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ABOUT THIS GUIDE

This guide is a training guide, not a manual. More comprehensive documentation is available on
http://dps.plants.ox.ac.uk/bol/BRAHMS/Documentation/Index. The guide is suitable for beginner and intermediate
levels, addressing collection management and research topics.

The correct way to quote this guide is ‘Filer, D.L. (2013). Botanical Research And Herbarium Management
System training guide. Department of Plant Sciences, University of Oxford.’

Unless carefully managed, courses can bewilder the first time user.
This guide helps to introduce the system in gradual steps.

Syntax used

The text Admin > Users and access permissions means:

Select the menu option Admin followed by the menu option Users and access permissions.

Function key template

You can cut out the function key template from the guide, fold the page appropriately and keep it near your
keyboard. Using function keys speeds things up.


http://dps.plants.ox.ac.uk/bol/BRAHMS/Documentation/Index




FUNCTION KEY TEMPLATE

(you can fold this page and put near your keyboard)
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INSTALLATION

Training course folder

On courses, you may be given a zip file which will open to create a folder called BRAHMS Training Course.
This folder includes all the resources you need.

If you do not have this folder, you can separately download components as follows:

BRAHMS: http://dps.plants.ox.ac.uk/bol/BRAHMS/Software/Index

Conifer database: http://dps.plants.ox.ac.uk/bol/BRAHMS/Sample/Conifers

DIVA GIS: http://www.diva-gis.org/

Sample base maps data: http://dps.plants.ox.ac.uk/bol/BRAHMS/GroupResources/Index

If BRAHMS is already installed on your PC

If you previously installed BRAHMS for testing, delete your existing BRAHMS folder. Also, delete all \tempfiles-
brahms folders. Then proceed to install the new system. If you have one or more active BRAHMS databases,
follow the link for installation help on http://dps.plants.ox.ac.uk/bol/BRAHMS/Software/Index

System installation

e Locate the brahms.zip file in the software folder - or locate your software download file.

=l Iy BRAHMS training course
| Activation key
' }BRAHMS software
| Help file
I Mapping
|2 Sample databases

e Extract the software zip file to the top level of your C: drive (usually referred to as ‘Local Disk (C:)’' or
‘DRIVE_C (C:). This will create a folder called C:\BRAHMS?Y. You can extract the software zip elsewhere
if you wish. The software folder will always be created relative to the folder you choose.

Activation key

e If you do not have a key in your Activation key folder, login to the BRAHMS website and download your
key from http:/dps.plants.ox.ac.uk/bol/BRAHMS/Members. If you cannot login, please register using the
menu option provided on the home page. Copy the file BRAHMSKEY.MEM (unzipped) to the BRAHMS7
folder.

Creating a desktop shortcut to BRAHMS

e Locate the file BRAHMS.EXE (represented by a blue drum) in the BRAHMS?7 folder. The ‘.exe’ file
extension may be hidden.

¢ Right-click on this file and choose Send to > Desktop (create shortcut).

IL_Jusers Fie rolger
thrahms. exe (M8 KB Application
Ffoxhhelpse  OPEN 72KB  Application
2 Importwiz.e: Run as... 412 KB Application
,’_«-:lfco-:hhelppsE Sean with AVG Free 16 KB Application Bxtension
|%) GdiPlus.dll |\ PowerDesk b 1.664 KB Application Extension
.£| maver0.dll — 296 KB Application Bxtension
.£| mavers1.dll Finto Start menu HOKE Application Bdension
g L*E;;"ENL Send To Qi Compressed (zpped) Folder
| _-__‘I FoxTooLe  Cut (23 Desltop (create shortout)

e Optionally, right-click on the new shortcut, choose the Rename option and type in “BRAHMS".
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THE CONIFER DATABASE

About the conifer database

The conifer database has been provided by Aljos
Farjon, RBG Kew - a taxonomist of
gymnosperms and chair of the IUCN Conifer
Specialist Group. If you wish to use the data for a
research publication or any other purpose
beyond training, kindly consult first with
A.Farjon@kew.org.

The conifer database includes all published conifer names with nomenclatural details, IUCN conservation codes,
TDWG geographic distribution codes, species descriptions and more. It also includes specimen data across the

group, almost all referenced for mapping. Species texts (e.g. description) have been truncated to a maximum of

500 characters.

The conifer database has been used to help publish a number of publications including:

e A taxonomic monograph on Pinus for Latin America (Farjon, A. & Styles, B. T., 1997. Flora Neotropica
Monograph 75, The New York Botanical Garden

e A World Checklist And Bibliography of Conifers, Aljos Farjon, 1998
e A Monograph of Cupressaceae and Sciadopitys, Aljos Farjon, 2005

e A Handbook of the World's Conifers. Publication: 2010

¢ An Atlas of the World’s Conifers, an Analysis of their Distribution, Biogeography, Diversity
and Conservation Status, Aljos Farjon and Denis Filer: 2013

A HANDBOQK OF
HE WORLDS CONIFERS

Ao
{ SMRERLITY
AND MBLIDTAASEY W)

Loy Fakgon

Conifers

Download database from BRAHMS website

If you do not have the conifer database, it can be downloaded from
http://dps.plants.ox.ac.uk/bol/BRAHMS/Sample/Conifers.

Installing the conifer database

e Locate the conifer database.zip file in the samples folder as shown below or locate your sample database
download file.

=l [C) BRAHMS training course
[ Activation key
[y BRAHMS software
=) Help file
I Mapping

Sample databases
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e Extract the zip file to the top level of your C: drive (usually referred to as ‘Local Disk (C:) or ‘DRIVE_C
(C:). This will create C:\ BRAHMSDATA-CONIFERS.

If you have installed to another folder, you will have problems later on with this guide. In this case, move the
folder to C: to create c:\brahmsdata-conifers.

ER&}ERAHMSDATA-CONIFERS
I DATABASE
I images and other training files
I myrdefiles
I myreports

I mysavedfiles
I3 plotzample data

The installed database folder includes several subfolders similar to the above. Of these the most important is
DATABASE. The myrdefiles, myreports and mysavedfiles folders are empty folder provided as suggested
locations for various files..

Register the conifer database in BRAHMS

e Log into the TEMPLATE database using user name Administrator and password A.
e Select File > Database manager.

Assuming the conifer database is not yet registered, click the + toolbar. Add an entry for the Conifer database
as shown in the following screen.

i Register an existing project/database &3

Locate and register an existing project/database.

A separate option is provided to create new databage +
projects.

Example database folder: "c\brahmsdata\DATABASE™
Database folder: CABRAHMSDATA-CONIFERS\CONIFERSBES E]

Project name: Conifer database

Project code: CcoB (max 10 characters)

Default mode: Single-user EI

Add blank record

File

Edit xew Goto Tag FastSort Qlclte Qatak;‘- Tools
vX+0H BN QR4 vYEYy sl 2¢CNEANQ
a BRAHMS Database project list [c:\brahms6\users\projects.dbf (alias= PROJECTS] |
Jlag del projectname comments project data directory project code netmode (s=single m=multi-user) default restrictdb userlisi
* Template memo template\database TEMPLATE S memo
Conifer database memo C:\BRAHMSDATA-CONIFERS\CONIFERSBE CDB S % memo

Note that the database folder is pointing to the DATABASE subfolder.
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PREPARE FOR MAPPING

This step may be done now or later on.

Installation steps

If you do not have a special training course folder and wish to install DIVA, you can visit:

DIVA GIS: http://www.diva-gis.org/
Sample base maps data: http://dps.plants.ox.ac.uk/bol/BRAHMS/GroupResources/Index

e Locate the folder ‘C:\ BRAHMS training course \ Mapping’.

= Iy BRAHMS training course
|2 Activation key
I2) BRAHMS software
IZ) Help file
= Viepping |

) Sample databases

e Extract the mapping. zip file to the top level of your C: drive (usually referred to as ‘Local Disk (C:) or
‘DRIVE_C (C:). This will create C:\ MAPPING.

Installation of DIVA GIS

If you wish to install DIVA (you may already have ArcView or another GIS):

e Locate the file SETUP.EXE in the folder Mapping \ Diva software OR from your download
e Run this setup. This will install DIVA GIS on your PC.

Mapping folder explained

= Iy MAPPING
| Basemaps
|=) CAT out h
I Diva software
| ESRI extensions
|2y Mapping points from BERAHMS
| Projects

I It is convenient to keep all your mapping resources and files under one main folder (here \MAPPING). In
particular, it is useful to have the ‘basemaps’ folder adjacent to the ‘mapping points from BRAHMS’ folder

Basemaps Country and internal admin boundary .SHP for use with DIVA and/or
ArcView.
CAT out A folder for Conservation Assessment results generated by the CATS

tool (ArcView users only).

Diva software

ESRI extensions

Mapping points from BRAHMS

Projects

Diva setup files — ready to install. Just run the SETUP.EXE file.

CATS.AVX file and PDF file documenting the Conservation
Assessment Tools.

Empty folder for your BRAHMS generated map files.

Empty folder for you to save APR and DIV projects to.
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THE BRAHMS HELP FILE

Move or copy the help file to your desktop

If you do not have a special training course folder, the help file is available on
http://dps.plants.ox.ac.uk/bol/BRAHMS/Documentation/Download/

e Locate the folder ‘C:\ BRAHMS training course \ Help file’.
e Drag the file BRAHMS.CHM onto your desktop. This will be useful to have quick access.

= I BRAHMS training course
| Activation key
| BRAHMS software
=)
I Mapping
|2} Sample databaszes

! The CHM help file will not work correctly if stored on a network drive. Locate it on your local drive.

Opening the help file and reading a topic

e Using your file manager (e.g. Windows Explorer), locate and dbl-click the help file icon to open. Note
there are Contents, Search and Favorites tabs.

e Click on the Contents tab.
To open a section (purple book icon),click on the left hand side +.

e To display a topic, click on the page you want to open.

wHoe oy & O

Hide Back Fopwad  Home Print  Options

Conterts |§earch | Favartes I

[2] Welcome to BRAHMS & . .
[5] Terms and condtions Creating a new and empty database is a first step for al

Existing users may also want to setup a new project frc

I

@ Previous upgrade notes
@ Eample BRAHMS projects

@ What's new in Version § When you first Iog_ in_m anew BRAHMS inst_allation (as:
@ Instaliation and upgrading Version 6 linked up to an existing |I$t of users anq pro]n_acts} the 5!
@ Getting started the Tgmpl_ate database listed as a login option. Thls ar
=[] Admin, security, setup, networking supplied with BRAHMS. Do not build your database in t
= I[]) Database management database.
Create a new database project
[£] Database ID code To create your own database:

@ Home herbarium . i
(=N S & llzina vnir narmal file mananer (& 7 Windnwe swnl

A screen shot of the help file with the Contents tab selected and a topic selected.

Contents tab

Using the help file Contents tab, locate the following topics:

e System fundamentals > Logging in and out
e  Mapping > Producing maps > Google Earth mapping
e Rapid Data Entry (RDE) > RDE file manager > Creating and registering files
e Troubleshooting > Index problems
Search tab

Using the Search tab, search for the following topics. Remember to Dbl-click a page to open a search result.

‘Activation key’
‘Function keys
‘Navigation’
‘Add synonym’
‘Backing up’

)
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LOG IN/OUT AND EDIT THE USER FILE

Logging in

Initially, the project to open is the Template project stored in the template\database folder. This is an empty
database provided with BRAHMS.

e Tolog into a newly installed system, enter password ‘A’ followed by <Enter>.
e Choose Advanced mode, and Single user (the default options).

B RA H M S %Srfxmm%

jon 7.3 build 2 (12 June 2013)

Botanical Research And Herbarium Management System

Licensed to SANBI- South Africa

User Administration E] @® Single-user
Password O Muti-user
Project

O Standard mode
@ Advanced mode

Data in

Check for updates
Login Cancel

A typical login screen with a user entering in single-user mode.

Adding your username

e  Onthe main menu, select Admin > Users and access permissions.

 Advanced BRAHMS  Administration in Template | lemplate\database single-user |

fle BotancalBecords Ja= Geo FPeople Edracta Uftidies Admin Help

H>HEHEH EN 18 M| Broect/dstabase management »
Project gorfiguration

USErs and acCCess panmissions

Locate and link 10 existing usar/project fles
lhear lan / ANE immaet lnn

Selecting an option on the main menu

Click + on the main toolbar to add a new record.
Add your first and last name (maximum of 2 names) and a password.
All the other fields in this file can be left with their default values.

Note that the field ACCESS GROUPS defaults to ‘ALL’. This means that the user has full administrative
access to the database.

I On networks, system administrators can set access permissions for each user.

il Advanced BRAHMS  Administration in Template [ template\database single-user |
File Edit View Gote Tag FastSort Calculate Datalinks Tools

v X+ Aje@d vzl y@@ g 22 =EH 2]
=] Systemn users and passwords [c\brahmst\users\users.dbf (alias= USERS) ]

|tag del id name password shortuserid access groups editusers localpath myherb remember standard myfi

* 1 Administration A Admin ALL * citempfiles-branms-1 K

* 2 John Smith J3 ALL * citempfiles-branms-2

* 3 Edit this name! ABC ALL cMempfiles-brahms-3

The field EDITUSERS is important. If marked *, that user can edit the users and projects files. Other users, even if
they have Admin status (ALL), cannot.
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Logging out
e Log out of BRAHMS using File > Exit BRAHMS. This closes down open database files.

Logging in with your own user name

e Now log in again but this time choose your own user name. A new folder will be created for temp files — these
files are explained in the next section.

! You should always log into BRAHMS using your personal log in name rather than Administrator. On networks,
system administrators can set access permissions for each user.

Add your username to your desktop shortcut

e Right-click on your BRAHMS desktop shortcut, select Properties and add your name as shown below.
This speeds up login, especially when the user file has many entries.

BN Propetios ) K|

General Shortcut ICompatibiI'rtyI Security |

ﬁ BRAHMS

Target type: Application
Target location: BEAHMSE

Target: IC SBRAHMSE brahms exe John Smith]

A maximum of 2 words (first and last name) is permitted when editing this option.
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TEMPFILES-BRAHMS FOLDERS

What are tempfiles folders?

Tempfiles-brahms folders are used by BRAHMS for various temporary files. For example, when you make a
query, the results are sent to this folder.

Folder creation

When you log into BRAHMS, the system checks if you have a tempfiles folder. If not, one will be created
automatically and called "\tempfiles-brahms'. The exact name and location of this folder depends on your
username and project code settings. A typical example is 'C:\tempfiles-brahms1'.

Each user on a given workstation has a separate work folder. If a user has more than one project, several sub-
folders will be created, one per project.

4 tempfiles-brahms-1
4 cdb

EXTRACTS
IMAGES
MAPS
PUBLISHOMLINE
RDOEWORK
REPORTS
SAMPLEEXTRACTS
SAVEDFILES
SCRATCHPADS
TEMP

A typical tempfiles folder

Folder deletion

Normally, you do not need to delete these folders unless there is a specific problem. If you delete work folders,
BRAHMS re-creates the folders when you next log in. No data are lost. To delete your tempfiles folders(s):

Log out of BRAHMS

Locate the folder(s) c:\tempfiles-brahmsa (the name may vary slightly).
Delete the folder(s).

Log in again - the work folder is re-created.

.b' System users and passwords [c-\brahms\users\users dbf (@lias= USERS) ]

tag|dellm |name |u5erimage|password |5h0rt useridlaccess grougs|editusers|localpath |m].5herb|
1 Administration memao A All * cempfiles-brahms-1 K

Work folder paths are auto added to the user file LOCALPATH field. Where necessary (on some network or
Terminal Server systems), path drives and hames can be edited. The default is always local disk C:.

When to delete tempfiles folders

When you upgrade BRAHMS, you will be asked to delete your tempfiles folders. If you experience a system crash
or see any messages about bad index files, it is recommended that you delete your temporary work folder(s).
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PERSONAL AND SYSTEM-WIDE CONFIGURATION

Some configuration settings are system-wide and apply to all users of the current database. Others are personal
and are associated with individual users. If using BRAHMS as a single user system, these categories can be
treated equally.

Personal settings are stored in the user file and preferences added here will apply to that user in any database.
System-wide settings are stored as part of a given database and apply only to that database.

Personal settings examples

If running BRAHMS on a network with multiple users, normally, only the system administrator will have access to
the Admin menu and thus system-wide settings. In this case, you can edit your personal settings by selecting
Utilities > My setup/profile. There are many configuration options — here are a few examples:

Active modules

e Select Utilities > My setup/Profile > Active modules. Here, you can include/exclude main menu
options.

Data grid options
e Select Utilities > My setup/Profile > Data grids. Here, you can experiment with different data grid

settings, for example, whether to select text on entry to a field.

il BRAHMS configuration/setup | =

System wide settings | Personal settings for Administration |

Reporting ” Extract files ” Sound ” Collections. ” Plot samples ” COnline maps |

Active modules ” User details My folder settings. ” RDE ” Home herbarium ” Application window ” Font’header size ” Highlight colours.

Data grid seftings control how your main data grids appear and behave.

[C] Suppress move to next field after a lookup. [] Re-open memo fields as last left open Data grid lines

DAutu—ﬁt columns in data grids DNU highlight column after dbl-click Zoom window field s

[¥] Highlight active row z )

Highlight tagged records [ Restore last sort order 2 HETERTE (BT

Select text on entry to field [ Disable strikeout font for records marked for deletion Eiericallonky

Goto last used record [ Do not highlight accepted names (TAXSTAT = acc) by default @ Hoth
[C] Zoom window open by default [[] use " comma separator for decimals (default ="}

[ Restore last used Field View

|:| Link file (if available} open by default [ Restore all data grid defaults ]

Save and Exit

Many useful features can be found under the Data grids tab. Settings are remembered for each user.

Highlight colours

Select Select Utilities > My setup/Profile > Highlight colours. Here, you can set colour preferences for tags,
column clicks, the zoom window and a few other things.

Home herbarium

Select Select Utilities > My setup/Profile > Home Herbarium to add your own herbarium code (if relevant).

BRAHMS uses this to give preference to your herbarium when displaying barcodes and/or accession numbers —
and also for certain functions linked to loans management,

System-wide setting examples

Mapping configuration options

e Select Admin > Project configuration > Maps. Choose the software you are likely to use the most.

19



e On the same tab, choose the map units you use most commonly. The choices are
Degrees/Minutes/Seconds (DMS), Decimal degrees (DD) and Degrees and decimal minutes (DM).

Date format

e Select Admin > Project configuration > Dates and choose your date language/format. The month
names for the 5 styles can be edited using Admin >Month names.
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DATABASES AND DATA FILES

Databases

When you log into BRAHMS, you need to select a database/project to open. The BRAHMS system is delivered
with one empty database called Template. This can be copied to make entirely new database projects.

Conifers

'y Advanced BRAMMS  Adminiztration in Template [ template\dat
_',_" BotanicalRecords Taaa Geo Pecple Biblio W&
Standard menu mode

Databaze manages

Create new databrase/project ...

Open a dfferent dstabase

My herbarium

Qpen/browse an external DEF file .

external data ’
Gabon o
[ Current systemn ysers

A database is a collection of related data files

stored In a single database folder together with

system configuration settings. When logged into the Template database,
you can create new database projects
and link these to your BRAHMS software.

Ext BRAHMS

Data files

Most BRAHMS menu options open up data files as shown here with botanical records. Data files consists of
records and columns.

Sy Advanced BRAHMS = Administration in Conifer Database [ C\BRAHMSDATA-CONIFERS\DATABASE m:m:-usev] Licensed to RBG Kew MSE8 Enhanceme

File Edt View Goto Tag FastSort Calculate Ca;;'cﬁt.' Tools
JyX+08H B - NHEE-«S YEIEEA® i 2NN 0 Spec DecFie
y Collections - main file [c/\brahmsdata- conifers\database\ collections.dbf {alias= HS) |
kag del mergeto brahmsa dotrgccat tvpe  collector(s) prefix number sufix day month year family Qenus fultname
0 17434y Kuntze O 3168 0 11 1874 Cupressaceae Sequotadendron Sequoladendror
: 0 174358V Stagner, H sn 0 3 1951 Cupressaceae Sequoladendron Saguoladendrol
0 17436V Thomas, JH 10390 24 5 1964 Cupressaceas Sequoladendron Sequoladendrol
Il 0 17437V TYPE Maxumowicz, CJ sn 20 9 1862 Cupressaceae Thuja Thuja standishil
0 0 17438V TYPE leg. ign sn 0 0 1800 Cupressaceae Thuja Thuja standsshii
: 0 17438V TYPE Komarov, VL 85 5 8 1897 Cupressaceae Thuja Thuja koraiensi:
0 17440V Farges, PG sn 0 0 1892 Cupressaceas Cuprassus Cupressus fund
i 0 17441V TYPE Wiison EH 798 3 0 11 1908 Cupressaceae Cupressus Cupressus chel
B 0 17442V TYPE Trevor, CG sn 0 3 1934 Cupressaceae Cupressus Cupressus casl
: 0 17443V TYPE Greene EL sn 1 9 1880 Cupressaceae Cupressus Cupressus anx
0 17484V TYPE Blanco, CE 201 A 0 0 1900 Cupressaceae Cupressus Cupressus an
i 0 17445V TYPE Lozoya. F 180 0 0 1900 Cupressaceae Cupressus Cupressus an
: 0 17448V TYPE Sudworth, GB sn 29 12 1909 Cupressaceae Cupressus Cupressus anu

BRAHMS is a relational database. Several of the columns you see in the above screen, for example the family
name, are held in separate tables but are displayed together with botanical record data.

When you open any file, the menu options change to the data editing menu.
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OPENING AND CLOSING FILES

The purpose of this exercise section is to provide some basic orientation on where some of the more commonly
used options are on the menu system.

