed materials" type="Box">3</container>»

<ocontainer type="Folder">2</container>
{ <unitdate>1988-1992</unitdate>
</did>
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Save As
- N - - - - = -
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Organize = Mew folder = - .@.
Bl Desktop “* MName Date modified Type Size

4. Downloads

CE;
=| Recent Places

m

- Libraries
3 Documents

J’F Music

b=| Pictures

E Videos

18 Computer
£ | aral Mgk (00

File name: R551230_Container list

-

Mo itermns match your search.

Save as type: | C5V (Comma delimited)

Authors: Windows User

+ Hide Folders

Tags: Add a tag Title: Add a title

Tools - [ Save ] ’ Cancel

The Librar

UC SAN DIEGO

y



Transform XLS = XML

4 » Computer » Library Private (P:) » Pandora » csv2ead v I +4 | Search csvZead ye) ’
v Burn New folder = 0 @
e

Name Date modified Type Size

A csv2ead 5/3/20188:16 AM  Application 5,441 KB

5] mss0105 6/1/2 Microsoft Excel C... 10 KB

|| mss0105 6/1/2018 9:36 AM XML File 36 KB

-] RSS1230_Container list 6/26/2018 2:20 PM Microsoft Excel C... 12KB
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Prepare XML for Ingest

&% MSS_stub.xml (P \Pandora\AS&port\z lmports exports) Komodo Edit 8.5

File

4--) ﬁr’ biH@

&= Start Pag,e x | [ RS51230_Container listxml

wn

\IF

Y

<ead xmlrs-"u:r isbn:1-931666- 22 9" xmins: xl‘nk-""ttp //www w3. o*g/ 999/Xll k" xmlns: xsx'""ttp:fr

<did>
<langmaterial>

</langmaterial>
< epository>

</repository

</physdesc>

A

/did>
<scopecontent>

e

X

l

|| MSS_stubxml X

<language langcode="eng">English</language>

<corpname>Testing</corpname>

<unittitle>STUB</unittitle>
<unitid>MSS.STUB<L /unitid>
<physdesc altrender="whole">

! <extent altrender="materialtype spaceoccupied">1 Linear feet</extent>

<unitdate type="inclusive">2016</unitdate>
<abstract>0One or two sentences of collection-level description. Note the creator and major coni

i <head>Scope and Content of Collection</head>
<p>Elaborate on the Abstract.

<bioghist>

<head>Biography</head>

Include detailed discussion of the scope of the collection (may incli

<p>Use Biography label for personal histories.
Use Administrative History label for records.
MIee Histnrical Rackaornund l1ahel for husiness/conrnnrate naners.</n> </hinchiat>

1)

-

,
E g B | Find ... ¥ | In current file [
-
=

m

P: » Pandora * ASExport * z_imports_exports * MSS_stub.xml

UTF-8 s X XML 4 Ln1Col1l L#)

“r
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Import into ArchivesSpace
A\

A  Browse - C@tg = Search All Records Q v MsceA | G-

i - Select Repository - System - 2 mkchristensen
opace

sormmunty served by 4 LYRASIS

Welcome to ArchivesSpace

Your friendly archives management tool.

Visit ArchivesSpace.org | v2.3.2 | Send Feedback or Report a Problem
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Department of Physical Education. Administrative records Collection

» DEPARTMENT OF PHYSICAL EDUCATION Collection
w DEFARTMENT OF PHYSIGAL EDUCATION INSTRUGTION Collection
w ADMIMNISTRATIVE FILES Series
Budget requests and allocations, 1987-1992 File mixed matarials Box: 2, Folder: 32-33
Correspondence, 1987-19393 File mixed materials Box: 2, Folder: 34-43
Department mission statements, 1990-1991 File mixed materials Boox: 3, Folder: 1
Department program descriptions, 1988-1992 File mixed materials Box: 3, Folder: 2
Department organizational chart, 1990 File mixed matarials Box: 3, Folder: 3
w Departmental reorganization Sub-Series
» Ad hoc Gommittee on Organization of the Physical Education D__. File
Budget projections, 1987 File mixed matarials Box: 3, Folder: 7
Facilities proposals, 1987-1989 File mixed matarials Box: 3, Folder: &
e lin iTati P - - . o " - -
QEUIHE“-II"&“GH meeting, 19" Level Level Title Date Box Folder DF Oversize Instance General Note Restrictions
Type Type
Reorganized staffing and dicollection 1 DEPARTMENT OF PHYSICAL EDUCATION INSTRUCTION
series 2 Administrative Files
Academic Senate discussicfile 3 Budget requests and allocations 1987-1992 232-33
file 3 Correspondence 1987-1393 2 3443
file 3 Department mission statements 1990-1991 31
file 3 Department program descriptions 1988-1992 32
file 3 Department organizational chart 1930 33
subseries 3 Departmental Reorganization
Ad hoc Committee on Organization of the Physical Education
file 4 Department
file 5 Correspondence 1987 34
file 5 Meetings 1987 35
file 5 Final report 1987 36
file 4 Budget projections 1987 37
file 4 Facilities proposals 1987-1989 38
Meeting between the Department Chair
and the Vice Chancellor for Academic
file 4 Reorganization meeting 1987 39 Affairs.
file 4 Reorganized staffing and department organization 1987 310
L
Includes documentation of the issues
Academic Senate discussions regarding the future of leading up to the disestablishment of the The lera_r y
file 4 Department 1988-1989 in Department of Physical Education. UC SAN DIEGO




ArchivesSpace = EAD

EX Command Prompt

Microszoft UWindows [Uerzion 6.1.76H11]
Copyright <c» 2880? Microsoft Corporation. All rights reserved.

P:~Pandora“~ASExport >
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Finding Aid (EAD)

DEPARTMENT OF PHYSICAL EDUCATION INSTRUCTION

ADMINISTRATIVE FILES

Scope and Contents

Series 7) ADMINISTRATIVE FILES: Contains information pertaining to general departmental operations, and administrative
particular interest are the files on the department's reorganization and eventual disestablishment. Arranged alphabetically.

Budget requests and allocations, 1987-1992
Request Box: 2 Folder: 32-33

Correspondence, 1987-1993
Request Box: 2 Folder: 34-43

Request Box 3

Department mission statements, 1990-1991
Request Box: 3 Folder: 1

Department program descriptions, 1988-1992
Request Box: 3 Folder: 2

Department organizational chart, 1990
Request Box: 3 Folder: 3

Departmental reorganization

Ad hoc Committee on Organization of the Physical Education Department

Correspondence, 1987
Request Box: 3 Folder: 4
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rchivesSpace = CSV

nmunty served by 4 LYRASIS

v Sub-Series
> File
File mixed materials 7
File mixed mater 8
EX Command Prompt J
P:\Pandora\ASExport> [~ |10
1
>
>
>
> F
< -
x

Basic Information

Title

Identifier RSS 1231

Creatad by mkchristensen 2015- 0, Last Modified by mkchristensen 2018-0
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Thank you!

Marlayna Christensen

UC San Diego
mkchristensen@ucsd.edu
(858) 534-8605
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