Contractor/Park Administrative Record Database Manual
I. Introduction to Administrative Record Database


Welcome to the manual for the National Park Service’s Administrative Record Database template.  Designed to store the complete Project Administrative Record as part of the NEPA process, the database is meant to be created once per project.  It is not designed to be an exhaustive record, storing the Aministrative Record for all NEPA projects within a park unit.  As such, it is limited in what it can do.  The database has been built and modified using Microsoft Access 2000.

What follows is a description of what the database does and how to do it.  Screen shots of the database’s forms are provided making the flow of tasks easy to follow and replicate.  A glossary of terms is provided as well to clarify any terminology used in the manual.


For experienced Access users, the Quick Start portion of the manual should be adequate to get you started.  If you require more thorough descriptions of how to accomplish various tasks, what each box and control on the forms does, or if you need to iron out any problems you may encounter with the Administrative Record Database, see the detailed flow chart section of this manual.


You will also notice that some of the forms say Environmental Quality Division and Personal Water Craft Record.  This is because the database, and this manual, were created during the Personal Watercraft NEPA Rulemaking Environmental Assessments undertaken by the National Park Service.  This statement will change to reflect the name of the project for which the Administrative Record is being created.  However, the functions of the forms and their layout will not change substantially.  The fact that the database was developed as part of the PWC Rulemaking Process does not prevent it from being used for any other NEPA based process that requires an Administrative Record.
Glossary of Useful Terms

Administrative Record Database – The Microsoft Access based application designed to store all documentation that is to become a part of the permanent federal record.

Contractor – The group or organization that has been assigned part of the project.  These are the groups that create documentation that becomes a part of the Administrative Record.  Also referred to as a ‘Documentation Generator’.

Documentation Generator – Also called a ‘Documentation Creator’; A group or organization that is creating documentation that will become a part of the permanent Administrative Record for a project.

Environmental Quality Division (EQD) – The portion of the National Park Service responsible for storing the Administrative Record for all NEPA projects.

Generator ID – Code assigned to a Contractor in the Administrative Record Database; These values populate the ‘Document Creator’ box on the Data Entry Form.

National Environmental Protection Act (NEPA) – The federal law mandating the creation of an administrative record for projectes requiring an assessment of impacts to all resources governed by the entity conducting such an assessment.

Park – The name of the organization or unit (NP, NRA, NS, NL, NPRES, etc.) to whom documentation was sent or for whom documentation was created.  Also referred to as a Project Participant.

Park ID – Code assigned to a park or project participant in the Administrative Record Database; These values populate the To: field on the Data Entry Form.
PRIME Number – The reference number assigned to a record in the database by EQD.  This differs from the Unit Reference Number, which is the PRIME Number assigned to the record by the Contractor’s Administrative Record Database.

Project – The name given to the NEPA task for which an Administrative Record is created.

Project Participant – See Park, The name of the organization to whom documentation was sent or for whom documentation was created.

To: - On the ‘Data Entry Form’ is a box labeled To:.  This is a list of those contractors to whom documentation was directed.  When entering records, indicate each project participant to whom the documentation was sent.

Unit Reference Number –This is the PRIME Number, or document reference number, assigned to each record in a Contractor’s Administrative Record Database.

II.  Quick Start Diagrams


This section is intended as a quick reference guide for experienced database users.  It simply provides a quick overview of how to accompish various routine tasks using the Administrative Record Database.

Enter a New Record

1. Click on the Open Data Entry Form option of the Main Switchboard (Fig. 1).
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Fig. 1 Main Switchboard

2. After the Data Entry Form opens (Fig. 2), click on the New Record button at the bottom (Second from right in Fig. 2).
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Fig. 2 Data Entry Form

3. Enter the appropriate values into the Data Entry Form (Fig. 2) and select one of the navigation buttons (Fig. 4) to move to a new record.  After the record has been saved to the database, you will be prompted with Fig. 3, the New Prime Number for the document.
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Fig. 3 New Prime Number
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Fig. 4 Navigation Buttons