Log into the Conifer database

BRAHMS NEPLANT
87 (10 May 2010) %sanNCE
= Resaarch And Herbarium Management Syster
Licensag 1o ABS Kew WSH Enhancement Project
User Administration -’} @ Single-user
Password | O Muts-user
Project Conifer Database :’} O Standard mode
Data in c\brahmsdats-conifers\database @ Advanced mode
=iy nas Login
s Chach for updates Cancel

When you log in, select the Conifer database, not the Template database.

Missing menu options?

If you do not see a menu option required for the exercises below, for example Maps, select Utilities > My
setup/Profile > Active modules ...

For example, is the menu option PublishOnline visible? If not, select Utilities > My setup/Profile > Active

modules ... and enabled it now.

to switch the missing menu option on

Locate, open and close a selection of database files

After opening each file, close the f

ile by clicking on the top right close window X. Or you can use the keys Alt+X.

k‘\dva’tced BRAHMS Administration in Template [ template\dat|

BotanicalRecords | Taxa Geo

People Exracts Lkities Admin

-y..-m

View/edt SPECIES in database

Opening the main species file

Main species file:

Main genus file:

Main family file:
Taxonomic status categories:
Main botanical records file:
Main specimen file:
Herbarium list:

Type categories:
Specimen categories
Country list:

Main gazetteer:

link file)

Taxa > View/edit SPECIES in database

Taxa > View/edit GENERA in database

Taxa > View/edit FAMILIES in database

Taxa > Resource files > Taxonomic status
BotanicalRecords > View/edit botanical records in database
BotanicalRecords > View/edit specimens in database
BotanicalRecords > Herbarium list

BotanicalRecords > Resources files > Type categories
BotanicalRecords > Resources files > Specimen categories
Geo > View/edit countries in database

Geo > View/edit gazetteer in database
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e People: People > View/edit people in database

e Map projects: Maps > Saved ArcView (APR) and DIVA (DIV) projects
e Map colours: Maps > Colours and opacity

e Image library: Images > View/edit images registered in database

e Month names Admin >Month names

e  Custom lookup values Admin > Custom lookups

e Database manager File > Database manager

Can you now locate and open ...

The file that lists BRAHMS online servers registered in your database.
The file that stores zones and locations in Botanic Gardens.

The file that stores default function key assignments.

Demonstration of relation database

In arelation database, data are stored efficiently in separate files in a way that reduces the need to store the
same element of data more than once. For example, you may have 1000 specimens in the family Cupressaceae
or from the country Mexico. But the words ‘Cupressaceae’ and ‘Mexico’ should only be stored once, not 1000
times. Also, imagine you want to store a description of the Cupressaceae. Clearly, that description should only be
stored once. The same idea applies to collector, species, locality and herbarium and other names.

Let’s look more closely at the family name ‘Cupressaceae’. Aside from any other considerations, if it is stored
once only in a file of family names, it will be much easier to make changes to the description or any other facts
about this family - or even the name itself.
In the conifer database:

= Select Taxa > View/edit families in database

= Locate the family Cupressaceae and edit the name to ‘Cupressaceaexxx’

=  Now close the family file

= Select Taxa > View/edit species in database and browse down to locate some names in this family

You can see that the single edit you made in the family file is ‘inherited’ by all records in the species file. This is
because the species file is related to the family file using a numeric code (in this case via the genus file).

= Now select BotanicalRecords > View/edit botanical records in database

Again, you can see the related family name appearing as you edit it in the family file.

= Select Taxa > View/edit families in database to locate and edit the name back to the correct name.

If you want to test this further, you can try editing the name of a country and then locate botanical records from
that country.

! Note that RDE files are, by design, not relational. The data in RDE files only becomes relational when the files
are transferred into BRAHMS.
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THE MAIN SYSTEM TOOLBAR OPTIONS

X S

All fields

Iﬁjlﬁﬂzﬂﬂ +

)
)

o B

(A

L3

ki
-

<

ﬁﬁ@[mjbm@ﬁ‘qmbﬂ

Tag toggle. Adds or removes * to the TAG field. Tagging used throughout BRAHMS. A
right-click on this toolbar set a filter to show only tagged records.

Delete toggle. Adds or removes * to the DEL field. To remove records marked in this
way, select Edit > Delete options > Remove records marked for deletion. Deletion
throughout BRAHMS is a two-stage process.

Add a record. In selected modules including RDE, the add function can be configured
using the % toolbar.

Access custom designed forms, if available.
Opens a data file.

Open/close a linked data file.

Field view selector drop-down menu. Enabled when one or more field views available.

Define and/or select a field view.

Find a record using custom find form.

Open Zoom pane - display fields for the current record in the right window pane.
Right-click the zoom window for more options.

Reduces field widths by a %. Right-click to increase field widths.

Auto fit data columns.

Open the sort form to carry out compound sorts. For simple field sorts, right-click the
column header name. A list of convenient sorts usually available on the Fastsort
menu option.

Set a filter on current field or another field as selected. Multiple filters can be set. To
clear all filters, right-click filter button or use the Clear filters option on the Filter form.

Analyse data in selected column.

Display taxa in tree view with options to navigate/filter on taxa.
Open the FoxPro command library.

Link the current record to any reference stored in your reference lists.
Open image viewer + image toolbar

Link documents such as PDFs, Excel, Videos, whatever to any record.
Copy/Save as options.

Check and transfer the contents on an RDE file to BRAHMS.

Design and generate visual reports from any BRAHMS module.
Design and generate text reports from any BRAHMS module.
Create maps using your preferred GIS.

Open current file in Excel. Respects current filters, sort order and field selection.

Edit comments for records. Activate if the COMMENTS field is available in the current
file. Right-click to restrict the view to records with comments.

Field level documentation and local data rules for current file.
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DATABASE FUNDAMENTALS

Basic record and field navigation

Select Taxa > View/edit species in database to open the main species file.
Press ENTER (or TAB) several times to move forwards to the next fields.
Press <SHIFT>+ENTER to move backwards to the previous fields.

Use arrows or the scrollbar to move up and down records.

Press the F12 key to go to column 1

When in the first column, you can press the left arrow to go to the last column.

! The Navigation toolbar on the top right side of the screen can be used for record navigation.

Locating records using £

¢ Inthe main species file, use the ‘W toolbar to locate the species nhame Pinus devoniana. Entering ‘pin
deVv’ in the search for box should be enough. Pinus devoniana is an accepted name and has ‘acc’ in the

TAXSTAT field.

il Locate / select a species 23
[TAXSTAT SPNUMBER FAMILY SPECIES UNIQUE WEAR SYNCAT DEL -
syn 2594 Pinaceae Picea nigra 0 1831 HOM

W syn 2743 Pinaceae Picea nigra var. brevifolia 0 1501 HOM

W syn 2735 Pinaceae Picea nigra var. rubra 0 1875 HOM

W syn 2595 Pinaceae | Picea nobilis (Douglas ex D. Don) Loudon 0 1838 HOM

W syn 2595 Pinaceae Picea nordmanniana 0 1842 HOM

L
syn 25597 |Pinaceae Picea numidica (de Lannoy ex Carriére) Gordon 0 1875 HOM

“lace 2588 Pinaceae Picea obovata 0 1833

W syn 2745 Pinaceae | Picea obovata ssp. petschorica 0| 1952 HET 1

I e P o A S S nl anan e .

Search mode Citation Type notes  MNomenc note Accepted name
@ Genus+sp Species ID code Trav. Lab. Picea asperata var.

Forest. notabilis
Species name includes  Family includes Toulpuse T.
1(3, 1) 180.
1832,
Search for

Hide synonyms when searching || Goto accepted name when a synonym is selected

| Goto last selected species when this form is opened

The species search form with Goto accepted name option selected. If you choose a synonym, the system will
direct you to the accepted name. Options such as ‘Goto accepted name’ on the above form are saved as a
personal preference.

e Now use the W’J toolbar to locate the species name Widdringtonia caffra. Make sure the option Hide
synonyms is not selected and the option Goto accepted is selected. This should guide you to the
correct name.

Locating records using E

The tree view control is used to display your taxa in a searchable tree. In the main species file,

e Select the E toolbar to build a tree view.

Click on a family name to go to and filter on that family.
Click ‘+ to list genera in that family and click on a genus name to go to and filter on that genus.
Click ‘+" again to list species in the selected genus and click on a species name to go to that species.

e Usingthe E tree view option, navigate to the species Fitzroya cupressoides in the Cupressaceae.
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Tag options introduced

Record tagging is used throughout BRAHMS for marking/selecting records. When you tag a record, *’ is added

to the TAG field.

i Advanced BRAHMS Administration in Conifer da

File Edit

View Goto

FastSort Calculate

X+ BB ERae [

ecies main list [c:\brahmsdata-conifers\conifer

tag d&{ family genus

Cupressaceae Cupressus

[ Cupressaceae Cupressus

BE inaceae Ducampopinus

G aucariaceae Eutacta

BE Araucariaceae Eutacta

Il Araucariaceae Eutacta

; Araucariaceae Eutacta

Most files have a TAG field at the start of the record

Some example uses of tags: to create groups of records (a tag profile); to copy selected records to a new file; to
extract/query data; to restrict an analysis to tagged records; to restrict a map to include tagged records.

e Select Taxa > View/edit species in database to open the main species file.

e Click '\’ or press F6 several times to tag some records. If a record is already tagged, the tag will be
removed.
e Select Tag > Invert tags to invert the current tag settings.

Select Calculate > Count tagged with *
Select Calculate > Count untagged

e Select Tag > Show tagged > Show tagged with *
Select Tag > Show all ( which removes all filters)

Select Tag > Tag all with * to tag all records.
Select Tag > Clear all * tags to clear all tags.

B Adanced RAFRS A in Confe database | CABRAHMEDATA-C
File Edit View Goto [Tag) FestSort Calculste Detalinky  Tooks

X+ ME N Toroye
FESIS———EMAEY.  Tog ol with *
B Species mun bat [\l Clooe o8 “togp
30 del famih Clear ot tagn
-~ Irvgert tags
Pinaceas
] Pinaceas Highbght tagged »
] Pinaceae Tag w sebected % of recorsds .. ! '
- Pinnceas Tag identicel entries .. §1
: Pinaceae Tag for / Untag foc ., ¥
2 Pinaceae Copy " tags te NOTONLINE fieid IE‘
- Pacin Clear NOTONLINE field b7
Pinaceas be
] Pinaceas Copy tagged recoeds to new fie .. =
= ===l
Pinaceas 2
— Pinacean Shew tagged 5 LJ
il Pinaceao Hidle tagged » h&
] Pinaceas Show ak i
R Pinacsas Tag profites and groups ... E

Screen shot of the Tag menu options
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Tag custom commands

You can use custom commands to tag records. For example, the main species file includes the field YEAR (=year
of publication). We want to tag all records published before 1900

Select Taxa > View/edit species in database to open the main species file.

Select Tag > Tag for/Untag for ... and enter the command as prompted: YEAR < 1900
Ensure that you have the option Clear tags before command selected.

Execute the command.

[
[
[
[ ]
Try a more complex example:
e Select Tag > Tag for/ Untag for ...and enter the command as prompted:
TAXSTAT ="acc' and YEAR > 1850 and YEAR <= 1880

The operator <= means ‘ less than or equal to’. Also that ‘acc’ is surrounded by quotes as it is text. Numbers
such as 1850 are not.

igl] Tag for/Untag for.... commands o || B R
Tag Tag for/ Untag for command Command sequence  Category Auto -

M year < 1500 memo SPECES

a TAXSTAT = "acc’ and WEAR = 1850 and YEAR <= 1880 memo SPECIES

e altrim{syncat) = "HET and altrim({rank1} = "var.’ memao SPECIES

| memo SPECIES

I 4 111 3

J[Clear tags before command;

| Shosjalizrmmaayt= Add Delete @) Tag for Untag for Execute Exit

Some example ‘Tag for’ commands.
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Learning to use more function keys

Many tasks are faster using function keys rather than your mouse. For example, F6 can be used instead of " to
tag records.

(Key | F1 ] F2 R e e Yl B e ] el e 7 F8 | F9 | F10 | Fi1_| F12
Help Qpan farm Open e Cogy Held Sot fom Tagtoggle Dekte mak Feld view Lockup Hiter forn Go o fest
oggle column
[ncremmat Sert Tag ol Autels Extarnal fie | Filter on Go o lan
| Shift Open shorticut Iast field asoending fookup selection column
| help template | ! | vohe | | | | |
FoxPro Copy recers Count Reduce Zoom Filter
L crl Fnd commands tagoed column toQgle includes
| | ] | | | | width | | orCelgZ | selecton |
Add record Clese Claar sort Chear tags Inorease Clear filters
Alt or ARsA screen column
or Ale X wadth

The BRAHMS Function Key template is available in the folder BRAHMS7\template\function key template.

e Select BotanicalRecords > View/edit botanical records in database.

e Enter Alt+A several times to add blank records.

e Inthe LOCALITY field, press F9 to activate the lookup option for that field.
e Use F6 to tag the new records.

e Use F7 to mark all these new records for deletion. Although note a useful option is Edit > Delete
options > TAG -> DEL.

e Select Edit > Delete options > Remove records marked for deletion.

e Enter Alt+X to close the screen.

! The template form can be opened in a separate window using SHIFT+F1.

Setting simple filters

Filters restrict your view of the data to a selected group of records.

¢ Inthe main species file, locate and click once on the text ‘acc’ in the field TAXSTAT (choose any record).

e Now right-click on the TAXSTAT column header and choose Filter by selection. This will set a filter to
show only ‘acc’ names i.e. accepted hames.

B Advanced BRAHMS  Administration in Conifer database [ CA\BRAHMSOATA-CONIFERS\CONIFERSSS single-u
File Edt View Goto Tag FastSort Calculate Datalinks Tools

X+ HE ERc~ FOINECE--vEIOEAS § 29
B Species main fist [c:\brahmsdata-condfers\ conifersbb\species.dbf (aliss= SP) |

ag del mergeto sSpoumpber taxstal  swnest  cwnnste  cunal cuntnt famin

80 acc Sort Ascending
- 81 syn Sort character field numencally
1 82 sym Suit Delcuicing
Il 84 syn Soct UNIQUE (one of each type)
.0;_6. acc ot

et |

0

0

0

0

Ao_

0 87 acc

0 90 syn abaan R
i 0 94 s Filter excluding selection
i 0 95 acc Filter includes sefection
I 0 96 acc darisin i

0 99 syn Copy a field to o B fiedd in the same file
| 0 100 acc ALLTRIM current character/memo field...
- 0 101 ace Eind and replace text ...
- 0 102 acc Spit data in a field to a separate field ...

I 0

104 s;n

Filter by selection is one way to quickly filter/restrict records on the selected text in any field
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e Then choose Tag > Tag all with *. This will tag all the accepted names.

e To remove the filter, right-click on the Y toolbar.

e  Try setting filters on some other fields.

! To quickly set a filter on tagged records, use Tag > Show tagged.

Setting compound filters
You can add multiple filters at the same time using the ¥ toolbar.

e Select Taxa > View/edit species in database to open the main species file.

e Usethe ¥ toolbar to open the main filter form.

e Edit the form so that the option reads field=family, operator=includes; value=cupr.

e Nowclickthe ¥ button on the form to apply this filter.

e Re-open the filter form and add a second command: field=taxstat, operator=includes; value=acc.

o Apply the filter. This will set the filter to accepted names in the Cupressaceae.

i ]
i Advanced filtering - multiple filters can be set | &3
Tag Filter syntax Fitter command -
* "CUPRESSACEAE" & upper(FA.FANANE family includes CUPRESSACEAE
* "ACC" § upper(TAXSTAT) taxstat includes ACC
Field Operator Value
taxstat IZI includes E acq

Clear fiters @

Simple record sorting

Sorting records in files is vital — especially when generating reports. Sorting is also useful in other ways, for
example to locate data or for finding and correcting errors.

Most files can be easily sorted on a single column by choosing a header Right-click option. There is also a
FastSort menu with some commonly used sort options — some of which sort of multiple fields.

Still in the main species file:

e Select FastSort > Family + species to sort the file A-Z by species within family.
e Select FastSort > Species name to sort this file by the species name only.
e Right-click on the column header for the field SP1 and choose Sort Ascending.

¢ Right-click on the column header for the field FAMILY and choose Sort Unique to show one record per
different family.

) . ) A
e To remove the current file sort, right-click on the z: toolbar.
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More complex sorting

You may need to build your own sort commands which sort your records in a more way. These can be added
. A
(and saved) using the z: toolbar.

Task one. Sort the main species file by year of publication + full species name

=  Select Taxa > View/edit species in database.

A
= Select the ZI toolbar and add a new record. Into the command line, enter the command
str(year) + substr(fullname,1,60) and then Sort the file

The str() function converts a numeric field to character which enables you to combine year with the character field
FULLNAME. The substr() function allows you to select part of a long character string, here the first 60 characters.
Long strings (above ¢.100 characters) can cause problems when creating indexes.

= Select Botanical Records> View/edit specimens in database. The challenge here is to sort of the file
on herbarium + collection year + species.

A
=  Select the z: toolbar and add a new record. . Into the command line, enter the command
ih.ihcode + str(hs.year) + substr(sp.fullname,1,60) and then Sort the file.

This command has to refer so fields that are in other files, hence the field name is prefixed with the short file alias
name. You can hover your mouse over the field header to see the full field names needed for sorting.
herbarium collector(s)

MY Lauria, F.
Field name: IHIHCODE]|

Hover your mouse over a field header to get the correct sorting reference.

— ey e g

‘Ml Sort commands
Tag Del Fastzort Sort command
M ih.ihcode + strihs.year) + substr(sp.fullname, 1,60}

An example compound sort command.

Calculate menu and toolbar options

Calculate options provide counts and summaries of your data. Aside from using count tagged and untagged as
above, the most commonly used option is Calculate > Analyze data in selected column, also activated using

the = toolbar.
e Open the main species file.

e Right-click the ¥ toolbar to ensure no filters are set.

e Click anywhere in the TAXSTAT field (data or header).

e Click onthe & toolbar.
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aﬂ‘ d BRAHMS  Adi n Conifer database [ C:\BRAHMSDATA-CONIFERS\CONIFERSBS single-user ]
File Edt View Goto Tog FastSort Caiculate Datatinks Tocls

X+ HEE BRre HRQR-8 Ems i 2HANG0D ||
AR Species main list fc\brahmsd fers\conifersbb\species.dbf (akias= SP) |
lag del mergeto spoumber taxstat syncal synnote synof syntot family genus o
M 0 38 acc memo 0 Pinaceae Pinus
» 0 40 s;m [ ———
. 0 a1 s A Data analysis s e E
e 0 42 syn | 6different records for the field taxstat. 5
e 0 44 syn . .
a 0 45 acc Record co::" !:::m -
M 0 46 acc 794 acc
N 0 47 acc 119 Inc
i 0 48 acc 77 unc
\< 0 53 syn 6 exc el
. 0 54 acc L 1
N 0 55 acc
® 0 56 syn
Bi: 0 57 acc |
i 0 58 acc | | s %
. 0 59 acc Sorton Record tolals Ascending E] " ’& = (Ext ]
. 0 81 inc :]j

The record counts here refer to the number of species records for each TAXSTAT value.

Try the following:

e Use & inthe FAMILY field to calculate the total number of taxa per family.
e Use & inthe GENUS field to calculate the total number of taxa per genus.
e Use & inthe YEAR field to calculate the total number of taxa per publication year.

o Apply a simple filter on the FAMILY field to filter on the family Podocarpaceae.

e With this filter set, click once in the AUTHORL field and then use & to display the total number of taxa
in this family published per different author.

e To clear allfilters, right-click on the AT toolbar.

e  Apply a simple filter on the TAXSTAT field to show only acc hames (as described earlier). Locate the
field IUCN in the main species file. Click in this column and then use Z to display the total number of
taxa per IUCN category. Also open the analysis result in Excel using the option provided on the Z form.

a Advanced BRAHMS  Admumnistration in Confer database [ CABRARMSDATA-CONIFERS\CONIFERSES single-user |

File - Edit  View Goto Tag FastSort Calculate Datalinks Tools
X+ HE By OINCQB-MvIO0NRS | SSEANGT

M Species main list [c\brahmsdata-conifers\ conifersbB\species.dbf {alias= 5P} | Filter: "ACC” = upper{ALLTRIM{TAXSTAT}))

: |star stamote Iuen criteria cites descrip Gistnd fabelrange hablt hardiness protect 1dwg  tdwgtotals common Zccname &
memo  NT Memo. 3 memo
memo LC A Data analysis P 3"_@‘1,'7327 [

|| memo LC | ggirferent records for the field iucn. .
memo EN

'__ memo LC Record count  kcn )

; memo LC | 429 LC
memo LC 128 W
memo LC il

| memo LC ety |=

=1 R IR

IL| memo LC 20 0O

| memo LC 5 NE
memo LC 1 -

i memo NT - — ===

: LC Sorton Record totals Ascending |~v<1 H
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Results generated by the 2 toolbar can be open in Excel and used to prepare charts and graphs.

e  Open the main genus file (option on the Taxa menu). Using the Z toolbar option, produce a summary
table of the total numbers of genera per family. Which family has the most genera?

The Zoom window

The Q toolbar displays all non-empty fields in a mouse-sensitive window to the right of the main window.
Clicking on the Z o o m button a second time closes the Zoom window.

e Select Taxa > View/edit species in database to open the main species file.

e Click on the @\ toolbar to open the zoom pane.
e Double click on afield name in the Zoom pane to go to and highlight that column.

Teyg  FetSont

When you move to a new record in the main file, the Zoom window is updated.

e Click on the @\ toolbar to close the zoom window.
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e Bt View Goto Cafculme Dmuiehr  Tools
IX+UEB NE FERAE N TEEEAS  SQENE ST | v oww o
i Colectons « man file [ canter denbb ot (alias= HS) | =il
| Jocaln socality notes ¢ ns long w llunit #res ong §dah + | paume gas .
| Nemo 230000000000 N 1053100000000 W | BOTRECCAT: V
_|Los Negros memo 234000000000 N 1053000000000 W m%ﬁl Pérez e la Rosa, JA
Caibon del Agua memo 27.0000000000 N__ 1020500000000 W DAY 18
NEITae memo | 202200000000 W 4351500000000 I | Mo 11
Cascada Basaseathic N.P. memo 28 1000000000 N 108 1300000000 W YEAR 1983
— FAMILY GROUP: gymnosperm
| memo 00000000000 0.0000000000 FAMILY Pnaceae
o Cafon de Santa Rosa memo 27 4800000000 N 108 3200000000 W GENUS: Pinus
&1 tometor memo 303000000000 H  109.0500000000 W TAXSTAT. o .
_|Galsana memo 245000000000 N 100 0400000000 W COUNTRY- “mw“ o
Galeana memo 245000000000 N 100 0400000000 W MUOR COUNTRY AREA Jalsco
|LaTapons Memo 244300000000 H 1001000000000 W IWROR COUNTRY AREA. Siarr st Cuale
|_|Puerto oz Rema memo 00000000000 0.0000000000 ®5 20 22080
_|cenmo Potosi memo 245200000000 N 1001300000000 W NS N
" |Pavimo memo 243500000000 N 99.5300000000 W 'Em 1051500
_|Ensensas mamo 315400000000 N 116.3700000000 W LAT. 502200
Ensensda ueme 31 5600000000 N 1183600000000 W N
|Ensenada Ueme 315400000000 N 116.3500000000 W m 105.3500
L] Ensenada Memo 31 5800000000 N 1183500000000 W ALTY 900
Ensenada Nemo 315600000000 N 1163600000000 W HABITAT/SITE DESCRIPTION. With Pinus
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I'If you right-click in the Zoom window, you can adjust window properties. One of the options is to include blank
fields (these are excluded by default).

Using the @ toolbar to get field level help
e Select BotanicalRecords > View/edit botanical records in database. Click in the PREFIX field and
then on the @ toolbar to read about this field.

e Open one of the taxon files (family, genus or species) and, using @ toolbar, read about the SYNOF
field.

a Advanced BRAHMS  Administration in Conifer database [ C:\BRAHMSDATA-CONIFERS\CONIFERSES single-user |

File Edit View Goto Tag FastSort Calculate Datalinks Tgols
vX+HE B NAR 8 TIENAS S eEME D) [ o
@A Collections - main file [c:\brahmsdata-conifers\conifersbb\collections,dbf (afias= HS) ]
fag del mergeto brahms bofreccat type collector(s) prefix number suffix day month year date resolution date text family group family
41733V Rodway, E 142 27 11 1933 memo gymnosperm Podocarp:
» 41734 V Curtis, WM. 113 1 2 1940 memo gymnosperm Podocarpi
Al § _,173_5‘\, T—T T nilla i S EeT e i 44040 F 5 Dk
1 41736 V a COLLECTIONMAIN (c:\tempfiles-brahms-1\cdb\brahmsfieldlist.dbf)
N 41737 V fFELD NAME IN FILE ENGLISH HEADER TYPE LENGTH DECIMAL PLACES » | If colection numbers have
— R prerD | character prefix, these
41738 V - characters can be combin
— a0y H NUMBER Number c 15 0 with the number in the
— o SUFFIX Suffix c 6 0 NUMBER field as n A1234
d 41740 V DAY Day N 2 I or separated into the PREF
41741V |T|uonti Honth N 2 0 fiekd. In projects or countrs
1 41742 —. where prefixes are used
| 42V _|YEAR Year N 4 0 reguiarly (2.g In Maiaysia,
41742 v DATERES Date resolution c s o Sabah and Sarawak) the

Physical and translated field names

The field headings you see on the screen are sometimes different to the real field names in the data file. This
makes them more readable. However, with some functions (e.g. creating reports and using Foxpro commands),
you must know and use the real field names.

e Select BotanicalRecords > View/edit botanical records in database and locate the field name with
the name MAJOR COUNTRY AREA.

e Hover your mouse over the column header and note that the physical field name here is GAZ.MAJOR.
This means that the field is in a related file with short name GAZ and in that file, the true field name is
MAJOR.

bllections - main file [c-\brahmsdata-conif
nty  |major courgrvarea |minor count
dco  Durango [Field name: GAZ.MAJOR].

tico Chihuahua Cuidad Mac
tico Durango Victoria de [
Memo fields

Memo fields hold text of any length. They are used for notes and descriptions. You can copy and paste text into
memo fields or drag selected text from your word processor files.

Select BotanicalRecords > View/edit botanical records in database.
Locate the field PLANT DESCRIPTION.

Double-click on a memo to open it or use Ctrl+M.

Enter Ctrl+W to close and save - or Esc to close a memo and abandon edits.

! Memo fields with ‘Memo’ rather than ‘memo’ have data. You can open and edit several memo fields at the
same time in afile.

33



Field Views

Field views are used to restrict the fields you see when viewing data grids. You can create and save multiple

views for each type of data (species, collections, extract files, RDE files, etc.). They are useful for different editing

tasks or simply viewing your data.

e Select BotanicalRecords > View/edit botanical records in the database.

o Select the 2 toolbar to define/select field views.
e |Initially, select Exclude all to remove all fields then choose fields by numbering in the POS column.
Create a field view to show the fields TAG, DEL, COLLECTOR(S), NUMBER, YEAR, FAMILY and

FULLNAME.

M Advanced BRAHMS Administration in Conifer database [ C:\BRAHMSDATA-COMIFERS\CONIFERSES single-user ]

File Edit View Goto Tag FastSort Calculate Datalinks Tools

X == EH P test fisk \-E,Efl iu'j G‘}Q «+ 81 ¥ E iE ) = D | 5= [2) Spec Deffile Mong
Bl Collections - main file [c\brahmsdata-conifers\conifersbf\collections.dbf (alias= HS) ]

tag del collector(s) number year family country

* Mittak, W.L.; Perry, J.P. 8373 1976 Pinaceae Guatemalz
:* Melson, E.W. 3650 1895 Pinaceae Guatemalz
i Ordonez, W. i# Field views for: COLLECTIONMAIN [z | 1979 Pinaceae Guatemal:

* Skutch, AF. ) 1934 Pinaceae Guatemalz
T smmOmicengp | lmeberostesioscum oo esocets  SEY | 1077 piacoss

* Stead, JW. 1979 Pinaceae Guatemalz
:* Stead, JW., Syles, B.T. Elztldzd\:rile;st:eremsaTrllE::::tieﬁitl%Itt:I:r.Vig:lﬂ:z:jETig(vs can be ETE [Pt SlEEnEg

* Stead, LW Styles, BT. deleted using Admin = Field views and settings. 1979 Pinaceae Guatemal:
| Steyermark, J.A. 1939 Pinaceae Guatemal:
BE Steyermark, J.A. test field view E 1942 Pinaceae Guatemal:
| Steyermark, J.A. POS  Field name - 1942 Pinaceae Guatemal:
BE Hazlett, D. -TAG | 1974 Pinaceae Honduras
mE Hughes, C.E. 2Lzl : 1981 Pinaceae Honduras
:“ Hughes, CE. i ES;;EE;TOR(S’ 1982 Pinaceae Honduras

* Hughes, CE. S VEAR 1982 Pinaceae Honduras
BE Hughes, CE. & FAMILY 1900 Pinaceae Honduras
| McCarter, P.S. 7 COUNTRY 1988 Pinaceae Honduras
e McCarter, P.S.; Styles, B.T. 1988 Pinaceae Honduras
B Molina, A. 1967 Pinaceae Honduras
B Alexander, E.J. _ 1945 Pinaceae Mexico
B Beaman, J.H. 3 1960 Pinaceae Mexico
:* Beaman, J.H.; Andresen, JW. - 1961 Pinaceae Mexico
B Boege, W. e 1968 Pinaceae Mexico

* Bye, R.A 1977 Pinaceae Mexico
BE Calzada, J1 [selectiSave | [Save as new 1980 Pinaceae Mexico
BE Calzada, J.I. 5931 1980 Pinaceae Mexico

The field selection form with the option Show selected fields ticked.

e Select Save as new to save and select this view, choosing an appropriate name for this field selection

as prompted.

You can add and save many field views per file. The required view is selected using the dropdown field view list
on the main toolbar. All field views are registered centrally under Admin > Field views and settings. You can

remove views here.

Edit data in form mode

Experienced BRAHMS users usually find working in data grids faster and more flexible than working with forms.
However, with some files, especially those with many fields, data can also be edited using tabbed dialogue screen

forms.
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¢ Inthe main species file, locate the name Taiwania cryptomerioides using the W toolbar.

e Select the toolbar to open the data form.
e Click on the Nomenclature tab to view/edit synonyms of this species.

Calculated fields

Calculated fields are summaries of data, often handy for reporting and data checking. These fields are not auto-
updated — they must be updated periodically using the Calculate menu options provided. Calculated field options
are available in most of the main files.

e Open the main country list by selecting Geo > View/edit countries in database.
e Select Calculate > Update calculated fields....
e Select Select all then Process.

Calculated totals are added to fields such as COLLECTION TOTAL, SEED TOTAL, SPECIES TOTAL, etc.
e Locate the column COLLECTION TOTAL, right-click the column header name and choose Sort

Ascending. Go to the bottom of the file to see the highest values.
e Close the country file.

ﬂ Advanced BRAHMS  Administration in Conifer database [ CABRAHMSDATA-COMIFERS\COMNIFERSES single-user ]
File Edit View Goto Tag FastSort Calculate Datalinks Tools

v X+ ST V- TREEEEL

| Country file [c\brahmsdata- conifers\conifersb@\country.dbf (alias= CO) ]

tag del mergeto country code synof iso  continent region country collection total genustotal speciestotal sy

* 1] 142 0 TUR Asia-Temperate Woestern Asia Turkey 426 7 24
g 0 395 0 RUS Asia-Temperate MNorthern Asia / Eastern Europe Russia 566 7 39
BE 1] 102 0 PMG Asia-Tropical Malesia Papua New Guinea 661 1 36
g 0 320 0 MYS Asia-Tropical Malesia Malaysia 843 8 43
BE 1] 278 0 IDM  Asia-Tropical Malesia Indonesia 856 13 56
e 0 233 0 CAM North America MNaorthern North America Canada 975 11 42
BE 1] 69 0 JPN Asia-Temperate Eastern Asia Japan 1141 7 53
e 0 322 0 MCL Pacific Southwestern Pacific New Caledonia 1645 14 43
BE 0 7 0 AUS Australia Australia Australia 1675 14 41
e 0 33 0 MZL Pacific Southwestern Pacific New Zealand 1731 10 20
BE 0 27 0 CHM Asia-Temperate Eastern Asia China 3606 30 1582
e 0 38 0 MEX MNorth America Mexico Mexico STy 10 109
g 0 148 0 USA MNorth America USA USA 5218 18 126

The country file showing some calculated fields, sorted on collection total.
+ Now open the main people file by selecting People > View/edit people in database.

e Select Calculate > Update calculated fields and select the option ‘Collection totals’ and then Process.
Locate and then and sort on that column.
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ADDING AND DELETING RECORDS

Adding records

e  Open the main species file using Taxa > View/edit SPECIES in database, click the + toolbar several
times to add some blank records. You don’t need to add any data at this stage. Close this file.

e Open the main country file using Geo > View/edit countries in database, click the + toolbar several

times to add several blank records. Close this file

¢ Now add blank records to the botanical records, family and genus files.

Deleting records

o Delete all the new records added to the various files edited above. To delete a record, go to that record
and then either click on the X toolbar or press the F7 key. This adds * to the DEL field for each record

that you want to delete.

o To finally remove these marked records, select Edit > Delete options > Remove records marked for

deletion.

! Record deletion is always a two-stage process as described here.

i Advanced BRAHMS Administration in Conifer database |

File Edit View Goto Tag FastSort Calculate Datal
VX+HE B~ [~E§K

Ea Collections - main file [c:\brahmsdata-conifers\conifersbl

Ma@mergeto brahms Dbotreccat type collect
41761V Rhee,
447682 ¥ —
41783 ¥ —_— —
43784 —_ —
44788 ¥ — —
43788 ¥ —_ —_—

samny w3

Pressing F7 of using the Pt toolbar adds * to the DEL field but at this stage, records are only marked for

deletion. In the above example, the records are also tagged.
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USING LINK FILES TO EXTEND DATABASE STRUCTURE

Link files introduced

BRAHMS database files are provided with default standard fields. If BRAHMS lacks fields that you require, you
can add your own fields using linked data files. Link files extend the structure of your database and are available
in most of the main database files including species and botanical records.

For example, if you want to indicate whether a species has spines or not, you could add a new field to the species
link file called ‘SPINES’ and add *’ to all species that have spines. In this case, the field would only need be 1
character in width.

Viewing link file fields from a main file

e Select Taxa > View/edit species in database to open the main species file.

e Click on the % toolbar. This opens the link data file at the bottom of your data grid.
Set a simple filter in the main species file to restrict the view to TAXSTAT = ‘acc’. Accepted names will
tend to have linked data such as descriptions stored.

Open the Zoom window using the @\ toolbar.

e Link file data are included in the Zoom window and all the data in the Zoom window are updated as you
move to a different record.

o Close the main species file.

A Advanced BRAHMS  Administration in Conifer database [ C\BRAHMSDATA-CONIFERS\CONIFERSES single-user ) | = Eon S

file Edit View Goto Tag FastSort Calculate Datalinks Teols

VX+HE BRices FENQE-4 YEOBM® § SSHEE 0 || o oo e om oxe sy

B Species main list [c:\brahmsd: ifers\conifersbb\species.dbf (alias= SP) | = f|-e @1
ag del mergeto spnumber taxstat syncat synnote synof  syntot family Q8Nus o sp1 guthort rank1 « la (Merida and Tachira) -
0 3799 syn HOM memo 2947 Pinaceae Strobus cembra (L.) Moldenke TOWG; 82 VEN 83 CLM ECU PER
| 0 3800 syn HOM memo 3013 Pinaceae Strobus koraiensis (Siebold & Zucc g‘ﬁg;%g%: :1 3
0 3801 syn HOM memo 69 Pinacaae Strobus lambertiana  (Dougias) Mold¢ FAMILY GRM: gymnosperm
0 3802 syn HOM memo 3057 Pinaceae Strobus monticola (Douglas exD. [ FULL SPECIES NAME: Retrophyllum rospigliosi
Y | 0 3803 syn HOM memo 4755 Pinaceae Strobus panfiora (Siebold & Zucc
I 0 3804 syn  HOM memo 3089 Pinaceae Strobus peuce (Griseb.) Moider
0 3805 syn  HOM memo 1193 Cupressaceae Chamaecyp obltusa (Siebold & Zucc Sub: ECOLOGY: Retrophyflum rosNgliosii occurs in
0 3806 syn  HOM memo 1193 Cupressaceae Cupressus  obtusa (Siebold & Zucc vaf ch it can attain
u : large size. Its altitudinal range isfrom 1500 m to
A 0 3807 syn HOM memo 2971 Pinaceae Leucopitys excelsa (Wallich exD.D 3300 m (-3750 m in Colombia ajd Peru) as.L, so it
I 0 3808 syn HOM memo 688 Pinaceae Leucopitys strobus (L) Nieuwl. occurs In wet rainforest up o high altitude cloud
. 0  3809sm HOM memo 2274 Cup (Hayata) Nakai yn more of less
mh ; extensive pure stands on expgsed sites, butis more
| 0 3810s;m HOM memo 4840 c (L) Nakal often found scattered amgad angiosperms of
0 3811s;m  HOM memo 4784 Cupressaceae Sabinella recuva (Buch.-Ham. ex . D
s 0 3813 acc memo 0 Podocarpacea Retrophyliul (Carriére) C. N. Qe exterishe Siarids have now dSappearedocare
a 0 0 Podocarpacea Retrophyliul reduced to a few trees. It is considered still in
; 0N 1] 0 0  Pod 2 = 0 decline as logging and forest clearing have left
mr - O —— - s I R AR several trees from which herbarium coliections
| 0 3816 acc 0 Podocarpacea Retrophyliu  vitiense were taken by David de Laubenfels in Venezuela
a o 3817 acc ] standing aione in pasture since 1980. This situation
] 0 2318 exc memo 0 o is undoubtedly also found In the other countries
1 where this tree occurs and in Peru populations are
| 0 3819 syn  HET memo 4668 c q Camiére becoming reduced in number of mature trees (see
A 0 3820 syn  HOM memo 3818 Cupressaceae Sequoia religiosa Presl €.9. Reynel et 3l 20086),
0 3821 acc memo 0 Cupressaceae Sequoia sempervirens (D. Don) Endl. USES: This species is a valuable timber tree and
= % o can yield large sizes of sawn timber. Its wood is of
| 0 3823 syn  HOM memo 3993 eae Seq ! Seem very good quality, straight grained, of medium
0 3824 syn  HOM memo 2516 Cup glyp! de(H.H Hu&W.C density, durable and workable. It is much used for
0 3825syn  HOM memo 3993 Cup sae Seq {Lindl.) Decne. - | construction, carpentry, cabinet making, and wood
K ’ turning. Mature trees are often left standing from =
" [Tag Del Habe TaxnotpsEcoigy Cingerve Uses Taxdscuss Vemacuiar Etymoiogy Col Sym Spnumber
__ TR mw Memomeoo  Memo  Mewo 3015
Retrophyfum rospiglosi /

|.4¢‘

The link file opened using the ﬁ toolbar at the bottom of the main species file. Link file fields are displayed in the

Zoom window. Link files are available for species, gazetteer, botanical records, seed collections, living collections,

images and references.

Opening and editing link files directly
You can also open link files directly from the main menu.
e Select Taxa > Default linked data file (SPLINK). This opens the species link file. If you are doing a lot

of editing of link file fields, it may be quicker to open it like this rather than at the bottom of the main
species file.
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Modify link file structure

e Select Taxa > Default linked data file (SPLINK) to re-open the link file.

e Select File > Modify file structure...

¢ Inthe open square at the bottom of the field list, type in mynotes and change the field type to Memo.
e Click on Insert to add another new field

¢ Inthe open square at the bottom of the field list, type in spines and change the field type to Character

width 1
E] vernacular b emo 4
E] etymology bl emo 4
[:] mynotes bl o 4
E] zpines Character 1
[ Inzert ] [ Delete ]

o Click OK to save this edit and respond Yes to the prompt ‘Make structure change permanent?’.
e Close the link file.

e Select Taxa > View/edit species in database to open the main species file.

e Click on the ﬁ toolbar again to open the link file and note that these new fields are now available and
can be edited.
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QUERYING DATA — MAKING EXTRACT FILES

About query (extract) files

Most categories of data have a menu option at the bottom of the respective menu: Extract/query data. The query
commands provided vary depending on the category of data you are working with.

#R Advanced BRAHMS Administration in Conifer database [ C:\BRAHMSDATA-CONIFERS\(
File [BotanicalRecords | Taxa Geo People LivingCollections PublishOnline Extract
Add/edit botanical records using Rapid Data Entry files

View/edit botanical records in database
Botanical records - linked data file

View/edit specimens in database
View/edit determinations in database

Herbarium list

Transactions file (loans etc.)

Transactions - specimen level browser

Resource files

o

Extract menu option for botanical records

a Advanced BRAHMS Administration in Conifer database [ C\BRAHMSDATA-CONIFERS\CONIFERSBS single-user |

iZA Collection extract/query options

Collections

Search collections
Tagged
Taxa/det
Geographic
Coliector/number
Barcodes/Acc#
Herbarium
Select one or more search criteria then click on Search now

Transaction
ROE files AND/OR SEARCH CATEGORY SEARCH ON RESULT TOTAL

Genus Podocarpus
Category

Types
Custom

Dates

Auto-fox V| Auto-open extract after a search Create specimen extract Create determinations extract

Search now | Xour extract file is empty | Empty

Extracting botanical records (collections) by genus. As the option ‘Auto-open extract file after a search’ is selected,
the search result will be displayed after clicking ‘Search now’.
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Extract collections by genus

® In the Conifer database, select BotanicalRecords > Extract/query data...
® Check the extract file is empty by clicking the Empty button.
® Select Taxa/det > Genus > Select/Add to search list.

a Collechion extract/query opticns =
T cotectons (s ] ' e
P 3
7“"3 N -| ( [ sosctisosssocnm
= Tagped \. /
&::1/ et

® To choose the genus Podocarpus, enter ‘pod’ in the search string box. In the Conifer database, this
would be enough to locate the correct name. Click on Select to confirm the selected name.

® (Click on Search now to extract the data.

® |fthe Auto-open extract option was selected, the extract will auto-open. Otherwise, close the form and
select Extracts > BotanicalRecords.

You can now process these results in different ways, for example to make a report or a map, undertake an
analysis or export the data for processing elsewhere.

e Click onthe 2 toolbar to auto-resize column widths.

e Click on the ®\ toolbar to open the zoom pane.
e Inthe Zoom pane, locate and dbl-click on the COUNTRY column name to quickly locate and select that
column.

e Thenuse the & toolbar to calculate the number of collections stored in this database per country for
this genus in this database.