4. If you select multiple in the box labeled To: on the Data Entry Form (Fig. 2), you will be prompted with the Select Appropriate Parks (Fig. 5) form.  Simply select the appropriate parks from the left hand list and click the Add Button.  After the right hand box in Fig. __ lists the correct project participants, click the Finished button to return to Fig. 2 the Data Entry Form.
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Fig. 5 Select Parks
Edit an Existing Record

1. To edit an existing record in the Administrative Record Database, or to associate an existing PRIME number with a new project participant, select the Open Data Entry Form from the Main Switchboard (Fig. 6).
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Fig. 6 Main Switchboard

2. Surf to the appropriate PRIME number.  You can do this two ways, either by using the navigation buttons (Fig. 7) on the Data Entry Form (Fig. 8) or you can use the Filter method (Fig. 9) by simply right clicking on the appropriate box and entering value for which you want to search.
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Fig. 7 Navigation Buttons
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Fig. 8 Data Entry Form
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Fig. 9 Filter By Value

3. Once you have reached the appropriate PRIME number, edit the record to accurately reflect the Administrative document using the Data Entry Form (Fig. 8).

4. To save your changes, select one of the navigation buttons (Fig. 7) at the bottom of the page.
5. If the PRIME number you are altering has been associated with multiple project participants, the Select Appropriate Parks form (Fig. 10) will open.  Simply make sure the box on the right accurately lists those project participants to whom the document was directed and click the Finished button (Fig. 10).  Any changes to the fields for a PRIME Number associated with multiple Park IDs will carry through to all associated records.
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Fig. 10 Select Appropriate Parks

Add a New Contractor or Edit an Existing Contractor

1. First, click on the Add or Edit a Contractor button on the Main Switchboard (Fig. 11).
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Fig. 11 Main Switchboard

2. When the Add or Edit a Contractor form opens (Fig. 12), use the navigation buttons at the bottom of the form to move to the appropriate record.
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Fig. 12 Add or Edit a Contractor

3. If you are editing an existing contractor, make sure the contractors information is correct and click the save button on Fig. 12.

4. To add a new contractor, click the New Record button on Fig. 12 and enter the appropriate values.

5. To delete an existing contractor from the project Administrative Record Database, surf to the appropriate record and click the Delete Record button from Fig. 12.

Add or Edit a Project Participant

1. To modify the list of project participants, either by editing an existing participant or adding a new participant, first select the Add or Edit a Project Participant from the Main Switchboard (Fig. 13).
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Fig. 13 Main Switchboard

2. When the Add or Edit a Project Participant form opens (Fig. 14), use the navigation buttons to move to the correct record.
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Fig. 14 Add or Edit a Project Participant

3. If you are editing an existing participant, make sure the record is accurate and click the Save Record button in Fig. 14.

4. To add a new participant, use the Add New button (farthest left on the navigation buttons at the bottom of Fig. 14) to move to a new record.  Enter the appropriate values.

5. If you want to delete an existing participant from the Administrative Record Database, move to the correct record in Fig. 14 and click the Delete Record button.

Add or Edit an Author

1. To create a new or edit an existing author, first click the Add or Edit an Author option on the Main Switchboard (Fig. 15).
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Fig. 15 Main Switchboard

2. After the Add or Edit an Author form opens (Fig. 16), use the navigation buttons at the bottom to move to the correct record.
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Fig. 16 Add or Edit an Author

3. If you are modifying an existing author, make sure the values on the form are correct.

4. When adding a new record, completely enter all values in the form and select one of the navigation buttons from Fig. 16.

5. To delete an author from the database, select the farthest right button in Fig. 16 after navigating to the correct record.