Mapping extracted collections to Google Earth

e If you are online and you have Google Earth installed, select the § toolbar, check the Google Earth
option

¢ Make sure that the option Restrict to tagged is not selected (unless you only want to map tagged
records).

e Click on Map all.

A snapshot of the Podocarpus collections in S E Asia region.
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Extract collections by country

® In the Conifer database, select BotanicalRecords > Extract/query data...
® Check the extract file is empty by clicking the Empty button.

® Select Geographic > Country then Select/Add to search list.

® Choose a country that has conifers, for example China or Vietnam.

® Click on Search now to extract the data for the selected country.

You can now process your extracted records in different ways. For example:

e Locate the SPECIES column and use the & toolbar to calculate the number of collections per species
for that country.

® Use a FastSort menu option to sort the records.
e [f online, use the Q toolbar to map these data using Google Earth.

Creating and using a tag profile for countries

A further use of tagging in BRAHMS is to create and save groups or records, for example a group of countries
that you may use frequently. You can use your groups to query your database, for example, to extract all
specimens from Africa or all countries in southern Africa.

® Select Geo > View/edit countries in database.
Clear all the tags using the Tag menu option.

Locate and tag a series of countries in your region (you could do this manually or deploying some filter
and tag menu options).

® Select Tag > Tag profiles an groups then Create new to save these tags to a named group e.g. ‘Africa
or ‘Indochina’.

iIMS  Admwrestration n condfer db | C\BRAHMSDATA-CONIFERS'

i'phv'-hciufnwtp . -
EEE "HHECEE--4 vVEIEHEAS y CCEHAE D

) snal [is0 regon [country |zpanish [portuguese francn [other Imajor area
) 40 0 SLY Southern Amarica Mesoamenca E Salvador

) 45 0 GUF Southern Amernica Narhern South Amancs Franch Gulana

) 46 0 GAB Ainca West-Central Tropical Anca Gabon

52 0 GTM Southern Amarica Mesocamerca Guatemala

¥ Tag profiles/groups for COUNTRY E

Tag PMrofes are Lsed 10 Cresle saved Jrowps o recoNds Dased 00 Dher Current tay status Exampie uses are is Create speces, Country
854 gaceiteer groups, Sot hay Can De used in sinost al Ses. Profies are Saved and Can be recalied andior used 19 Query your
satabene For sxample. atract af DOtanCal records rom 4 Countryigazetiser/speces Jroup or extract of laxs for 8 speces group

N R

TAG PROFLEZGROUP NAME |uensers [entrvoaTE [woDus | - |
Countres » Afrca 4T AN22009  COUNTRY L
,  [counties n Mescamenca 7 oan22008 fcowwy | ] |
)

e Select BotanicalRecords > Extract/query data... . Then select Geographic > Country Group and
extract all specimens from that group of countries.

! The same process could be used to save any logical group of records (e.g. endangered species or a group of
locations in your main gazetteer).

Create a species list from extracted botanical records

Using your extracted botanical records, you can create a separate list of taxa. This is a useful tool when
producing check lists based on collections.

® Inthe opened extract file (created above), select Tools > Convert extract file to another ... >
Botanical Record extract -> Taxon extract.
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® Close the current extract and select Extracts > Taxa to open this new taxon extract derived from your
collections.

Extract accepted names of Araucaria

As described above, you can create a taxon extract from a botanical records extract. But you can also make
taxon extracts directly — and this is the normal procedure when making checklists and other outputs based on a
list of taxa.

In the Conifer database, select Taxa > Extract/query data...
Check the extract file is empty by clicking the Empty button.
On the form, select Taxa > Genus > Select/Add to search list and the locate and select Araucaria.

Now select the Name status option and choose the ‘acc’ to restrict to accepted names only. If you do
not do this, you will extract a list of all Araucaria names (accepted + synonyms) which of course
sometimes, you may want.

Select one or more search criteria then click on Search now

ANIVOR  SEARCH CATEGORY SEARCH ON
Genus Araucaria
and Acc TAXSTATIacc

Two search options selected on the taxon extract form

® Finally, click on Search now to extract the data.

® Assuming the Auto-open extract option on the form was selected, the resulting table will be auto-
opened. Otherwise, close the form and select Extracts > Taxa

File Edit View Goto Tag FastSort Calculate Datalinks Tools

v X+ Bloce: | H@QBE-2 YAy @@

Z¢EEN T

P Taxon edraction [ehtempfiles-brahms-1\cdb\extracts\taxextract.dbf (alias= TOUT) ]

ag del family species
J:b Araucariaceae Araucaria laubenfelsii Corbasson
* Araucariaceae Araucaria luxurians (Brongn. & Gris) de Laub.
s Araucariaceae Araucaria nemorosa de Laub.
s Araucariaceae Araucaria rulei F. Muell.
s Araucariaceae Araucaria schmidii de Laub.
e Araucariaceae Araucaria scopulorum de Laub.
e Araucariaceae Araucaria araucana (Molina) K. Koch
s Araucariaceae Araucaria bidwillii Hook.
: Araucariaceae Araucaria columnaris (J. R. Forst.) Hook.
s Araucariaceae Araucaria hunsteinii K. Schum.
e Araucariaceae Araucaria montana Brongn. & Gris
s Araucariaceae Araucaria muelleri (Carriére) Brongn. & Gris
s Araucariaceae Araucaria subulata Vieill.
e Araucariaceae Araucaria angustifolia (Bertol.) Kuntze
s Araucariaceae Araucaria bernieri J.T. Buchholz
s Araucariaceae Araucaria biramulata J.T. Buchholz
e Araucariaceae Araucaria heterophylla (Salisb.) Franco
s Araucariaceae Araucaria humboldtensis J.T. Buchholz
e Araucariaceae Araucaria cunninghamii Aiton ex A. Cunn. var. papuana Lauterb.
:" Araucariaceae Araucaria cunninghamii Aiton ex A. Cunn. var. cunninghamii

List of names in the taxa extract file with a field view set to show family and species.

Although reports can be created from any BRAHMS file, they are usually prepared from extract or RDE files. The
following examples introduce the two main categories of reporting used in BRAHMS: Text and Visual reports.
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REPORTING INTRODUCED

This section introduces some general facts about reporting in BRAHMS. A quick read here will provide some
perspective on the sections ahead in this guide.

Text vs Visual reports

Aside from exporting data to Excel or elsewhere, BRAHMS has two main ways to produce reports: Text and
Visual reporting.

Text reports format your data into text files with HTML tags. These files can be transferred to text or word
processor documents. Text reports are, in general, used to produce checklists, monograph accounts and similar.
Text reports may include graphics generated using HTML tags e.g. lines (<hr/>), images references (<img src>)
and so on. Most BRAHMS users don’t know much about HTML tags — which is fine. You do not need any special
knowledge although it is useful to be aware that, should you want to elaborate reporting outputs with fonts, styles,
colours, indents, etc. this is possible by adding valid html tags to your text reports.

Visual reports are generated using the Visual Report Designer. These reports are normally used to prepare lists,
labels, det. slips, loan forms and other reports that are printed directly or sent to a PDF — rather than being
passed to a word processor. Visual reports often include graphics (lines, boxes, images).

Learning curve

The BRAHMS report design options are flexible. You can achieve more or less any report you want using visual
or text reports. However, there is quite a lot to learn about both report categories so it may take some time to
conquer both. Don’t be discouraged!

Templates?

When you design a report, you are designing a template that can be used for any data of the same type — not just
one report. If you invest time to perfect a label report, this template will be saved and used as and when required.

Managing report template files

When you add a new report design, the saved report template is added to your central reports library. You can
open this using Utilities > View/edit all report templates. Note that templates are associated with a particular
type of data (or BRAHMS module). Thus, if you create a new design in a botanical record RDE file, that template
can only be used with that file type. But of course, it can be used in any botanical record RDE file, not just the one
you had open when you created the report. In the central reports library, you can delete and rename report
templates.

anced BRANMS  Admerestioton 11 CONEr URR TR TERBRATIRREATA -C ONFERS\CONIEREA omale oe |

v X4 ] dTHMER-8 v . = A 7}

A Ervbms report Gibrary [\ brabenedata-conifers\corefers b sysreports dbf (sfies= SYSTEROATS) |
3G del notlocated repoit used in Wisual (v} or teak (1) report report name seod lemntas Ale
b - Saved Sle T Ato 2 speces list c'&rahms dataveports\brgiacist dol
3 Collection exract file ¥ Sampe with REG Kew heading c\srahmadatarepors'colectinneracts'edraciiabel iox
B Coliection sovactfile T Specimen fabe! c'srahmscataveportsicobechonearacts tarjoniabei fre
3 Coliection ssractfile ¥ Kamohatca label clerahmeaataveports kamchataherbanumiabel
3 Tarton estract e T IUCK DD List c\erahmsaataveportsiucn 4ol
3 Taeon eatract e T Saucanstegrepon clecahmsdatayepots'araucana monograpn abl
] Genus names We T Genus Mmorograph r2pon C\erahms eatave pons\Jenusreponadd
Collection exacifile ¥ Speciman kst clerahmecataye pons\Cobectionealracls fanoniased i
Taron satract fle T Teat Gumg cl\erahmseataveponsieddump, ool
Tacon satract e T Spacias list somed AZ by Ty c\Brahmacats-conilersrmyreponsichackhsion 1 .o
T

Taxon extract file Species list sorted AZ by lamily with linked descripbon ¢ \Brahmadata-conifersimyreportaichecisid02 ad

Report templates opened from the Utilities menu. Reports are specific to a project. Some samples are provided
with BRAHMS.

Inheriting reports from another project

If you want to register a report provided from another database/project, use the Register an inherited report
option on the reports form.
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Importing report template samples

Some report sample templates are provided with BRAHMS. You can import these to your database using the
Import report template sample(s) option on the reports form.
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MORE EXTRACTS AND A START WITH REPORTING

Preparing a sample text report for Araucaria

Using Text Reports, reports can be formatted directly into your word processor.

e Inyour opened taxon extract prepared above for Araucaria, sort the names using Fastsort >

Family+species.

e Select Tools > Formatting for text reports > Names, synonyms and types to FULLNAME and

SYNSUM

= | Formatting nemenclatural details

23

Format names and optienally their synonyms and types to the FULLNAME and SYNSUM memo fields. Normally, when using this option, your extract file will include either one or
a sorted list of accepted names - but not synonyms. Synonyms are gathered and formatted by this eption to the meme fisld SYNSUM. If synonyms are printed in hemotypic
groups, the default for revisions and taxon treatments, the type specimen details are added at the end of each name group, triggered by the next synonym being heterotypic.

“our text report should include the expressions TOUT.FULLNAME and TOUT.SYNSUM.

/| Format names in list to FULLNAME

| Author names

/| Protologue citation
“rear of publication Yearin ()
NOMNOTE
TYPENOTE
Genera represented by first letter onby
Add references from BIBLIO memo

+/ | Format genus to FULLGENUS

| Add CF value before SP1

Print mode for names in main list
italic Bold ‘@) Bold and italic

Print mode for synonyms in main list
italic Bold (@ Bold and italic

+/| Format synonyms to SYNSUM

Add [syncat] after name
| Author names
/| Protologue citation
“fear of publication
NOMNOTE
TYPENOTE
Genera represented by first letter anhy
Add references from BIBLIO memo
Exclude names writh text in INVALID field

:Restrict to tagged synonyms in main species file!

Print mode for synonyms
@ italic Bold Bold and italic

Line gpacing between synonyms

‘@ MNone Next line One line space

Synonym sort mode

Name Date (@ Homotypic groups

You can use the above form to format your names and synonyms

e Click the 57 toolbar to open the Text reports form.

| Include! type specimen details

Print before a type specimen | ¥PE:

| New paragraph after types

Print before TYPENOTES | + =pace

Print after TYPENOTES

| Print TYPENOTES after type specimens
/| Print SEEN value (e.g. !) after herbarium codes

| Print SEENWHERE value
e.g. "online” or "webimage'

/| Type specimen country in CAPS

e Choose the report ‘Species list sorted AZ by family with linked description’ from the listed text reports. If
this report does not appear in your report list, use the option Import sample and Add the report as

prompted.

e Select Generate report. By default, the report will open as an HTML document. You can close this and
then use E option to open the report in a word document.

e This sample report format, used to create the report shown below, is a simple one. If you click on Edit report
template, you will see there are 3 command lines. You will learn how to edit these templates later in this

guide.

e | Editing report: Species list sorted AZ by family with linked description (c\brahmsdata- conifers\myreports\checklist)02.dbf) =

Quick summaries || Text reports | Edit template

Help

|Pus'rtiun Lines before Text before Print code Spaces Field name Print code Caps Decimal places Text after Print code Spaces Lines after Suppress identical Exclude empty values

113
5|1

100 Description:

B

tout.family B T <hr f»
tout. fullname:
1 tout.descrip

0T
1
2 T

The fields Text before and Text after optionally store text headings to print before/after the select item, for
example “Description: ”. The “<hr />” coding in the PUNC2 field creates a line after the family name.
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B 1 1 2 1 3 1 A 1 5. 6 1 7 1 B 1 5140 1 i 120 130 0 14c (150 (16 07 1 1B 1

ARAUCARIACEAE
Araucaria angustifolia (Bertol.) Kuntze

Description: Diogcipus or less commonly monpecious trees to 50 m tall, to 2 m d.b.h.; trunk straight. Bark to 12
fissured, exfoliating in small chips and plates, sometimes exposing smooth patches of reddish inner bark; outer b:
Crown in mature trees domed and finally flat-topped, with branches only at the top of the tree; branching accordi
branches in pseudo-whorls of 4-8, up to 5 m long, spreading or assurgent, mostly with second to third order bran
foliage branches uncommeon, usually associated with damage. Foliage branchlets spreading or ascending (sometin
primary branches, forming large tufts of foliage. of unequal length up to 50 cm, up to 40 mm wide (including le
from base to apex depending on size and spread of leaves, more or less flexible. Adult leaves imbricate or variou
decurrent. ovate to lanceplate. 1.5-5 cm » 3-20 mm, varying much in length and width often on a single branch,
adaxially, sometimes weakly keeled gbaxially, smooth or striate, tapering to a pungent apex; margins entire. Ston
the gbaxial surface and slightly fewer but more conspicuous rows on the gdaxial surface. Pollen cones axillary at
solitary or in small clusters. initially erect, cylindrical and green, becoming pendulous, elongated, curved and pin
* 15-30 mm. Microsporophvlls connate, spreading at ca. 90° from a stout rachis, apically free at anthesis: stalk tk
long; lamina cuneate, rhombic in outline, 4-5 % 3 mm, lateral margins entire; apex curved; abaxial surface smoot
6-8 mm long. Seed cones axillary on stout foliage branches which widen below the cone, usually 3-5 together in
ovoid, 4-6 cm long, densely covered with recurved bract tips, green, maturing in 20-22 months. Mature cones ch
globose, usually slightly longer than wide, (8-)12-20 = 8-18 cm (green weight 3-4 kg). Bracts ovoid-oblong to ¢
5 % 2 cm including vestigial wings if present, distally thickened to a more or less rhombic, transversely keeled ap
slightly curved, 8-10 mm long tip. Seed scale not wider than the seed; ligule fragile, 1-1.5 mm long, sometimes
4 x 1.5 cm, not flattened, striated longitudinally or smooth, ripening lustrous red-brown (sometimes striped dark
apex, or occasionally whole seed very pale).

Araucaria graucang (Molina) K. Koch

Description: Diogcipus or more rarely monoecious trees to 50 m tall, to 2.5 m d.b.h.; trunk straight. Bark to 15
fissured, exfoliating in small chips and plates; inner bark brown; outer bark grey or grey-brown. Crown in matur
or less flat-topped. with branches only at the top of the tree; branching according to Rauh’s model. Primary first.
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Sample text report

Tagging species to prepare a checklist of conifers for Madacasgar

The following exercise introduces the use of geographic coding in the species file. The TDWG field provides a
standard, global geo-coding system based on the so called “taxonomic database working group” system as used
in the conifer database. You may have your own coding system. All accepted taxa in the conifer database are
coded in this way thus defining their known geographic distribution. Clearly, botanical records provide more

distribution details. But only when available in a database.

e Select Taxa > View/edit species in database to open the main species file.

Select Tag > Clear all tags.

Locate the memo field TDWG in this file. Set a filter so that the memo field TDWG includes ‘MDG’ which
is the geo-code for Madagascar. To do this, you could right-click on the TDWG column header and

select Filter on selected text and edit as below:

L |

ARLTATIN CEETTR SPRTATS AT AR ¢
St oy

Sant harada fizd rumsicaly

St Dacanzing

Sovt NOQLE jore ol st ps

Eremzes Scet Jorzer o griry)

Fite: by plartin

Fite: porhusing seavtiar

—w Fites e amdes ceerton

yems Fires aMt

Werrn e s lide v wZ icd nttwsanclia
Weneo ALLTRN cussamt chancion' mero (bl
Warrn

Thsans wpacs bed
TPl Sty 2 fled3n 8 napanat fss

Wi 0l

Tag Filter syntax

i) Advanced filtering - multiple filters can be set

Fitter command

&

& "MDG" £ upper(TDWG)

Field Operator

tdwg |Z| includes

tdwg includes MDG

Value

E MDG

Enter MDG in the Value prompt. It’s not case sensitive.
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Once the filter is set, tag all these records using Tag > Tag all with *.

Close the species file.

Select Taxa > Extract/query data.

Check the extract file is empty by clicking the Empty button.

On the query form, select Tagged > Tagged species > Select/add to search list then click on the
Search now button.

This creates a query file of all conifer taxa known to be from Madagascar.

Preparing a sample text report for Madagascar conifers

e To produce this report, follow the same instructions provided above for the Araucaria text report.

PODOCARPACEAE

Podocarpus madagascariensis Baker, J. Linn. Soc., Bot. 21: 447, 1885.

Description: Trees to 25 m tall, but often much smaller and shrubby: trunk to 60 cm d.b.h.
thin, exfoliating in strips on larger trunks, in small flakes on small trees, light brown weath
grey. Branches numerous, spreading; foliage branchlets spreading or ascending, stout, terets
ridged and grooved. terminating in robust, subglobose buds 4-6 mm wide, with imbricate. r
to ovate scales: lower scales carinate and weakly acuminate, with scarious upper margin. Le
highly variable in size, on the type specimen 3-6 cm long, 5-7 mm wide, but ranging from .
long and 3-16 mm wide on other specimens, elliptic-oblong to lincar, mostly thick coriaceo
but in one variety more lax and drooping, tapering towards a petiolate base and to an acute,
acuminate (or long attenuate) or obtuse apex; margins slightly revolute: leaf colour lustrous
above, dull green below. Midrib inconspicuous or obtuse on adaxial (upper) side. continuou
petering out distally, more distinct and continuous, with abruptly raised edges, on abaxial (
side. Stomata in numerous intermittent lines on either side of midrib on abaxial side. Poller
axillary, solitary or with 2-3 together on short peduncles. subtended by imbricate, rounded |
scales, cylindrical, clongating to 1.5-2.5(-3) cm long, 4-5 mm wide: microsporophylls imbri
with triangular, minutely denticulate apex. each bearing two basal, oblong pollen sacs. Seec

avillam: calitamr an 189 mm lanne slandar nadunnlas cancictinag Af an avie nath 7.2 ficad

Section of the report, in this case opened as a word document

Extract botanical records by collector name

¢ Inthe Conifer database, select BotanicalRecords > Extract/query data...
e Check the extract file is empty by clicking the Empty button.

e Select Collector/Number > Collector name > Select/add to search list. As prompted enter ‘Farj’ and
choose the collector ‘Farjon, A.’.

e Onthe next prompt form, click OK to choose the defaults although note that you could restrict to a
selected number range for this collector. Click Search now to extract these data.

View extracted collections using a Visual Report list template

e Inthe openeq extract file, select FastSort > Collector+Number.
e Click on the = toolbar again to open the reports form.

A System reports: Collection extract file *
- Select report template
Coliection kst with coliecior nama/number « Species « geodata :I

Choose the report ‘Collection list with collector name/number + species + geodata’ from the listed visual
reports. If this report is not available, choose the option Import report template sample(s). Make sure
you select the correct report on the dropdown.

e Click the El button to view/print the report. You can restrict the report to tagged records:
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e Inthe same extract file, select Tag > clear all tags then locate and tag the Farjon records with collection
numbers 440 — 445.

o  Click on the ‘= toolbar. Select Tagged in the Record selection area to restrict the report to tagged
records only.

e Close the preview by pressing Esc.

COLLECTION SPECIES DATE COUNTRYREGION

Fanon A 280 Pawa muncsca (] 1 Ochoeer 1992 Menco, Baja CaMomia Nore. Ensenada, San Vicento: 2100 mad 1o the
£0342 ¢a 3 kmfrom E| Ereedia

Fanon A %1 Fngs quadiiors 2 Octobsr 19452 Meauico Baja CaMomia None Sieaa Sa0 Fedio Many, Cafon Ssn
Ramon A0ong e road 0t 1ie mes. Dedwesn Maing Rands and tha

Fanon A 263 ANgd (edetdns 2 Ocholer 1842 Meaxito, Bajs CaMomin None Steens San Pedio Mane, Caimg oe La
Encarfada

Faqon A 274 Ainus moncpinta 16 Ocicber 1592 Masizo, Baja Catfomia None Siema 06 Juass. PN “Toratiucoen o8

Sample report. Note that the report looks rather sad without a report title/banner. You will add one below.

Adding atitle to the Visual Report

» Select Extracts > BotanicalRecords to open the last extract file.

e Click again on the = toolbar again to open the visual reports form. Choose the report ‘Collection list
with collector name/number + species + geodata’ from the listed visual reports (as used above).

The next challenge is to add some text and images to the report Title section. The Title section is printed once at
the beginning of the report.

On the report form, select the Edit Report Template button.
e With the report edit screen open, select View > Reports controls toolbar on the main BRAHMS menu
This opens the toolbar to assist with visual report editing.

® Report Designer - extractcollectionlist 1 frx

]
Wou SPECIES — TE

2 Page Header Iz
#1altim(cout collecton » ~ ~» alitimicoutored] fsoecies [ = —
5 AW T

T \ oo™
5 2 8

Brahms nformation Services

2 Page Footer \ —

The visual report template opened for editing with the Report controls toolbar

e The first task is to create some space to add a title. To do this, drag the ‘Title band’ of the report down. It
may already be used in your sample report.
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On the reports toolbar, click on the A button. Then click in the report title (top) band and write some text
such as ‘Collection list’.

If you now click on the toolbar Arrow then again on this text, the text is ‘selected’.

Dbl-click the selected text, select Style and choose a font as required.

Now select the menu option Format > Align > Centre horizontally.

Daubeny Herbarium Oxford (FHO)

Y
AWt
oo®R

SPECIES DATE GION

Note that you can use View > Grid Lines to show a graticule on the design surface.
To save these changes so far, enter Ctrl+W or you can use File > Close and save the changes as
prompted.

Click the BP. button to view/print the report (labels). Press Esc to close this preview.

Livening up a Visual Report template with images

To continue editing, again select the Edit Report Template button and open the editing toolbar as
above.

OLE
On the Reports Controls toolbar, click the E'I button. Then click and drag open a small square shape in
the report title area, top left. The size of this square can be changed later. The dialogue that opens
allows you to locate an image file.
The Control source type will by default be set to ‘Image file name’. Click on the find button opposite the
Control source text box and locate any image available on your computer. If you have none, locate the
image ‘\brahms7\setupdata\report_samples\ plant sciences.jpg’.
Set the Frame size mode to ‘Scale contents, retain shape’.
Click OK to save these edits.
Add more sample images to the report title band as you wish.
To close and save the report template edits, enter Ctrl+W.

Click the Iﬁ button to view/print the report.

ik
oA Collection list

COLLECTION SPECIES DATE COUNTR

Farjon, A. 260 Pinus muricata [1] 1 October 1992 Mexico, B

coast, ca.

Farjon, A. 261 Pinus quadrifolia 2 October 1992 51exico.El

! Visual reports are mostly used for labels and lists. They are printed directly, not sent to text files. You can ‘print’
a visual report to a PDF.

A sample label

Continuing with the above extract file:
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e If it not already selected, choose the report ‘Label starter - A4, 6 per page surrounded by square box’
from the listed visual reports. If this report is not available, choose the option Import report template
sample(s). Make sure you select the correct report on the dropdown.

e Click the

Creating an index of collections

button to view/print the report (labels). Close this preview and the report form.

Lists of exsiccatae, tedious to produce manually, can be created from the taxon or botanical record

extract files.

® |nthe Conifer database, select BotanicalRecords > Extract/query data...
Check the extract file is empty by clicking the Empty button.

Select Geographic > Country then Select/Add to search list. Choose a country that has conifers, for
example China or Vietnam. Click on Search now to extract the data for the selected country.

® |nthe extract file, select Tools > Data summaries and indexes > List of exsiccatae.

i Collection index

Create a list of exsiccatae (index of
collections) using the formatting options
provided here. Lists can be created using
taxon and botanical record extract files.
Use the latter if you want to restrict the
list to extracted collections. Monograph
codes can be used if edited into the
MONOCODE field in your main species file.

Represent species by

lonograpl
Genus letter +species
@) Full species name

[ V] Species names in italic
[7] Collector names in bold

Line breaks between different collectors

@) No line breaks (separate with *;')
Print on next line
Create a single blank line

23

rinon, H. 897 (4gathis ovata); 13951
mceoiata); Buchanan, AM. 12131
ustrocaledonica); 12148 (Araucarian
uchholz, J.T. 1082 (4garthic lanceois
“aloatifolium taxoidesy; 1088 (Retrop}
137 (Podocarpus novae-caledoniag),

dacryearpus vielllardii); 1147, 1148 (
ancheri); 1194

raucaricides); 1195 (Libocedrus aust
2058 (Falcatifolium taxoides); 1206 (0
umboldiensis); 1207, 1208a, 1208s (4
122 (Rezrophyitum comptonii), 1224,
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Lobbichler, F. 203, 241, 292, 428 (Juniperus semiglobosa);
Miehe, G. 17, 18, 48, 226 (Juniperus squamata); 369, 449, 613
(Juniperus excelsa ssp. polycarpos); 780 (Juniperus
pseudosabina); 1797 (Juniperus excelsa ssp. polycarpos);
1843 (Juniperus semiglobosa); 2064 (Juniperus
pseudosabina); 2550 (Juniperus semiglobosa); 2663
(Juniperus excelsa ssp. polycarpos); 3538, 3678, 3679
(Juniperus semiglobosa); 4713 (Juniperus pseudosabina);
4718 (Juniperus semiglobosa); 4798, 4843 (Juniperus
pseudosabina); 4922 (Juniperus semiglobosa); 4927, 4930
(Juniperus excelsa ssp. polycarpos); 4932, 4947, 4961
(Juniperus semiglobosa); 4968, 4970, 4971 (Juniperus excelsa
ssp. polycarpos); 5025, 5051, 5058 (Juniperus pseudosabina);
6031, 6372 (Juniperus semiglobosa); 6373, 6396, 6415
(Juniperus excelsa ssp. polycarpos); 6417, 6418 (Juniperus
semiglobosa); 6505 (Juniperus pseudosabina); 6670
(Juniperus excelsa ssp. polycarpos); 6686 (Juniperus
pseudosabina); 6718, 6770 (Juniperus excelsa ssp.
polycarpos); 6798 (Juniperus semiglobosa); 6826, 6883, 7045
(Juniperus pseudosabina); 7057 (Juniperus semiglobosa);
7058 (Juniperus excelsa ssp. polycarpos); 7114, 7115
(Juniperus squamata); 7116 (Juniperus excelsa ssp.
polycarpos); Nusser, M. 1796 (Juniperus squamata); 2701



USING RAPID DATA ENTRY (RDE)

Relationship between RDE and BRAHMS

Although data may be entered directly into BRAHMS, RDE is recommended for entering larger numbers of
records. RDE can be used to enter botanical records (specimens), seed records, living collections, taxa, gazetteer
names, references and images. RDE is a fast, flexible and safe - and you can make reports and maps directly
from RDE.

RDE files, once ready, are transferred into a BRAHMS database. They can then be kept safely as backup files.

I transfer datato BRAHMS
| >

-

consult BRAHMS when editing

RDE FILES BRAHMS DATABASE

When typing data into RDE, you can consult your BRAHMS database to lookup and auto-copy available data.
RDE files have settings and functions to optimize field and record lookups, verification and copying.

! RDE is also used as a data transfer mechanism when importing data from Excel, Access and elsewhere.

Create a new RDE file for botanical records

Log into the Conifer database.
Select BotanicalRecords > Add/edit botanical records using Rapid Data Entry files to open the
RDE file manager.

e Select File > Create a new RDE file.... Select The system template option to create the file and
choose a path and RDE file name as prompted.

e Your new file will be auto-registered in the RDE file manager. The RDE file manager tracks all your RDE
files.

Adding records to RDE

e Select BotanicalRecords > Add/edit botanical records using Rapid Data Entry files to open the RDE file
manager for collections. Then dbl-click on the file name to open your new file.

e Click on the + toolbar to add a new record (or use ALT+A).
e Enter, as best you can, the data for a few specimens.

Most fields have an obvious meaning (e.g. COUNTRY and COLLECTOR) but others are less clear. For

5
information on any field, click on the field name and then on the D toolbar.
A few basic rules:

Any field can be left blank.

Enter personal names using the format Smith, A.B.

Separate multiple names using a semi-colon as in ‘Forzza, R.C.; Saavedra, M.M.; Zappi, D.; Freitas, L.
Longer text entries are added to memo fields. An example in locality notes if these are given.

The DUPS field is used to cite herbaria where the specimen is held. Use codes as in ‘K’ or ‘K, MO, FHO'.
Open memo fields quickly using Ctrl+M.

ogpwNE
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¥ Advanced BRAHMS Administration in Leucaena [ C:\BRAHMSG6DATA-LEUC\B6DATABASE single-user | Licensed to Draft system

Be Edit Vew Doto Tag Fasigort Caculste Datalinks Tools

| X+oEH NN FoROB-- 2 YER WOl CQEA N ! O ] s wc

[ ftzg[cet]roeimagesfoups [o laccession #[collector  [prefix|number|suffix|addcoll  |collection day|collection month |coliection year |
memo FHO, K FHO 0001212 Johnson, CD. 2499 Moling, AR 20 2 1991

memo FHO FHO 0001214 Hughes, CE 1820 9 12 1993

Field and record copying using F4 and Ctrl+F4

e Usethe + toolbar to add a new record. Press F4 to copy fields from the previous record.
e Paosition the cursor on any record with data. Enter Ctrl+F4 to duplicate that record.

Selective field copying using the @ toolbar

This toolbar is used to edit data copy settings to selectively copy fields when you add records. The fields
selected depend on the data entry task. For example, it may be useful to copy the collector name, country name,
day, month and year and other fields that mostly remain constant after a field trip.

e Click on the w toolbar, and edit some of the copy settings.
¢ In RDE, position the cursor on the last record with data and then add one or more new records to test field
copying.

Using F9 lookup options

e Click on the + toolbar to add a new record (or use ALT+A).

e Inthe COLLECTOR field, press F9 to look for data in BRAHMS. Using the ‘Name starts with’ prompt, locate
and select the name ‘Farjon, A..

¢ Inthe SP1 field, press F9 to look for the species Juniperus sabina var. sabina — typing ‘ju sab’ in the Search
for prompt will get you very close. Choose the correct name from the list and then press Enter. Note that the
family and genus fields are also filled.

e Inthe GAZETTEER field, press F9 to look for a place. Note that all related geographic fields are also filled.

AutoComplete

The AutoComplete function attempts to fill in data fields as you type.

¢ In an open RDE file, click on the AutoC toolbar and ensure AutoComplete is enabled.

e Add a blank record to your file. In the FAMILY field, typing '‘Cup' adds Cupressaceae. Typing 'J' in the
GENUS field adds Juniperus. The names offered are restricted to the current family.
Start typing into SP1. The names offered are restricted to the current genus.
Try this in geographic fields.

Editing file structure
Standard BRAHMS RDE templates are likely to include fields that you will not need and they may exclude one or
more special fields that you want to add.

]
® To open the RDE file, dbl-click on the file name or use the & toolbar.
To remove, edit or add fields:

Select File > Modify file structure....

Click on the field SUFFIX and the Delete button to remove that field.

Click on the field COLLECTOR and then reduce the field Width to 40.

To move a field, drag the small rectangle to the immediate left of the field name.
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e Click on OK to save the file structure changes permanently.
e Close the RDE file and the RDE file manager.

' When you modify the structure of an RDE file, the system creates a .BAK version of the file. If the file includes
memo fields, a .TBK file is also created. These files can be safely deleted using your windows file manager.

Opening the specimen level form

RDE is a simple flat file’. In some cases, the level of detail you may want to store for a record is more complex.
For example, you may want to store accession numbers for other herbaria, old determinations and type status
details. This level of individual specimen detail can be stored using the SPEC form.

e Click on the Spec toolbar (or use the toolbar and select the Specimens tab). Note that the
specimen level data already added to your RDE file will be registered in this form.

e  On this form, click on the top "" button adjacent to Edit Specimens.
Use F9 in the HERBARIUM field to choose a herbarium code from the available list. If the CATEGORY is
blank, use F9 to select ‘Herbarium sheet’. This action registers a further duplicate for this collection.

o Close the specimen form.

I Using the Specimen form in RDE, you can add determination histories, type status and further details about one
or more individual specimens of a botanical record.

Custom lookups

BRAHMS has a separate file - the custom lookup dictionary - where you can store lists of values for fields used in
RDE and BRAHMS. Data entered in this list helps speed up and standardize data by using lookups or
AutoComplete.

Example fields are HABIT, IUCN, TAXSTAT and RANK1 — all of which have a relatively small number of potential
values. Note that any field can be registered in this file with the field values by selecting Admin > Custom
lookups. Note that large dictionaries that are built into BRAHMS (e.g. the main people, taxonomic and
geographic lists) have their own special lookup options. Values for these dictionaries do not go into the custom
lookup lists. To test how this works:

e Select Admin > Custom lookups to open the list. Your list will by default include some entries for the
field RANKL1. You can edit these values if necessary.
Close this file after checking the various RANK1 values.
Now open your new RDE file for botanical records, check AutoComplete is on, go to the RANK1 field
and type “s” to auto fill to ssp. (or subsp.).

You can add any field you want to your RDE file, for example LEAFTYPE and register that field in your custom list
with the values you want.

!Advanced BRAHMS Administration in Conifer database [ CABRAHMSDAT

File Edit View Gotoe Tag FastSort Calculate Datalinks Tools
v X+ ] ==l RO < R S e
ﬂ Custom lookups [c\brahmsdata-conifers\conifersb6\customlookups.dbf
tag del field_name abbreviation value forceabi
2 LLUNIT DMS Degrees Minutes Seconds
= LLUNIT DD Decimal degrees
2 LLUNIT DM Decimal minutes
= RANK1 ssp. sSSp.
% RANK1 var. var.
* RANK1 f. f.
% RANKA rult rult
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Forced data checks

Forced checks are used to prevent users adding a value that is not in your custom list. This feature can be used
with AutoComplete.

e Select Admin > Project configuration > System wide settings > ForcedChecks and tick the option
Enable forced data checks.

e Now return to your RDE file and try entering a bad value into the RANK1 field. The data value must be
valid before you can exit the field.

i# BRAHMS configuration/setup

System wide settings | Personal settings for Administration

| Databasell ” FolderSettings || ExternalFiles ” Cleaning ” Dates || SpeciesFormat

Barcfacc || Track || UserFile || Indexing || Sy=Font || BOL || PrivateFields

When a user exits a character field, the entry can be checked against values in the custom lool
that field.

You can also forse a user to enter a value (i.e. blank entries not permitted). To do this, add * to

name.

Enable forced data checks
[ ] Do not allow blank entries if NONULL set to * in custom lookup list

Forced lookup settings

A variation on the above is to set fields so that users must use a lookup function (no free text entry allowed). You
can create a forced lookup field by using Admin > Forced lookup settings. You must enter the short file name
(e.g. RDE), the field name and activate with “*”.

2y Forced leokups [\ brahmsdata-conifers\conifersbf'localdatarules.dbf (al

|tag del short file name (file alias) field_name farce lookup (* to activate)
* ROE RAMNKA *

This feature prevents the use of AutoComplete.

AutoMatching

AutoMatching auto-prompts you with collections already stored in the active database and/or designated
external file when you exit a specified RDE field. This function minimizes double entry of specimens.

In your RDE file, click on the Onoff toolbar until is reads ‘On’.

Click also on the AutoM toolbar and enable the option Further checks on exiting the field and set the field
value to NUMBER.

® Inthe Select field(s) to use for Matching list, select the NUMBER field and ensure all the other field names
are not selected. You can experiment with different settings later.

Ensure that the Data source(s) to check includes the current (logged into) database.

Close this form and test adding data to NUMBER and pressing ENTER. In the Conifer database, try adding
any number e.g. 649 or 116.

Using the IMAGELIST memo

Some sample specimen images are provided in your brahmsdata-conifers\Other sample files\Images folder.
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If you have images of specimens or the labels, you can right-click on the memo field IMAGELIST and locate
these images. Image file names are added to the memo and can be viewed using the images using the @
toolbar. Alternatively, open the image viewer using the & toolbar and drag images from Explorer onto the viewer.

I Image files are not stored in RDE or BRAHMS — only the reference to the file.

Transfer the RDE file to BRAHMS

Once you have added 5 or more practice records, transfer these data into the conifer database.

® Close the RDE file but stay in the RDE file manager and select the = toolbar.

e |f the RDE file includes images, the Image transfer option will be enabled. Note that you can link the images
to the botanical record as a whole or directly to the relevant specimen. If your images are of the plant habit,
choose Link to botanical record - but if your images are of specimens/labels, choose the Link to specimen
at option and ensure the correct herbarium code is selected.

® Ignore Link to transaction unless you want to auto-link the imported specimens to a loan or exchange.
Select Check RDE file. This produces a summary of what is new in the RDE file and flags up errors.
Assuming there are no serious errors (these will be reported in red), proceed to Transfer all.

Check your database files

As a final step in this exercise, you can check the data added to your main database. When an RDE file in
transferred into BRAHMS, each category of data is checked and appended to the appropriate file if new. In all
cases, new records will be found at the bottom of unsorted database files.

e Select BotanicalRecords > View/edit BotanicalRecords in database and confirm that the expected
records have been appended.

e Select Taxa > View/edit species in database to check for any new taxa. Repeat for families and genera if
you added new names.
Select People > View/edit people in database to check for new personal names.
Select Geo > View/edit gazetteer in database to check for place hames.

RDE import problems

If you see a red message as shown below, this means that BRAHMS has rejected your RDE file.

e Open the RDE file and read the contents of the RDE_ERRTXT memo field (this will be added to the end
of the record structure).

:\documents and settings\denis filer\desktop\my test c

This file has one or more errors stopping the transfer to BRAHMS
00—
Open your RDE file and check the fields RDE_ERROR and RDE_ERRTXT

lw

55



TEXT REPORTS: A SAMPLE CHECKLIST

The objective of this exercise

The following exercise shows how to produce a checklist or text for revisions from BRAHMS using text reporting.
You will create a text report template that generates examples similar to that shown below. In the sample
database provided, data in the longer descriptive fields are truncated and may have *..." printed after shortening.

PODOCARPACEAE

Podecarpus cortacens Rich.. n A Richard (ed.) Comm. Bot. Comif. Cyead.: 14, t. 1, £ 3. 1826, Nagein corfacea (Rich ) F. Musll, Sgl=ct PL.
ed. 2: 138. 1876. Type: Montserrat: Brown, R s.n (holotyps BM).

Tepous lamcifelia Wikstr., Kongl. Vetensk. Acad. Handl. 1827: 76. 1828, Podocarpus coriaceus Fach. & A. Rich. var. swhcatus Pilg., m Engler,
Pflanzenr. IV.3 [18]: 88. 1903.

Description: Shrubs of mers commenly small, stunted trees 3-10 m t2ll, rarely to 20 m; dbh. to 30 cm. Bk thick, smeeth, bacoming
fissured and scaly, exfoliztmg with shaggy strips, brown weathermg grey. Branches much sprezdmg and contorted m older trees. Foliage
branchlets stout, terstz, with lengitudmal groeves and ndges on vigerous shoots, less marked on slow growmg shoots, termmatmg m largs,
breadly oveid buds with ovate-zpiculate 3-6 mm long scales which are free towards apex, a few of the outer scales sometimes elengatad to
scale-like leaves 10 ... Name origin: The species epithet (Latin corum = skin) describes the thick, leathery leaves. Ecology Podocarpus
corizceus ocows m lewland forest or woodland on peer sandy seils in Trmidad and Tobago and en the Leewsard and Windward Islands of the
Lesser Antilles and m Puerte Bice in ‘slfm forest on windswept mountam ridges and summits from 300 m to 1100 m =5.1. This vegetztion
type does net exceed 10 m m height and is usually much lower and scrubby.

Specimens examined: DOMINICA. Carib Territory: Szt Andrew. Mome Dizblotn, |, 20 January 1994, Higgins, J 112 (K). Mome
Dizblotin, 8 April 1990, Pendry, C 317 (K). Mome Dizblotin, ["near boiling lake"], 10 September 1888, Romage G4 sn (K.
GUADELOUPE. Basse Terre: Mont Soufridgre. Parker. C.8 s (K). MONTSERRAT. Brown R sn (BEM). 5t. Georges: Centre Hills.
Katy Hill. 27 February 2006, Rabbins, L8 SRI0 (K). PUERTO RICO. Sierra de Luquille, El Yunque Trail to the Pinnacles, 12 October
1964, Howard RA 13728 (K). San German: Mmillas, Mariczo F R, 15 January 1996, dxalrod F. 9389 (K). Mariczo F R, 7 March 1884,
Sintenis, PEE 291 (K). SAINT KITTS AND NEVIS. Basseterre: Mt Misery, September 1901, Brition, N.L. 372 (E). Mt. Misery, The
Crater, 23 June 1944, Baard J8 303 (K). SAINT LUCIA. Piton Cznaries, 16 October 1888, Ramage, G 4 sn (K). TRINIDAD AND
TOBAGO. Tobago: Mt. Dillen, 7 December 1948, Baker, RED. TRINI4342(K). Trinidad: Samt Andrew Co., Cumacz, 16 December
1960, Snow, D.W. r.n (K). Long Stretch F ., 4 Febmary 1933, Baker, RED. TRINT4230 (K).

Extracting and sorting the data

Although text reports can be created from any BRAHMS files, the most common use is from the taxon extract
file. Afirst step is to extract the taxa you want to include in the report. In this example, you will extract all
accepted names in the genus Podocarpus.

In the Conifer database, select Taxa > Extract/query data... Empty the extract file if necessary.
Choose Taxa > Genus and select Podocarpus. Also select Name status and choose ‘acc’. Proceed to
extract all the accepted names in the genus, just over 100 hames.

e Inyour taxon extract file, select FastSort > Species to sort the list.