Create a Report

1. To create a report of records in the Administrative Record Database, first select the Create a Report option from the Main Switchboard (Fig. 17).
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Fig. 17 Main Switchboard

2. When the Report Switchboard opens (Fig. 18), select from the four report type options and follow the prompts.
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Fig. 18 Report Switchboard
Search Database

1. To search the database for particular records, select the Create a Report option from the Main Switchboard (Fig. 22).
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Fig. 23 Main Switchboard

2. From the Report Switchboard (Fig. 24), select the Search Database option.
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Fig. 24 Report Switchboard
3. When the Search Database form opens (Fig. 25), enter the appropriate values into the form and click the Search Database and Preview the Report button at the bottom of Fig. 25.  Note:  You will not be able to search by Bates Number using this form.  Bates numbers are not assigned until the Administrative Records from all contractors have been combined into one Project Administrative Record.
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Fig. 25 Search Database

4. Your report will open once the Administrative Record Database has completed its search.
IV.  Detailed Descriptions and Screen Flows
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Fig. 28 Main Switchboard


When the NPS Administrative Record Database is first opened, you will see Fig. 28 the Main Switchboard.  This form will serve as your guide to the primary functions for which the datbase was programmed.  Any customized queries must be created using Access’ standard query builder, which is available through the main database window.  Here is a general description of each of the options available on the Main Switchboard with more detail to follow in subsequent sections of this manual:

· Open Data Entry Form – Click this option to record new documentation for a given project.
· Add or Edit a Contractor – Click on this option to edit an existing contractor or to add an additional contractor the list of those participating in a project.
· Add or Edit a Project Participant – Select this option to edit the list of existing participants or to add additional participants to the project list.
· Add or Edit an Author – Select this option to edit the information for an existing author of official documentation or to add a new author to the project.
· Create a Report – Selecting this option will present you with another form listing the default reports available in the NPS Administrative Record Database.  New, custom reports can be created using Access’ basic report creator, which is available through the main database window.
· Exit Administrative Record Database – Select this option to exit the NPS Administrative Record Database.
Open Data Entry Form

1. To enter a new record into the Administrative Record Database or to edit an existing record, first select the Open Data Entry Form option from the Main Switchboard (Fig. 28).  This will open the Data Entry Form (Fig. 29).
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Fig. 29 Data Entry Form

· Date – Enter the date on which the official document was created.
· Unit Record # - This box will show the PRIMEr reference number for a record in the Administrative Record Database.  
· Category Code – Enter the type of record into this box.  Clicking on the drop down menu at the right will provide you with a list of available types.
· Author – Enter the individual that created the correspondence in this box.  Clicking on the drop down menu at the right will provide you with a list of available options.
· To: – Enter the Project Participants to whom this documentation was sent.  Click on the drop down menu at the right to generate a list of available options.  Note:  Select Multiple from the drop down menu at the right of the box to associate the record with multiple project participants.
· Document Creator – The default value for this box is EQD and should remain so when entering new records created 
by the EQD.  However, the value will change to reflect the creator of the documentation when scrolling through all of the records in the database.
· Title – The user assigned title of the document.
· Description – The user assigned description of the document.  This field may contain the actual text of the documentation in some cases.
· Notes – Any significant notes about the document

· Confidential – Check this box if the document is confidential.

2. Clicking on any of the record buttons (Fig. 30) at the bottom of the Data Entry Form (Fig. 29) or using the tab feature to move to a new record will save the current record before moving to the new record.
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Fig. 30 Record Selectors

· First Record (Left most button) – Select this button to move to the first record in the database.
· Previous Record (Second from the left) – Select this button to move to the record immediately previous to the current record.
· Next Record (Third from the left) – Select this button to move to the record immediately after the current record.
· Last Record (Fourth from the left) – Select this button to move to the last record in the database.
· New Record (Second from the right) – Select this button to move to a new record.
· Delete Record (Far right) – Select this button to delete a specific record from the database.  Note:  This only deletes a single ‘row’ from the database.  For a record with multiple project participants, you have to delete each of the project participants seperately to completely eliminate the PRIME number.

3. If you are adding a new record to the database, fill in the appropriate values on the Data Entry Form (Fig. 29) and click on one of the navigation buttons (Fig. 30) at the bottom of the form.  After the database has saved the new record, you will be prompted with the New Prime Number form (Fig. 31).  This form will inform you of the Prime Number assigned to this record.
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Fig. 31 New Prime Number

4. To associate a new record with multiple Project Participants, make sure that the To: box on the Data Entry Form (Fig. 29) reads ‘Multiple’ before moving to the next record.  Selecting ‘Multiple’ and moving to another record when entering a new record, or editing an existing record associated with multiple project participants, will open the Select Appropriate Parks form (Fig. 32).  Note:  This form will also open whenever you are editing a To: or a Park ID for a record associated with multiple project participants.
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Fig. 32 Select Appropriate Parks

When this form opens, the participants you see on the right are those with whom the current record is assocated and the records on the lef are a list of participants included in the project.  The Prime Number for the document is displayed in a box at the top of the form.  Note:  The purpose of this form is to make sure that the values in the right hand box are a complete list of the project participants associated with an Administrative Record.