A quick checklist

At this stage, you can already produce a checklist based on the data you have extracted. First, you need to create
a text report template that includes minimally a reference to the FULLNAME field and then generate the report.

Click on the =7 toolbar option to open the text reporting form.
Select New report. The report file folder location will default to your Myreport folder unless set otherwise
in your Folder settings setup options.

e Add a report template descriptive name as appropriate.
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Dialogue for creating a new text report

e To open the new report template, select the Edit report option.

BRAHMS will automatically add expressions (items to be included in the report) for the FAMILY and FULLNAME
fields similar to the below screen:

= | Editing report: My test checklist (c\brahmsdata-conifers\myreportsi\my_test_checklist.dbf)

Quick summaries ” Text reports | Edit template | Help |

JPus'rtiun Lines before Text before Print code Spaces Field name  Print code Caps Decimal places Text after Print code Spaces Lines after Sup

1 tout. family T 2T
5 tout. fullname 1
10 tout.

In the text report template designer, fields are always added with the short file name as a prefix as in
tout.fullname. The short file names are knows as file aliases (in this case tout’ = taxon output). They are
provided in the main browser caption bar (not seen here). The POS field control field order and can be
edited. If POS is zero, the item is excluded.

In this case, delete the last line as it refers to no proper field name.
e Click on Generate report to create the report. The result will auto-open.
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PODOCARPACEAE

Podocarpus acuminatus de Laub., Movon 2 (4] 329, 1992,
Podocarpus acutifolius Kirk, Trans. & Proc. New Zealand Inst. 16: 370. 1
Podocarpus affinis Seem., Fl. Vitiensis: 266. 1868_

Podocarpus angustifolivs Griseb_, Cat. Pl. Cubensis: 217. 1866,
Podocarpus aracensis de Laub. & Silba, Phytologia 65: 330. 1983
Podocarpus archboldii N.E. Gray, J. Amold Arbor. 39 452, 1955,
Podocarpus atjehensis (Wasscher) de Laub. ex Silba, Phytologia Mem. |
Podocarpus borneensis de Laub.. Elumea 30 (2): 266. 1935,
Podocarpus bracteatus Elume, Enum. Pl Javae 1. 83. 1827
Podocarpus brasiliensiz de Laub., FI. Venezuela 11 (2): 31. 1932,
Podocarpus brassii Pilg. var. brassii

Podocarpus brassii Pilg. var. humilis de Laub_, Blumea 30 (2): 274 198!
Podocarpus brevifolius (Stapf) Foxw., Philipp. J. Sci. 62 160. 1811.
Podocarpus buchii Urb., Fedde's Repert. Sp. Nov. Regni Veg. 19 (16-21;
Podocarpus capuronii de Laub., Adansonia 11 (4): 713 1971.
Podocarpus celatus de Laub_, Fl. Venezuela 11 (2): 35. 1932.
Podocarpus chingianus (M.E. Gray) 5. %Y. Hu, Taiwania 10: 32. 1954.

Madmamrmarm amefnrbiomn Ao | sl Dleseemm = I S T4 4000

Example from basic list as generated above with names sorted and with some basic formatting.

e Close the preview screen before proceeding.

Formatting names and types

In the taxon extract file, tools are provided to format and/or add data summaries for each extracted name. These
options format data in special extract file fields using HTML tags, preparing for inclusion in your text report.

e Inyour extract file, select Tools > Formatting for text reports > Names, synonyms and types to
FULLNAME and SYNSUM. This provides formatting options for the accepted names including the
assembly of synonyms and types.

a Fomatting nomenclatursl thetasy =
Format names and optionaly ther synonyms and tyges 10 Me FULLNANE and SYNSUM meme fiekda  Normally, when usiog this ogtion, your exdract fie wil vciude ether one or
a sorted Bst of accepted names - but net synosyms. Synomyms are gathered and formatied by this option to he memo field SYNSUM. If synanyms are prinsed in homotypic
greups, Me defaut for revisions and taxos treatments, ™e type specimen Setals are added at the end of each name group, riggered by the next syncoym beng eteratypic

Your text report shoukd mciade the expressions TOUT FULLNANE and TOUT SYNSUM

7 Format names in list 1o FULLIAME 7 Format synoeyems 1o SYNSUM 7 Inckade! type apeciman detalls
7 Aumar names Add [syncal] sfter name = |
| Prolotoges chation 7 Author names Frot befocs 8 type specman | YPF |
~ Yeorofpublosben  (Yearm( ) V' Frofologue chsben 71 Hew parngraph attec ypes
NOMNOTE Year of putizatnn ) |
TYPENOTE NOMKQTE {
Genarn rapresentod by Nl Witer ooy | TYPENGTE '
_ Add references frum BBL0O memo Ganens represenied by frat letier anly |
' Format genus fo FULLOENUS | Add references drom BEILIO memo Prist badirn TYPENOTES / = space |
V| A% CF yabe before 571 {Exckady cames Wil IEs: I8 B e
{Reatrict 3 tagges synoayms N man species tie| S TIPERIES !
Print made for mames m mai bt Yt mode Tor synseyim |
talc  Sod o Bokd and teic o taic  Bsd  Eold ond ek
/' Prot TYPEROTES after type sgecimans |
Prat mode for synomyms in mas kst Lime 3pacng between synanyms. J | Print SEEN value {e.g 1) a%er harbarum codes |
SO /D00 DOM s ke 9 Mone  Mextine  One e space J[Fus GECINERE vahie |
D ‘onlne o webimege'
Synosym sont mde 7 Type spacimen coulry in CAPS

‘Nate  Datw o Homotypic greess !
oK Ext

Experiment with the settings on this form. In the above example, the species names will be printed in bold+italic
with their authors, protologue citations and any notes stored in the species fle NOMNOTE and TYPENOTE fields.
Synonyms, in italic, are also added to the SYNSUM memo in your extract file. Note that types are included and
the formatting requested here is for types to be printed in homotypic groups.

58



Adding and formatting specimens for each species

Assuming you want to include a list of specimens in this report, you use another Tools option to do this. The
specimen data will be assembled for each name in your list and formatted into the taxon extract field SPECLIST.

e Inyour taxon extract file, select Tools > Formatting for text reports > Citation lists (Material
examined) to SPECLIST.

e Choose Fully formatted citation lists. Later, you can learn how to format lists exactly as required using
the Citation list formatting options but for now, you can use the default format provided with the conifer
database.

a Collection citation lists

Simple or formatted lists can be prepared. Lists can
refer to all the collections of each species or only
those in the current collection extract file. Lists are
formatted to the taxon extract memo field SPECLIST.
Refer to the documentation for formatting help.

|~ Restrict to collections in the current collection extract file

(| Collector+number list only
(@, Fully formatted citation list

Citation list formatting |

Prepare list || Cancel ]

Formatting specimens. Use this option to produce journal specific, fully formatted citation lists.

Designing the final text report

The last step is to add a few more expressions to the report template. In the screen below, you can see the new
entries refer to field in the file ‘tout’ (taxon output) and ‘linked’ (species link file).

You need to carefully type the report structure shown below into your template file.

i3l Editin g report: My test checklist (c\brahmsdata-conifers\myreportsimy_test_checklist.dbf)

Quick summaries || Text reports | Edit template | Help |
Text before Print code Spaces Field name  Print code Caps Decimal places Text after Print code Spaces Lines after Suppress identical Exclude empty values Prit
M tout. family T =fhr= 0
tout. fullname 1
N tout.synsum 2 T
N Description:- B 1/|tout.descrip T
N Name origin:- B 1|tout.etymology T
N Ecology:- B 1|tout.ecology 2 T
:Material examined:- B 1/|tout.speclist 3 T
rc m

The above text report template was used to produce a report sample similar to the example at the start of this
section.

All the expression entries refer to fields in either the main or the linked file. The POS field controls the order of
printing. The gaps in numbering are deliberate and facilitate insertions. Anything set to POS = 0 is not printed.

! For an explanation of the various columns in the designer, click on the Editing help on option on the lower part
of the design form.

A few design points are explained here:

The entry ‘T’ in fields such as CAPS signifies True; The entry ‘<hr/>’ in the Text after column (punctuation after
printing the expression) in the HTML tag to draw a line; Note that as the Lines after value for the expressions
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linked.descrip and linked.etymology are set to 0, these items will be printed (also with linked ecology) in a single
paragraph. The Lines after value 2 will print 1 blank line; The field Exclude empty values, if set to T, suppresses
printing of expression (and the related punctuation) if there is no data; The field Suppress identical suppresses
printing an item in a sorted file until it changes.

e  Edit the your checklist text report template (created above) and add in the expressions and related
punctuation as shown above. If you want to keep that basic list, you can create a new template for this
more detailed one.

e Select Generate report to create the report. This should produce the sample shown at the start of this
section in an HTML browser screen.

e Close the browser and then click on the E toolbar to open this in Word. In the example, the word
document is formatted in 2 columns (Format > Columns).
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VISUAL REPORTS: DESIGNING A SPECIMEN LABEL

Designing labels

To design a report template for labels, you need to learn about some of the Visual Reports design tools. The
following exercise takes you through step by step. The result you want to achieve (or something similar to this) is
shown below. There are countless different ways to design labels. Once the basics are mastered, you can choose
your own designs.

Ghana Herbarium (GC) Ghana Herbarium (GC)

Fanlly Combretaceae Famiy  Cochlospermaceae

Speces Cambretum sp Species Cochiospermum planchoni Hook!

Locally Ghana, Northern Reglon Tamase Disiietl, Snpantichn Locally Ghana Normern Regon, Tamale Disvict Sinsantagun
Forest Reserve, 2vm £ from Tugu, near road shat rurs along ForestReserve, Zxm E fom Togu. near road thatruns along
forest bewnday forest boun

S0 N, D2185W TN UIEW

Hev In_youngest leaves slighily sichy Holtes Bush with few stams ot ground level New shoots purpish
fssured, with obvious cracks: stash Sbrow snd obvices fistold twigs

“olleckr Expe, P 62 15 Mach 2008 Collectr Expe, & 85 18 March 2006

With Haathorne, W D Bats. J Mensah, M With Haathome W D Babe. J  Mensah M

Scecynees colecied unierne Neoons Sogvensty Suvey Proe Soecorens colecias ungerihe Netons Bodivarsty Senvey Proen

| e e . .. BN || =N

The above label sample is printed in 2 columns, with a shaded background, each displaying an image of the plant.
Otherwise, the labels include standard fields expected on the typical specimen label. Each label is boxed. Any of
these features can be removed from the design as you proceed. The special features are included here partly to
illustrate what can be achieved.

Labels are usually created from RDE and/or botanical record extract files. Although very similar, you will need a
separate label template for each file. This is explained further at the end of this section.

! While this section deals with labels, the procedures discussed can be applied to develop many further types of
visual report template.

Getting ready with your RDE file

You need to have an RDE file which includes the common standard fields and has at least some data ready to
print. If one or more fields (represented in the report template) are missing, you will get a warning message when
you try or preview or print.

e To refresh any calculated RDE fields, open your RDE file and select Tools > Refresh label fields. This
will update fields such as GEODATA, COLLECTED and LATLONG.

! The content of the calculated GEODATA memo can be configured from Admin > Project configuration >
System wide settings > Geo. On the Dates tab on that form, you can also choose the date format for
COLLECTED.

Creating a new visual report template

-

Click on the = reports toolbar.
Select Create new template.
The report file folder should default to your ‘myreports’ folder. As prompted, add a report file name (e.g.
rdelabel01) and a report description (e.g. My sample label 1). Select OK to create the report template.

e At this stage, it is recommended that you enter Ctrl+W which is shortcut to save the work and close the
template designer.

e To re-open and continue designing, ensure your label name (report description) is selected in the Select
report template drop down at the top and then click on Edit report template.
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Report bands and columns

The default visual report designer has 3 ‘bands’ Page Header, Detail and Page Footer. Of these, we only require
the Detail band. To effectively remove the others:

e Drag the Header band up to the very top and the Footer band up to touch the Detail band.

Also, to set this report to 2 columns, select File > Page setup and set the Column number to 2.

e You can also drag the Detail band down to the 9 cm mark as shown on the left side. (Note that a right-
click on the Detail band provides access to a properties menu where, using the General tab, you can
set the height precisely).

! Note that if you were preparing a visual report template to generate a list with columns, you would add text
labels (e.g. “COLLECTOR”) to the header band. The header band is printed at the top of each page. You can also
add a title band which is printed once at the start of the report.

The Report Controls Toolbar and editing grid

A special report design toolbar is needed for this task. The toolbar has options to add boxes and lines, text labels,
and data and images from your file.

e Select View > Report Controls Toolbar to open the design toolbar.
e Atthis stage, also useful to select View > Grid Lines to enable an editing grid.

! For help on the Report Controls Toolbar, search for the text ‘Report Controls Toolbar’ in the help file. Each on
the toolbar options is explained.

Setting a default font

Before proceeding further, it will be useful to set a default font for your label. This will save time as you add labels
and field expressions.

¢ Right-click on the blank label surface and choose Properties > Page layout and set the default font to
Arial, Regular 9 point size — or another font/size as you prefer.

Adding a box surround for the labels

Adding a surround box can be useful when designing labels as it gives you a more defined area to work in and it
helps when previewing your labels. The box can be easily removed later on.

¢ Click on the rectangle icon on the toolbar and then drag a box onto the label design surface, roughly
from top left to bottom right. The exact position and size can be adjusted later.

-l
e
= Fucw Noche

Your screen up to this point should be similar to the above.
e Before going further, enter File > Save.
The next task is to set the background colour of the added rectangle. To do this:
e Dbl-click on any of the box edges and select the Style tab on the properties form.

e Remove the tick from the Use default background (fill) colour option.
e Select a colour using the lookup provided. You can define a custom colour.
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! As you proceed to design your label, select File > Save frequently to avoid loss of your hard work ...

Adding a text label

-y

= If at any stage the designing toolbar vanishes, select View > Report Controls Toolbar to re-open it.

e Now click on the Report Controls Toolbar and then click once on the label surface inside your box
area and type in the name of your herbarium or any text to appear at the top of the label.

e  After typing the text, click on the Report Controls Toolbar (Select objects) and then click once on
the text label you have just added. This will select this object and you will see handles (small selection

marks) at the label corners.
o Ifyou dbl-click on the label and select Style, you can increase the font point size for this as you wish,

perhaps also setting it to bold.
e After doing this (the text label will still be selected), on the menu, select Format > Align > Center

Horizontally.
e Also note that you use your up and down keyboard arrows to fine adjust the item position

up/down/left/right.

Label previewing

At any stage during the design, you can save and close your report template (using Ctrl+W is a fast way) and

click on the El toolbar to view progress. If your RDE file has many records, tag a few and use the Restrict to
tagged option on the reports form.

Adding the family name

Bear in mind that you can add report items in any order. As a next step here, you can add the family name. The
family differs from the text label added above as it may change, record by record, in your data file. Thus, rather
than adding a basic text label, you must add a field expression.

e Click on the Report Controls Toolbar, click on the label surface. In the Expression box, enter
RDE.FAMILY (this can be in upper or lower case). ‘RDE’ is the short file name for RDE files and FAMILY
is the name of the field in the RDE file. Note the ‘" between the two words.

e  Should you want to print the family name slightly larger than other label features and perhaps in bold,
select Style (dbl-click on the expression box if the form was closed) and set accordingly.

o If you want to add the fixed text label ‘Family’ to the left of this, click on the Toolbar and then click
once on the label surface let of the family expression and add the text ‘Family’.

I At any stage, you can drag these label objects to refine their positions.
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Daubeny Herbarium - Oxford University
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The label so far - in design mode
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Daubeny Herbarium - Oxford University Daubeny Herbarium

Famty  Combretacose | Fawy  Cochlospermoceas

The label so far - in preview mode
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Adding the species name

Species names are a bit tricky as names are composed of more than one field and they often require the mixing
of italic and regular fonts. You cannot mix fonts within a single expression.

e If you don’t need italic font or are happy to print the species name and authors all in italic — you can add
an expression to your label — following the same procedure used for the family name but using the
expression: alltrim(rde.genus) + * * + alltrim(rde.sp1) + * * + alltrim(rde.author1).

e If you want to print the names with mixed format, the simplest option will be to select the option Species
names sample on the report form and to copy the code there onto your label surface.

I The alltrim() function removes leading and trailing spaces from the fields. If you do not use it, you would end up
with something like ‘Dioscorea sagittifolia Pax’.

Adding locality data

The easiest way to add locality data is to use the calculated memo field GEODATA. You can adjust your Admin >
Project configuration > Geo options to control the content of the GEODATA memo. Remember to update this
field using Tools > Refresh label fields after editing your RDE file.

e Click on the Report Controls Toolbar, click on the label surface. Drag the box to form a ‘paragraph
sized’ area on the label surface — it can be resized later. In the Expression box, enter RDE.GEODATA.
e If you want to print the contents of the calculated field LATLONG together with GEODATA, you can edit
the expression to ‘rde.geodata + rde.latlong’.
If you want to force the latlong data onto the next line, use ‘rde.geodata + chr(13) + rde.latlong’.
To leave a blank line, use ‘rde.geodata + chr(13) + chr(13) + rde.latlong’.

e Usethe toolbar to add the text label ‘Locality’ or similar - as for the family.

! Some experimentation will be needed to get the optimal size of this locality text box. You can drag the box lower
edge up/down to resize. If it is not deep enough, longer text entries would be truncated.

[o [1 2 |2 2 5 | \ e 7 2 s [10 1

2. Page Header

2~ Column Header

= Ghana Herbarium (GC) : ; ‘

¥ Feld Properties
Famiy  [ffamily
amity General |5t91e | Format | Print when | Calaulate |
Species  |alfrim(rde genus)

3_ Locality |rde.gecdata + chi
4_ F——

Building a field expression, combing the geodata and latlong fields, forcing a blank line between them.

M

Expression:
fde.geodata + chr{13) + chr(13) +rde.latlong

Adding other field notes

Using a similar procedure to the above, you can add a further paragraph sized expression to display the
PLANTDESC memo, perhaps combined with HABITATTXT. Bear in mind that you have the choice about which
fields to include, where they are located and how they are combined with other fields For example, you could
equally combine HABITATTXT with GEODATA and LATLONG.

Adding the collector name and date

The collector name is added in very much the same way as the other fields discussed above, for example, the
family name. In this label example the name and number are combined in a single field expression.

e Add afield expression to the label and set the expression text to alltrim(rde.collector) +" " +
alltrim(rde.number).

e Add a further, separate expression set to alltrim(rde.collected). If you want the date to be printed on the
right side of the label, drag the date expression box to the right side and also select on the menu
Format > text alignment > Right.
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Collector [allrimirde collector) = " = altr| [alirimirde collected) |
With [alttrimirde addcoll) |

In this example, additional collectors are added below the main collector in a separate expression.

Adding images to your label

Skip this stage if you don’t want to add any images to your labels. There are two categories of image addition
considered here. You can add:

a) afixed image to all your labels (perhaps an institutional logo or a small country map).

b) images that vary record by record — e.g. of the plant habit.

OLE

e Click on the M toolbar and then drag a small square top right of your design surface. The final size
you can adjust later.

e To add afixed image, set the Control source type to ‘Image file name’ and locate an image file using
the lookup provided.

e Most likely, the image will not be the same size as your label image area — and thus, you will benefit by
setting the Source/Frame size to Scale contents, retain shape. If you do not, the image will be clipped.

e To add a variable image, set the Control source type to 'Expression or variable name' and add the
RDE field name to the Control source text box.
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You may have several images per record stored in IMAGELIST memao. As only one image is permitted for Visual
Report image display, you would then need to create a new field called e.g. LABELIMAGE and copy the selected
image filename here, editing the report expression to RDE.IMAGELABEL. You may want to print several images,
in which case you could add to your RDE file the fields LABELIMG1, LABELIMG2, or equivalent.

Each record in the file must have a valid image - otherwise the reporter will generate an error. As one or more
records may not have an image, the safe procedure is to add a Print when clause, using the tab provided, as
follows:

[ Remove line if blank
Brint anly when expression is true:
ﬁh:l':ilr.'rnir-:-: rdeimages)) = .t

The expression file(alltrim(rde.imagelist)) = .t. restricts processing to records where the image file is located.
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Aligning fields

To tidy up your label design, use the options on the Format menu. In the example below, the left side text labels
have been collectively selected (use shift+click to do multiple selections). You can then use Format > Align >
Align left sides. Repeat this to align other fields as necessary.
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Labels for RDE or extract files

If you want to print labels from RDE or extract files, you will normally need separate reporting templates for each —
even if they are very similar. This is because when adding field expressions to templates, it is recommended you
use the format filealias.fieldname where the filealias is the short name of the file you are reporting on and the
fieldname is the name of the field in that file. Thus, ‘rde.collector’ and ‘cout.collector’ refer to the field collector in

the RDE and COUT files respectively (COUT = Collection Out). File alias names are displayed at the top of each
opened file in BRAHMS.

If you design a good label for an RDE file with a filename e.g. ‘MYRDELABEL’, when editing this, you use File >

Save as to save a copy to e.g. MYEXTRACTLABEL’ and then register this new label in your central reports
library and edit the template as required.

To register a report template, select Utilities > View/Edit all report templates, add a blank record, F9 in the
Report template file field to locate the saved report template file. You must also a) set the report type to V' to
indicate it is a visual report and b) Use F9 in the Report used in field to choose Collection extract file.

Yy Advanced BRAHMS Mririsllr:lioikin(:orifa'dad:am[c:\hr#nlsdda—mrifers\DATﬁlBﬂSE single-user ] Licensed to K
File Edit Wew Goto Tag FastSot Calculate Datalinks Tools

[v>*+EH ENR FE@ed-s vy=Elwcl HeEHENC

Y Brahms report library [c-\brahmsdata-conifers\database\sysreports dbf (alias= SYSREPORTS) ] (TAGGED ONLY)
tag|de||notlucated|regor1 usedin |v1'5ua| v} ortext (1) report |repor1 name |regorttemg|ateﬁle

o RDE for collections W RDE Iahel cl\brahmsdataireportsikamch:
* Taxon extract file T

Checklist with specimens cite c\brahmsdata-conifersimyrep

* Collection extract file W My extract label ci\brahmsdata-conifersimyrep

The central report library stores details on all your report templates

Printing to a PDF file

If you have software installed to print to a PDF file. Rather than printing your labels directly, you can create a PDF
file. Example free software is available on http://www.primopdf.com/.
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DEVELOPING THE SPECIES LIST

Families, genera and species

All BRAHMS databases includes lists of families, genera and species. A database may consist only of taxonomic
names and information about these names.

In addition to a basic list of names, you can include detailed nomenclature at the family, genus and species level
(synonomy, types, protologues, etc.) together with facts about species such as habit, IUCN status, local and
global distribution, descriptions, ecology, uses, conservation notes and so on.

! If BRAHMS does not include a species field that you need, you can add this using the species link file.

Manually adding family, genus and species records

Taxon names are usually added to BRAHMS when taxon, specimen or other RDE files that include the names are
imported. However, from time to time, you may want to add names individually.

e Select Taxa > View/edit FAMILIES in database. Click on the + toolbar to add a blank record and type
a name into the FAMILY field. Choose any name e.g. ‘Anacardiaceae. It is not necessary at this stage to
add any further details — but of you wish to, you can add in the author name (using a lookup), citation,
publication year. Let's assume your new name is an accepted name — use a lookup in the TAXSTAT
field to set to ‘acc’.

e Select Taxa > View/edit GENERA in database to add a new genus name — e.g. ‘Spondias’ and using a
lookup in the FAMILY field, link this name to your new family.

e Select Taxa > View/edit SPECIES in database to add a new species name. Use a lookup in the
GENUS field to link this name to your new genus (and thus family) and enter in a species epithet to the
SP1 field — e.g. ‘testii’.

Set the TAXSTAT of this new species to accepted (‘acc’).
Now add a further new species in the same genus but with a different name.

Editing author names

To add the authors of taxa, use a lookup in the relevant AUTHOR field, click on Add name and locate an author
name using the default abbreviation search — followed by Save. When adding multiple author names as In the
complex example (Fisch. & C.A. Mey.) Lindl. & Gordon, you add each of the author names and edit their
properties - Basionym or Publishing author + the punctuation ‘ex’, ‘& or ‘comma’.

P p—— — - e

famb __Joonus EE Jautnory Jrank1sp2 [uno
Ci Callifropsi (Fanjon & Hiep) DP_ Little
Cupressaceae Callitropsis macrocarna (Hartw.) D P_Little
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Names can be added individually or from an existing (formatied) name ist/group. The order of names in any (Farjon & Hlep) D.P. Little

Ar group (&g man and addtional colieclors or taxon suthors) is controlled by the ORDER fieid. Taxon authors
after adding the names, should be stated as publahing or basicnym suthors, ordered and punctuated
correctly using the options provided
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Use a lookup (F9 or right-click) in the author field to open the above form. In this example, the species
author is '(Farjon & Hiep) D. P. Little' . The names Farjon and Hiep are basionym authors while
D.P.Little is the publishing author. Hiep is also indicated * in the '& authorname' select box.

67



Editing synonym links in the species file

Synonym links are most commonly made in the species file — but note that families and genera may also be
linked as synonyms.

e Select Taxa > View/edit SPECIES in database to open your species file.

e Locate the last species you added above.

e Click on the =>syn toolbar and as prompted, locate the first of your 2 new species and make the a
second name you added a synonym of this first name.

Yy Advanced BRAHMS  Administration in Conifer database [ C:\BRAHMSDATA-CONIFERS\DATABASE single-user ] Lice:
File Edit Miew Goto Tag Fastg Calculate Datalinks Tools

[vx+BE ME= [S@CGA—-4 v-AN®® ¢ Z¢HA M !

k’ Species main list [c-\brehmsdata-conifers\database\species dbf (alias= 5P) ]

tag|de||merget0|sgnumber|taxstat|syncat|synn0te|syn0f |invalid|va|id|ink|Iegitimacy|family |genus|cf|sp1 |auth0r
6386 acc memao 0 Testaceae Testia testnameq L.
G387 syn SYMN  memo G386 Testaceae Testia  testname2 L.

I When a synonym is added, the ID (spnumber) of the correct name is added to the SYNOF field. By default, the
SYNCAT is set to ‘SYN'’ although you can later edit this using the lookup option provided.

e To review the nomenclature of your new names, click on either of the names and then on the nomc
toolbar.

e Toremove a synonym link, click on the synonym record in the nomc screen and then click the —syn
button.

Adding link file fields

Select Taxa > Default linked data file (SPLINK) to open the species link file.
Select File > Modify file structure ... and add 2 new memo fields called LOCALDIST and LOCALECOL
to store details on local distribution and ecology respectively.

e Save these changes

e Select Taxa > View/edit SPECIES in database to open your species file. Use the h toolbar to open
the link file.
e Add some sample text to these memo fields for your two new species.

@
e Open the Zoom window using the % toolbar and check that your text is visible.

Import names from IPNI

For monographers, a useful first step may be to import a draft list of species names from the IPNI website. In this
exercise, you will import a list of names from IPNI into BRAHMS via an RDE file.

!'If you do not have an internet connection, use a download file provided to you on your training course.

e Select Taxa > Add/edit taxa using Rapid Data Entry files. Here, select File > Create a new RDE
file ... and select the System template option and proceed to create a new RDE file for taxa.

e Open the BRAHMS help file and locate the option Rapid Data Entry > RDE data import and convert
tools > Taxon names from IPNI to BRAHMS.

¢ Run through the steps in the help file to import the IPNI data to RDE.
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! To check any species name in BRAHMS, go to that name in the species file, RDE or elsewhere and click on the
222 toolbar.

68



BOTANICAL RECORDS

Botanical records and specimens

A botanical record represents the occurrence of a species in a locality. For some projects, this may be restricted
to physical specimens stored in herbaria. On the other hand, some projects store information about field
observations where there is no actual voucher (specimen) — perhaps just notes and one or more fotos. In other
cases, a botanical record could be based on a literature reference.

S S New E lep Faedd Calae
vX+ED NR Eix
'. The CATEGORY field in the main botanical records file
: indicates the type of record. “V” is for a vouchered
collection while ‘O’ represents a field observation with no

voucher. The default is ‘V.

A botanical record may have one or more specimens — physical objects. Examples are herbarium sheets (the
most common), spirit collections, silica dried leaf samples for DNA extracts, wood collections and bruchid beetles.
A botanical record often has duplicate specimens that are distributed to different herbaria.

Several physical

specimens may be
Duplicated collected from this tree.
specimens

' Wood sample

Resin sample

Spirit collections

The tree represents a
botanical record:
species X locality.

Specimens have data attributes that differ from that of the botanical record. These include herbarium location,
specimen category, barcode, accession number, type status and determination histories.

! Botanical record categories can be edited using BotanicalRecords > Resource files > Botanical Record
categories. The 3 default entries are V', ‘O’ and ‘L’.

| Specimen categories can be edited using BotanicalRecords > Resource files > Specimen categories. The
category ‘Herbarium sheet’ coded ‘HS’ is always added.

Manually adding a botanical record with 3 specimens

® Select BotanicalRecords > View/edit botanical records in database.

® Add a blank record using the + toolbar. A 'V’ will be added by default to the CATEGORY field unless
your setup instructs otherwise.

Many fields in this file must be edited using a lookup option as the fields cross-reference to data in other files.
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Use F9 in the COLLECTOR field to open the relevant lookup function. Use the Add name button to add
one or more collector names.

Enter some data for fields such as prefix, number, suffix, day, month and year. These can be freely
edited. Leave fields blank as you wish.

Using an F9 lookup in any of the species related field fields will open the specimen level form. You can
also click on the spec toolbar.

=y Collections: entry/edit

Komarov, V.L.: 85
Thuja koraiensis

Collection || Linked data | Specimens | Locality || Field notes ” Curation || Common names || Track changes
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TYPE_OF -

DEL CATEGORY

HERBARIUK HERELOCATE BARCODE ACCESSIOM PHENOLOGY SEEN SEENWHERE NOTE TYPE

Herbarium sheet | K
Herbarium sheet BM

K0000885¢

memo isolectoty Thuja koraiensis
memo isolectoty Thuja koraiensis
memo lectotype Thuja koraiensis

Herbarium sheet LE

|- 1 3
Edit specimens || Reduced field view Show furm] [Type -=Det ] [Cleartype]

DEL CURDET FAMILY DETERMINATION DETBY DETDAY DETMONTH DETYEAR DETSTATUS DETCONREV DETMOTES GENUS SP1 AUTHOR1 RANK1 -

Auto-add/copy det. details Unify det. records

L Cupress Thuja koraiensis |Farjon, 30 3 2000 memo Thuja kora

I ] m b
Determination details for record ID: 1 (Herbarium: K) ++4 | Det>Type @] 1 [ Edit det. notes
Locate a collection record il || Tag record [~ Mark for deletion z . E] =

The upper part of the specimen form lists the specimens, their category ( here 3 Herbarium sheets)
accession numbers/barcodes, type status if applicable as here and a few other facts. The lower part of
the screen lists determinations for the individual specimens.

Add one or more specimens to your new botanical record. Use F9 or right-click to lookup values in the
CATEGORY and HERBARIUM field.

In the lower part of this form, use a lookup in the DETERMINATION field to locate and select a species
name. You may also add the DETBY name and date. If the name is new or a name change, you will be
asked if you want to change the name.

Use a lookup in any of the geographic place name fields to locate and select a country, area or place
name. Locality free text notes are added into the LOCNOTES memo.

Enter a map reference suitable for your country. Make sure you also fill in the NS and EW fields. Test

your map reference using the %\ or v toolbar options.

Notes describing the plant habit are normally added to the PLANT DESCRIPTION NOTES memo.
Habitat notes can be added to HABITAT AND SITE DESCRIPTION.
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THE MAPPING REVOLUTION

Recent advances

These days, very high quality map data is available on the web either to download to use with your own GIS or
indeed to plot directly on Google Earth or Google Maps. Pinpoint accuracy is possible and BRAHMS provides you
with up t010 decimal places in case you want to draw lines right in the middle of forest trails or plot plant positions
in botanic gardens.

A vast amount of useful map data is available on the internet and, as one example, you can get excellent SHP file
base maps from http://www.diva-gis.org/ following the free spatial data link.

Map style and Google Earth

The following example is for users hooked up on the web with and Google Earth installed. As well showing how
easy it is to make a map, it introduces map style setting.

You can change the data used in the example if you want.

A few colourful points plotted using Google Earth down the centre of Kew Bridge in London just next to the
herbarium.

e Select BotanicalRecords > Add/edit botanical records using Rapid Data Entry files to open the RDE file
manager for collections.

e Usethe toolbar to add a new record and then use F9 in the FILE NAME columns to locate and register
the sample RDE file Brahms7\Setupdata\Mapping\RDEsample\Kew bridge.dbf this file in your RDE manager.

e Open the RDE file.

r Advanced BRAHMS Administretion mr(whv Databiae [ CABRAFMSOATA-CONIFERS\DATABASE mult-user | Licensed 1o RBG Kew MSE Enhancement Project

o tdr Ves Vur'i-, fag Fmtion ‘,s‘,;x.’e UDianatirnis
N YEAYyNON ZSEAN =D S MO AU nOf Lt BB AcE &

v RDE (Callectiant) |choahme setupdatymappng) idetamplé bt hndge ot (alac- 20E) |

|v*¥+GH NNE ax+4g

¢ Ol coliecior number country majoraes minotarea fat mslong entluntt mapcol posdacale mapsyn
" Testmap 1 UK England Richmand S143831600 N 028749900 W DD W 05 Memo
Testmap 2 ux Engtand Richmond S1.48T52500 N Q28745300 W DD G 05 Memo
Testmap 3 UK England Richmong S146695100 N 028744300 W DO R 05 Memo
Testmap 4 uK Engtand Richmond £1.43630000 N 028743100 W DD B 05 Memo
Testmag 5 Ux Engtand Richmong 5148583000 N 0.28742500 W DD Y 05 Memo

This RDE file has been edited with lat/long references already in decimal degrees (LLUNIT tells us this) and uses
map the style fields MAPCOL, POINTSCALE and MAPSYM to control the colour, size and symbol of each point.

e Finally, select the @ toolbar and choose Google Earth. Ensure the All option is selected and click Map all.
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PRODUCING MAPS

Some notes on mapping
Maps are easily prepared from any RDE or BRAHMS file that has numeric LAT and LONG fields. If online, you

can plot individual points using the %\ or v toolbar options (for Multimap and Google Maps respectively).

The @ toolbar opens the main mapping form used to plot the points in the current file to your selected GIS.

Map precision check for online users

e Select BotanicalRecords > View/edit botanical records in database.

e Add a blank record using the + toolbar then press Enter until you reach the LAT field.
Enter the coordinates of the kick-off mid-point in the Stade de Mahamasina, Antananarivo, Madagascar.
LAT =18.9193720 S and LONG =47.525690 E.
e As these units are in decimal degrees, enter ‘DD’ in the LLUNIT field. This will override any general map
unit configuration settings. Do not enter negative values.
To check all records are untagged, select the menu option Tag > Clear all tags.
Now tag your newly added record. Just that one record.

Click on the @ toolbar. Ensure Google Earth is selected.

Select the option Restrict map to tagged records.

Click on Map tagged.

When you close Google Earth, do not save map items to temporary ‘My Places’ as prompted.

! You could also add this record to an RDE file and produce the map from there.

Preparing a map for 2 species using DIVA GIS

When publishing maps, you will normally need to map your data in black and white on a clear and sharp base
map (not overly complicated). You can use ArcView or Diva to do this. The following exercises introduce DIVA.
ArcView users can stick to ArcView.

e Open the BRAHMS help file and go to Training exercises > Mapping > Creating a map using DIVA
GIS.

¢ Follow the step by step instructions in this exercise. You should complete the exercise with a completed
map in a Word document similar to that shown below.
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Introduction to style setting for Google Earth

The task now is to plot the same map in Google Earth, style set to show each species in a different colour and
symbol.

e Return to the 2 species botanical record extract file created in the above exercise. If the file is closed,
select Extracts > BotanicalRecords to re-open.
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¢ Open the BRAHMS help file and go to Training exercises > Mapping > Google Earth map and basic
style setting.

e Follow the step by step instructions in this exercise. You should complete the exercise with a completed
map similar to that shown below.

If you do not see the two colours, close Google Earth, return to BRAHMS and make sure the filter set in the
exercise is removed and try again.
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IMAGING SPECIMENS AND THEIR LABELS

To image or not?

Herbaria undertaking large scale digitization of their specimens benefit enormously by integrating data entry with
the imaging of specimens and their labels.

Using a modestly priced digital camera with flash, auto-focus and macro functions, images of entire specimens
and images of the labels on specimens can be taken efficiently. Experience tells us that a trained specimen
imager can take well over 1000 images per day, equivalent to more than 500 specimens.

Herbarium databases benefit from having images linked to the record in multiple ways. The ability to see an
image of a specimen and especially its label provides by far the best way to verify and correct herbarium data,
avoiding the need to hunt down specimens in the cabinets. Numerous errors are corrected in this way. Having
images linked to specimens enlivens and enriches any herbarium database and facilitates going online.

With imaged labels linked up in the database, the entry of lengthy field note text becomes optional. Projects that
have access to images of duplicates form other herbaria make yet further gains as images of duplicates can be
compared often leading to a further wave of data correction.

Beyond strongly supporting specimen imaging, we go further to recommend data entry directly from the label
images. Data entry from label images has certain advantages with respect to sorting data and thus being able to
copy data from previous records. Specimens can be more quickly processed and returned to the cabinets. Data
entry can take place anywhere, not necessarily physically next to bulky specimens.

Taxonomic vs database imaging

The rapid imaging methods discussed here should not be confused with the very high resolution images taken
mostly for taxonomic purposes. Such images are often taken with special scanners or camera equipment. We
encourage high resolution imaging for taxonomic purposes. However, imaging of this nature, often reserved for a
subset of herbarium specimens including type specimens, is more time consuming and does not necessarily
result in separate images of labels as advocated here.

Certainly, higher resolution images can subsequently be batch processed to make smaller resolution copies and if
a herbarium has the resources to take large number of high resolution images of specimens and their labels (e.g. >
10Mbytes), this is fine.

We suggest using a camera setting of 2 Mbyte resolution. This size is more than adequate to see most details on
any specimen. Label images can subsequently be batch reduced to < 500K per image.

Taking images of specimens and their labels

To optimize efficiency and speed,
images can be taken with a hand
held camera rather than using a
fixed position tripod. This makes it
far easier to reframe the images
between specimen and label. Flash
is recommended. If specimens are in
plastic bags, flash is not practical
unless specimens are removed. Use
side lighting instead. Place a fixed
size measure (ruler) on a blank part
of the specimen.
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If the sheet has an accession number
and/or barcode, include these with the label
— or take a separate image if necessary. If
you are adding barcodes at the same time
as imaging, add the barcode first — then
take the image.

In the next phase, these numbers will be
typed in to rename the image files.

Assembly of image file names to RDE

The process described here captures images into a Botanical Record RDE file.

e Transfer the images from your camera to a folder on your hard drive. The images will have their default
camera file names.

e Select BotanicalRecords > Add/edit Botanical Records using Rapid Data Entry files. Select File >
Create a new RDE file copying the ‘System Template’ as prompted. Name this file IMAGETEST or
equivalent.

¢ When making your new file, ensure that the option Include IMAGELIST memo is selected.

Now select Tools > Images in RDE > Append images to RDE file. This will append all images from
your selected folder, adding the complete image file name to the IMAGELIST memo. Each record will
contain one image.

e To check this has worked, go to top of the file and click the & {oolbar and move through the file to view
the images.

Initial entry of accession or barcode numbers

The next step is to enter sufficient data from your images to the RDE file to be able to rename the image files
appropriately. The objective is to rename your image files to include:

1. your herbarium code
2. the herbarium accession number or barcode
3. and a suffix that indicates what type of image it is — specimen or label.

There are other ways to rename images but in this exercise, you will use accession number. To simplify and
speed up this step, you should create a field view for the RDE file that includes the following fields: TAG, DEL,
FOTOPREFIX, ACCESSION, FOTOSUFFIX, IMAGELIST, IMAGETEMP and NEWNAME. No other fields are
required at this stage. Select BARCODE instead of ACCESSION as appropriate.

e Close and re-open your RDE file. This will ensure that the new FOTO fields are available for field
selection.

e Click the = toolbar to define a field view to include the fields listed above and save this with a suitable
name e.g. ‘Image editing’. The reason for setting up this field view is to speed up subsequent data entry.
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Field view set to show selected fields only and thus speed up data entry

o With this field view selected and the current image visible (using the o1 toolbar), what you now need to
do is enter the accession numbers by reading these off the images. Enter the barcode if using barcodes.
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Note that specimen with accession number 12351 has 2 records — there are 2 labels.

e  Enter your herbarium code into the FOTOPREFIX field. As this will be standard, you will use F4 to copy
next records. Alternatively, you could use a FoxPro command Replace FOTOPREFIX with “ABC’ all at
any stage (replace ABC with your herbarium code).

e Use the FOTOSUFFIX field as follows:

1. if the image is a whole specimen, leave this field blank.
2. Iftheimage is of a label, enter “_L” (upper or lower case - but be consistent)
3. Ifthe image is of a second or further label for the same specimen, enter “_L1",“_L2", etc.

For example, a specimen may have 2 labels images. In this case, the first RDE record with the image of the
whole specimen will have a blank FOTOSUFFIX, the next 2 records will have “_L” and “_L1". All 3 records will
have the same ACCESSION number entry as they all refer to the same specimen. The actual character used in
not important (e.g. in Brazil, they use ‘_¢’ for ‘etiqueta’).
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Image file re-naming — step 1

The next task is to re-name the camera derived image files. Our objective here — and bear in mind you may want
to re-name your images differently — is to convert the images files to be something like “ABC_123.JPG” and
“ABC_123.JPG_L" where ABC is your herbarium acronym.

Once you have completed filling the ACCESSION and FOTOSUFFIX fields:

e Select Tools > Images in RDE > Image file renaming > Generate IMAGETEMP from ... choosing the
accession or barcode option as appropriate. This will compile the new ‘proposed’ image file name to
replace the camera name.

The next task is to convert the IMAGETEMP to NEWNAME. The NEWNAME field adds the image file extension
and the full path — this constructing the full image name. At this stage, if more than one image has the same name,
warnings are given. Clearly, you cannot use the same name more than once.

e Select Tools > Images in RDE > Image file renaming > Generate NEWNAMESs using the
IMAGETEMP field for tagged records.

If the same name is used more than once (i.e. generated from IMAGETEMP in turn from your prefix,
accession/barcode and suffix fields), a warning is generated: “I*! Duplicated new file name” and added to the
NEWNAME memo. For these records, an ‘X’ is added to the TAG field.

Image file re-naming — step 2

Once the NEWNAME field is filled, you are ready to proceed to the final re-naming stage which is to physically re-
name the images on your disk.

Tag the records you want to rename. The following option only processed tagged records.
Select Tools > Images in RDE > Image file renaming > Physically rename TAGGED image files on
disk to NEWNAMEs.

e Using your file manager, check that the images on the disk have in fact been correctly renamed.