· Select a Park to Add – This box is a complete list of the project participants currently associated with this project.

· Select a Park to Remove – This box is a complete list of those project participants already associated with this document.  Note:  When this form first opens, you will notice that ‘Multiple’ is listed as an associated participant.  You will not be able to close this form and move on until ‘Multiple’ has been replaced with an appropriate project participant.
· Add – This button moves a value from the list on the left to the list on the right.  It doesn’t light up and become available until you have selected a value from the list on the left.  Note:  If ‘Multiple’ is a value in the list on the right, the first park you select to add by clicking this button will replace ‘Multiple’ in the list of associated participants.
· 
Remove – This button eliminates a value from the list on the right.  It is not available for use until you have selected a value from the list on the right.  Note:  You will not be able to select the value ‘Multiple’ for removal from this list.  Doing this will produce an error message.
· Finished – Click this button only when the values in the list of associated project participants accurately reflects those associated with this piece of documentation.  Once you have all of the appropriate values in the list of associated project participants, selecting this button will allow you access to the Data Entry Form (Fig. 29).  Note:  Selecting this value with ‘Multiple’ still in the list of associated project participants will not close the form nor will it allow you access to the Data Entry Form.

Add or Edit a Contractor
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Fig. 33 Add or Edit a Contractor


Contractors are, by default, participants in a project.  They are the groups or individuals that create documentation that is to be stored in the Administrative Record Database.  Essentially, these are the people from whom documentation arrives.  Note:  Every piece of documentation in the Administrative Record Database must have an associated contractor.  Selecting the Add or Edit a Contractor button on the Main Switchboard (Fig. 28) opens Fig. 33.

· Generator ID – This value is the code for the contractor within the database.
· Enter Generator Name – This is the user created value for the contractor and is how you will reference the contractor whenever using the Administrative Record Database for a project.

· Save Record – Click this button to save a contractor you have entered into the database.

· Delete Record – Click this button to remove a contractor from the project Administrative Record Database.  Note:  Selecting to delete a record will prompt you to make sure you want to delete the contractor from the database.  Selecting to delete the contractor from the database will also delete all of the administrative records associated with the contractor.  Likewise, changing the name of the contractor in the Generator Name box will change the name associated with all records for that contractor.

· Navigation buttons – Use the buttons at the bottom of the form to move through the list of contractors associated with a project.  Note:  Selecting the button on the far right will allow you to enter a new contractor.
Add or Edit a Project Participant
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Fig. 34 Enter a Project Participant

A Project Participant, in many cases a national park or recreation area, is a group to whom documentation is dircted.  They are the groups associated with or affected by the project for which the project Administrative Record Database was created.  To modify the list of Project Participants, either to edit existing participants or to add a new participant, select the Add or Edit a Project Participant option from the Main Switchboard (Fig. 28) to open Fig. 34. 
· Enter Park ID Code – No more than 8 characters long, this code serves as the identifier or code name for a project participant.  Note:  You will receive an error message if you try to enter a duplicate code.
· Enter Park Name – Enter the formal name of the project participant here.

· Save Record – Click this button to save a new record or any edits to an existing record.

· Delete Record – Click this button to delete a project participant from the Administrative Record Database.  Note:  Selecting to delete a record will prompt you to make sure you want to delete the park from the database.  Selecting to delete the park from the database will also delete all of the administrative records associated with the park.  Likewise, changing the name of the park in the Park Name box will change the name associated with all records for that park.

· Navigation buttons – Use the buttons at the bottom of the form to move through the list of contractors associated with a project.  Note:  Selecting the button on the far right will allow you to enter a new contractor

Add or Edit an Author
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Fig. 35 Author Maintenance


An author is the name of the individual responsible for creating the documentation that is being stored within the project Administrative Record Database.  Selecting the Add or Edit an Author option from the Main Switchboard (Fig. 28) opens Fig. 35.