Gathering same-specimen records

Most specimens will have 2 records in the RDE file (specimen + label). In some cases, more than 2. In the next
step, you will merge same specimen images into one record, paving the way for data entry. We can match
specimens using the accession number or barcode.

e Select Tools > Images in RDE > Image file renaming > Gather images of same specimen ...
e Choose the field ACCESSION or BARCODE as used in the exercise.
e Tick the option ‘Delete records that have been merged’.
e  Optionally restrict to tagged.
Data entry

Your course instructor will now explain how to proceed with data entry using the label images.
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DIVERSITY ANALYSIS INTRODUCED

Notes on diversity analysis and DistDiv options

Distribution summary table (DST) options are all located on the main DistDiv menu option which is enabled using
Utilities > My Setup/Profile > Active modules.

i Advanced BRAHMS Administration in conifers [ CABRAHMSDATA-CONIFERS\CONIFERSB6 single-user ] "Licensed to SANBI - South Afﬁca‘

File Herbaria BotanicalRecords Taxa Geo People [DistDiv| Extracts Utilities Admin

View calculated diversity indicators per area

Grid cell definitions for diversity calculations

The purpose of these options is to calculate and display summary data about the distribution of taxa and to
calculate diversity indicators. Summaries are executed for TAXON x AREA combinations. Example summaries
are 'family x country', 'genus x majorarea’ and 'species x gridcell'. In the last example, if grid cells were set to 1
degree square, the DistDiv options would generate tables with:

1. Distribution table: separate records for each degree square x species combination
2. Diversity indicators table: separate records for each grid cell with a sum of its content

Taxon quick codes

Some of the options associated with the DistDiv options (e.g. export to PC-ORD) require short codes for family,
genus and/or species records. You can easily generate/refresh these.

e Select Taxa > View/edit SPECIES in database followed by Tools > Generate species quick codes to
SPQUICK. Although you can adjust the settings, it's recommended you choose all the default and click
on Generate. The results you will see in the field SPQUICK.

e Repeat this for the family and genus files.

I If any taxon records lack quick codes, you will be auto-prompted to re-generate these codes when you run the
DistDiv options.

Generating DistDiv summary tables

e Select DistSum > Create/View DistDiv for current database.
e If the DistDiv form does not auto-open, click on the Re-calc toolbar.
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¢  On this form, adjust the settings as seen above. Thus based on the data source “Vouched collections”,
you will generate a table with one record for each family x country combination.
e Ensure none of the Data restriction options are selected and then click on the Calc DST option.

a Advanced BRAHMS  Administration in conifers [ CA\BRAHMSDATA-CONIFERS\CONIFERSEG single-user] Licensed to SANEI - South Africa

File Edit View Goto Tag FastSort Calculate Datalinks Tools

[vx+H HN HBHQR- S YEAYHSHEHSEHE N ||

a Species distribution [c\tempfiles-brahms-1\cdb\extracts\spdistribution.dbf (alias= SPDISTRIB) | Filter: "PODOCARPACEAE" = upper(ALLTRIM(FAMILY)

Jtag del database id family country abundance vouchers altmin altmax earliest collection latest collection latr
COMNIFERS 13 Podocarpaceae Honduras 16 120 2300 1931 1994 1
COMNIFERS 16 Podocarpaceae Mexico 73 160 2600 1936 2003 1
COMNIFERS 33 Podocarpaceae Australia 436 1 2200 1802 2011 -4
COMNIFERS 143 Podocarpaceae Costa Rica 42 70 3000 1888 2006
CONIFERS 144 Podocarpaceae Belize 13 120 00 1828 1898 1
CONIFERS 145 Podocarpaceae El Salvador 9 1930 2418 1942 2002 1

A sample result screen with a filter set on Podocarpaceae

e Sort the table on FAMILY column and/or set a filter on a selected family. Note that each record includes
a summary of results, for example, the total number of vouchers and the map grid range.

If you want to calculate totals or other statistics for each resulting record (in this case each family per country),
select one or more of the Diversity calcs options. Select Calc DST+ diversity totals. The summary diversity
totals are opened using DistDiv > View calculated diversity indicators per area.

e You can repeat the recalculation for any combination of TAXA x GEOGRAPHIC RESOLUTION settings.
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_}:u del database id famsty genus country raayor sampiype sampname scode atundance vouchers samph
_‘I CONFERS 1116 Posacaipacade Revophytum  Fijl Westam Divisaon ]
_J CONFERS 1511 Pococarpacsas Revophylum  Fijl Wi Leww 9
| CONFERS 1613 Pococarpaceae Revyophytum New Caleconta Grande Tene ar
-
+ COMNFERE 1820 Podocarpsceas Revophyllum  Solomon lsiands  Sants Cruels 4
. CONFERS 1621 Pooucaipaceae Revophylum  Vanual Tarba Prov 1
_J CONFERS 1723 Podecarpacess Revophylium Indonesia My 1
_‘I CONFERS 1724 Pococarpaceae Retvophytlum  Papua New Guinea Cerdral Province 2
| CONFERS 1725 Podecarpaceae Revophylum  Indonesia Papua 6
J CONFERS 1726 Pogocampaceas Reyophyium  Papus New Guings Blamarck Archipslago 3
1 rAMsERs 1777 PnAncamacazs Refrnnhuibim Fu Varas | s 2
The above example is genus x majorarea
4 Advanced BRAHMS Administration in conifers [ CABRAHMSDATA-CONIFERS\CONIFERSB6 single-user ] License’ !o !!NE! - !ou&!ﬂc‘
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A Distribution Summary Table Totals [c:\tempfiles-brahms-1\cdb\extracts\dst_totals,dbf (alias= DSTTOTALS) ]

tag del taxares geores country major gazcode sampname scode gridcell fatotal getotal species taxa s

China Chongqging Municipality 5 18 0 0
i China Sichuan 5 18 0 o
] China Guizhou 5 19 0 0
i China Hubei 5 19 0 0
Il China Hunan 5 19 0 0
i China Jiangki 5 20 0 0
Il China Guangxi 5 22 0 0
: China Yunnan 5 22 0 0

The table here is opened using DistDiv > View calculated diversity indicators per area with the results sorted on
getotal (genus total).
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Checking grid cell definitions

e Select DistDiv > Grid cell definitions for diversity calculations. If the file is empty, select Tools >
Add sample grid cell records. You can add further definitions here if necessary.

e Meanwhile, note that the field CELLSIZE includes the cell dimensions. The value ‘1’ represents 1 degree
square cells. The value “1/10’ represents 1/10™ degree cells.

Recalculating the DistDiv for 1/10 degree cells and mapping on Google Earth

To speed up this next stage, you can restrict the calculation to a subset of your database.

e Select BotanicalRecords > Extract/Query data, choose Geographic > Country and proceed to
extract all records from ‘New Caledonia’. Close the extract file.

e Select DistDiv > Create/view DistDiv for current database. If the DistDiv form does not auto-open,
click on the Re-calc toolbar.
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¢ On this form, adjust the settings as seen above. Note that the Data restriction option Extracted
botanical records is selected. Thus based on the data source “Vouched collections”, you will generate
a table with one record for each species+ssp/var x 1/10 degree grid cell — and the calculation will be
restricted to the New Caledonia data subset.

e Examine then close the main DistDiv results table.

e Select DistDiv > View calculated diversity indicators per area. This file includes a summary of taxa
and diversity indexes for each 1/10 degree cell area.
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Sample diversity indicators file sorted by species. This file includes one record per gridcell, tallies various
paramaters (e.g. species and total taxa) and calculates various diversity indices. For further details refer
to the help file.

e Now select Tools > Map tools > Add/re-set map style fields. This will add some extra columns useful
for Google Earth mapping.
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Sort the file on the Column TAXA then go to the bottom of the file. Note that some cells have a value
greater than or equal to 10 different taxa per cell.
For each record where TAXA >= 10, add “R” to the field MAPCOL. This is a short code for the colour red.

Click now on the @ toolbar and ensure Google Earth is selected.
On the map form, click on Draw polygons for cell boundaries. Then click on Map all.

[

TAG: *; TAXARES: Infra; GEORES: Gridcell; GRIDCELL: 6239478, CGRIDCELL:
GC6239478; CELLSIZE: 0.1000; FATOTAL: 3; GETOTAL: 11; SPECIES: 20; TAXA:
20; SPSCORE: 20; CHAOZ2: 21; CHAO2R: 20; RWD: 2.5402; VOUCHERS: 126;
LAT: -22.1500; LONG: 166.6500; CELLLATMIN: -22.1000; CELLLATMAX: -22.2000;
CELLLONMIN: 166.6000; CELLLONMAX: 166.7000; DSTTEXT: Acmopyle pancheri,
Agathis lanceolata, Agathis ovata, Araucaria bernieri, Araucaria biramulata,
Araucaria humbeldtensis, Araucaria laubenfelsii, Araucaria muelleri, Araucaria

Callitris neocaledonica, Dacrycarpus vieillardii, Dacrydium araucarioides,
Falcatifolium taxoides, Libocedrus austrecaledonica, Neocallitropsis pancheri,
Podocarpus decumbens, Podocarpus gnidicides, Podocarpus sylvestris,
Retrophyllum comptonii, Retrophyllum minus; MAPCOL: FFO000FF

Sample output showing the most diverse 1/10" degree cells in red. To open the text box, use Ctrl+click
on a selected cell.
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THE POWER OF FOXPRO COMMANDS

Why use FoxPro commands?

The ability to use FoxPro commands in RDE (and elsewhere) opens up a further dimension of editing flexibility. It
is never essential to use these commands. However, if you do, it makes some tasks much easier — both in RDE
and in your database.

Imagine an RDE file with many records where you want to replace the mixed and incorrect text values ‘SN’ and
‘sn.” in the NUMBER field to a uniform ‘s.n.” . This could be done manually, record by record but it could take a
long time! Using FoxPro commands, the task can be done in seconds.

Numerous data processing functions can be undertaken with one-line commands using a small number of
programming keywords. The commands can be made to apply to one record, tagged or filtered records or all
records in a file.

An example FoxPro command is: Replace COUNTRY with ‘Malaysia’ all. The replace command is the most
commonly used. The all keyword tells BRAHMS to do this for all records in the open file.

You can execute FoxPro commands whenever the U button is activated on the toolbar. As FoxPro commands
could be damaging, this button is usually only enabled in RDE, extract files and other temporary work files, but not
in main database files. It is possible to enable FoxPro commands throughout BRAHMS using a configuration
setting.

Command operators

Command Notes

= Equal to

> Greater than
< Less than

$ Is included in
<>or# Not equal to

Some commonly used text string and numeric functions

Command Does what

ALLTRIM() Remove leading and trailing blanks

Upper(), Convert to upper / lower case

Lower()

Str() Convert a numeric field to character format
Substr() Extract a portion of a character field

Strtran() search and replace characters within a text string
Val() Convert a character field to numeric format

Some sample commands to try now

e Select BotanicalRecords > Add/edit botanical records using Rapid Data Entry files.
e Create a new file and add at least 20 blank records.

Using the ‘replace’, ‘upper’ and ‘lower’ commands

e Select the E toolbar and add a new command line Replace GENUS with “JUNIPERUS”
e  Execute this command. This will add this genus name in upper case to the current record.

e Modify the above command to Replace GENUS with “JUNIPERUS” all
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e  Execute this command. This will add this genus name in upper case to all records.

Now Add and execute the commands (change the exact content of the commands if appropriate)
e Replace GENUS with lower(GENUS) all

Replace GENUS with upper(GENUS) alll

Replace NUMBER with “12345” all

Replace NUMBER with “A”+ alltrim(NUMBER)+"Z” all

Replace COLLYY with 1899 all

Replace COLLYY with COLLYY + 100 all

Replace TAG with *' for LAT =0 and LONG =0

replace FAMILY with "Compositae” for FAMILY = "Asteraceae"

Using the ‘substr’ command

e Add and execute the command ‘Replace genus with upper(substr(GENUS,1,1)) +
lower(substr(GENUS,?2)) all

Experimenting with the strtran() function

e Inthe same RDE file, add and execute the command Replace COLLECTOR with “Smith, A.B.” all
e Now Replace COLLECTOR with strtran(COLLECTOR,’A.B.”,”C.D.”) all

Using ‘for’ to select records
e Tag some records in your RDE file then use Replace COLLMM with 12 for tag = “*”
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CREATING A NEW DATABASE PROJECT

The template database

When you first install BRAHMS, you can log into the ‘Template database’ which is the empty database provided
with BRAHMS. The template database is copied by the system to create new database projects. Do not enter
data into the template database as these data would be lost when you next upgrade BRAHMS.

e Log into BRAHMS selecting the Template database.

Create a new database

Creating a new database is an essential first step when starting a new project. You can create and register as
many separate databases as you need. To create your own database:

e Using your file manager, create a folder on any local or shared/networked drive. This folder will be where
all files associated with the project will be stored. An example folder name is ‘c:\brahmsdata-
mydatabase’.

e When logged into the template database, select File > Create new database/project....

Select your new folder name as prompted on the form.

e Give the project a name and a short code then select OK to proceed to create and login to the new
database.

ﬁ Start a new database project 52

Create a new database project from the template database. For &=l [0 BRAHMSDATA
networked databases, the folder must be on a shared drive. An I3 biblio
example folder is C\ BRAHMSDATA-MYHERBARIUM. Several |CZ) DATABASE
sub-folders will be created here for your new project including [C3) myreports
default folders for RDE files, saved fies, reports and map files.

| rdefiles

|2) savedfiles

Project/database location and name

Project folder CABRAHMSDATA-TESTY I:‘
Project name Test database

Project code TEST Code to identify this database

Default file locations
My database cl\brahmsdata-testDATABASE
My saved files c\brahmsdata-testimysavedfiles\

Wy map files c\brahmsdata-testimymapfiles\

i [E -

Wy report templates c\brahmsdata-testimyreportst

My RDE files ci\brahmadata-testimyrdefiles\

L]
(=]
L]
L]
L]

When you create a new project, a series of subfolders is created under the main folder name. Of these, the most
important is DATABASE. This is where your actual database is stored. The other subfolders are default locations
for different BRAHMS files — these can be changed later.

The database manager

The database manager is a file in BRAHMS that stores details about the names, locations and some further
properties concerning your database(s).

e Select File > Database manager to open this file.
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The NETMODE setting can be ‘S’ or ‘M’ to indicate single or multi-user login for the project in question. Unless
your BRAHMS configuration options and/or permissions prevent it, you can edit the netmode when logging in.
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SOME ADMINISTRATION TOPICS

That pesky missing OCX file and/or OLE error
If you get an error message on opening a data file similar to “OLE error code 0x80040154: class not registered.”

(the actual message will vary but usually refers to a missing OCX or OLE), this means you need to register a
missing OCX file.

Note that the file must be registered, not just copied into the folder. A readme file is provided in the brahms7\ocx
files folder. The error message is quite typical on new BRAHMS installations on Windows7 and Windows 8 PCs.

Re-indexing your database

Database index files (.CDX files) allow rapid access to your data. These files are automatically kept up to date as
you add or edit data. Nevertheless, periodic re-indexing can speed up system performance.

e Select Admin > Project/database management > Re-index and pack data files... and proceed to re-
index your database.

e S e

File BotamcalRecords Taxa Gec People  Exteacts Utdities [ Acdrun |

Project cordfigurstion

Users and access permessions Force system upgrade on next login
User log / RDE impont log
Edit RDE manager ownershvp of files

Create new database/progect .,

’ fle-indexing snd packing Conifer dalabase dalabase

This ogticn deletes and then retulds the CDX index Mes 1o your datsbase 1S
recommended that you re-ndex perodicaly, for exampile once a monh Re-ndexng can
ncrease database performance wih hesvily edited datafies. Always re-ndex afier an
abrormal system shudawn

Using configuradons options, your sysiem coleton may be set o MACHNE (adefmft) or
GENERAL This settng mfuences how accented characters are sorfed (GENERAL 1s
beter for $es). Refer 1o 9e help fe for further detads

Large externgd fles (> 1m racoeds) may fake & few mnutes to rendex Systam s
(8§ the mam meny and messaps fles) cannot be re-ndeced whan the BRAHUS
S0Mware fokder s reatanly. Re-set this property 10 re-noex system fies if necossacy

Last index 25032002

2/ Az re index system Sios hdex code: Hachne
. Alse re-ndex exterral fies (NB erge fes may take several mnutes fo rendex)
Run OBF ntegrity checks afar rendexing {fe-ndex|| Cancel |

When re-indexing, you can optionally select to run Data integrity checks. If problems are found in your
database, these are reported in a separate file.

Backing up your data

e Have you located and read the help file text on backing up? If not, open the help file now and search for
‘Backing up’.

Backing up is the process of copying valuable files to a safe place. Copying your files to the same disk as the one
your files are on is not recommended - all your eggs are in one basket. It is a nuisance to backup but this is a
much better alternative than the loss of your data. Remember some key points:

= Thereis only one way to absolutely ensure the safety of your data —rigorous adherence to a
regular program of backing up of your data.

= Do not overwrite the same back up file. Keep a series of separate back up files. Why? Because
you may overwrite a good back up with bad data.
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= Create zip files to back up your data rather than copying the original files.
= Make sure you copy the DBF and the FPT files.

User access permissions

Each listed user can be assigned database access permissions. This is only important on networked systems
with multiple users. If you are using your own research database, you would always have full admin level access.
Access groups, discussed further in the BRAHMS help file, enable database administrators to select which
options each user can access. The entry ‘ALL’ provides unrestricted access to all database options.

iR Advanced BRAHMS]
File Edit View Goto Tag FastSort Calculate Datalinks Tools
vX+0H EN ONHAB- YNy E@ g ZCHE N B ([ e
a System users and passwords [c:\brahmsb\users\users.dbf (akes=
Jtag del id name password short usef id access qroups edjusers localpath myherd remember standard myfields (L
g 1 Administration ~ ***** Admin ALL = c\tempfiles-brahms-1 K
8 2 RDE user RDE VR 3 ctempfiles-brahms-2 K
e  Select the new record with your user name and click the Access extra toolbar.
e Remove the tick from the Administration level access box.
e Onthe displayed form, you can select the various user permissions.
e Now tick the Administration level access box AGAIN to ensure you have maximum access. The

ACCESS GROUPS field will display ‘ALL’.

A Datatisse scres permamzons for ADE uter ]

Users wih Adminsdyaton ievel access have full access 20 ol dalatase functions Otherwise access & seiectively
resincied by eding the opbians on this form Users cas have Mer defuu sysiom menss set ts Sandard mode rahet
than Agvanced mode. Data Se D codes (e g D, SRAHNS, SPHUNEER) andier calculated teids (@ g SPECTOTAL
MAGES, WYDOCS) can be exciaded

Admirestration level access 10 all funcians including Admin meny

Aczeas b2 meny cotora AStiane reatnetians

¢ Vel fancoens scldng data query (suable for vistors) User ipgs n wir Standard mode mensa

V| RDE mene optians User ot permeted to swich % Advanced mede
RODE o BRAMNS ransfen CodwD el hekden by dufmat
Taxa mens options Caicolated teids nades by defaut
Geodata mena options Aow repart template edtng
Secpie menu gptons Alow extract te spdates o man datsbyse
Sl meny opiens Parmit record DELETION o1 main dalatass Ses
Sotarveal record mens opiens Permat record MERJING in man datsbase fes
Loans and lother transactons menu apiens Alow Tag Profie edang

mage mena ophsns

DNA mesy sptions

Seed DAk mene OpSens

Living collections mens optons

Visun materais meny optene

Puthes orkne ey optons

FloUsampie data

e

it

Access permissions screen. In this example, user access is restricted to RDE and the user is unable to
switch to Advanced mode. All users have Vital functions.

Software speed on networks

Inconveniently slower speeds are sometimes encountered on certain types of local network when running
BRAHMS in multiple user mode. The slow speeds can be noted when using data grids, usually in the main
species and people files but potentially elsewhere. Slower speeds are not noted in single user mode or when
using RDE, even on the same network.

A typical networked installation of BRAHMS will have the software and database folder installed on a shared drive
—e.g. N\BRAHMS\BRAHMS7 and N:\BRAHMS\BRAHMSDATA-MYDATA\DATABASE. Several workstations will
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have access to these folders. The tempfiles-brahms folders are normally stored on the local workstation — e.g.
C\TEMPFILES-BRAHMS-A.

The symptoms of slow speed in multiple user mode are a) slow opening of files to display data grids b) a general
stickiness of the cursor moving within the grid c) slow tag and filtering functions d) slow Fastsort operations.

If you encounter such problems, you can greatly speed up BRAHMS performance in general by selecting some or
all of the following options:

Field views:
Using field views to reduce the number of columns displayed in data grids speeds up performance. Files such as

the species file include many fields that you will not need day to day. Create a field view (using the = toolbar)
that removes these. You can probably reduce the number of fields by at least 50% without the loss of routine
editing tasks. Note that you can set your preference on Utilities > My setup/profile > Data grids > Restore last
used field view.

Disable dynamic formatting:

Dynamic formatting is when a row colour or font is edited in relation to something in that row, for
example a different colour when a record is tagged. This formatting can slow up speeds are you can
experiment by disabling one or more of these options by choosing:

= Utilities > My setup/profile > Data grids > Highlight tagged records : de-select
= Utilities > My setup/profile > Data grids > Disable strikeout font : select
= Utilities > My setup/profile > Data grids > Do not highlight accepted names: select

Private fields

The use of private fields (fields that can only be seen and/or edited by selected users) can cause a
slowing of grid opening. See Admin > Project configuration > System wide settings > PrivateFields.
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MY NOTES
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