· Name – This is the complet name, formatted as last, first, of the author.

· Agency – Enter the name of the government agency or contractor for whom this person is working.

· Title – Enter the author’s title in this box.

· Location – Enter the city and state in which the author resides.

· First Record (Left most button) – Select this button to move to the first record in the list of authors.
· Previous Record (Second from the left) – Select this button to move to the record immediately previous to the current record.
· Next Record (Third from the left) – Select this button to move to the record immediately after the current record.Last Record (Fourth from the left) – Select this button to move to the last record in the list of authors.
· New Record (Second from the right) – Select this button to move to a new record.
· Delete Record (Far right) – Select this button to delete a specific record from the list of authors.  Note:  This deletes the author and any documentation associated with him or her.

Create a Report
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Fig. 36 Report Switchboard


Selecting the Create Report option from the Main Switchboard (Fig. 28) opens the Report Switchboard (Fig. 36), allowing you to create one of two default reports included with the Administrative Record Database.

· Create a Report of Non-Confidential Documents - Select this option to create a report of non-confidential documents for a project.  You will be able to create a report for one or more parks as well as for all parks/project participants.

· Create a Report of Confidential Documents - Select this option to create a report of confidential documents for a project.  You will be able to create a report for one or more parks as well as for all parks/project participants.

· Create a Report Using Multiple Criteria – It may be useful to create a report that fill multiple criteria.  To enter several criteria as part of your record search, select this option from the Report Switchboard (Fig. 36).

· Search Database – Select his option to search the database and create a report of Administrative Records that fit specified criteria.  It differs from the previous selection in that it does not allow you to specify multiple Bates numbers, PRIME numbers, Category Codes, or Authors.
· Exit Report Switchboard – Select this option to return to the Main Switchboard (Fig. 28).

Creating a confidential or non-confidential report


Because the method for creating both of these reports is identical, the manual contains only one set of screen shots for both of these reports.  The only difference between the two reports is that one shows only those records checked as Confidential on the Data Entry Form (Fig. 29).  After selecting one of the two options on the Report Switchboard (Fig. 36), you will be presented with the Select Project Participants Form (Fig. 37).
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Fig. 37 Select Project Participants

· All Participants – If you want to create a report without specifying the participants to be included in the report, select this option.  Note:  The Select Park Name box will remain unusable until you click to remove the dot from the All Participants radio button.  Likewise, all values selected in the active Select Park Name box will disappear and become unusable once the black dot is returned to the All Participants radio button.
· Select Park Name(s) – To specify the project participants to be included in the report, select the appropriate Park IDs from this box.  Note:  You can select multiple Park IDs by holding down the Ctrl button and clicking on appropriate Park IDs.

· Create Report – Once you have selected the appropriate values from the Select Name box or clicked on the All Particpants radio button, click this button to create your report.
Create A Report Using Multiple Criteria

Many times, you will want to create a report based upon multiple criteria, such as who the record was to and Contractor Name.

1.
To do this, simply select the Create a Report Using Multiple Criteria option from the Report Switchboard (Fig. 36).  Selecting this option will open the Select Report Criteria form (Fig. 38).
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Fig. 38 Select Report Criteria

2. Enter Criteria – To select the criteria for your report, select the Filter by Form button, the middle button in Fig. 39, that is at the top Microsoft Access window.  Selecting this button will enable you to enter values into each of the boxes on the Select Report Criteria (Fig. 39) form.
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Fig. 39 Filter By Form & Apply Filter Buttons
3. Selecting the Filter by Form button will open up the boxes on the Select Report Criteria form (Fig. 38).  Enter the values you wish to include in your report into the appropriate boxes.  Clicking on the right hand drop down box in each of these boxes will provide you with a list of possible values from the database for each field.
4. After entering the appropriate values, click on the Apply Filter button, farthest right in Fig. 40, to create a list of records that meet your search criteria.  The Create Report button on Fig. 38 will now be available as well.
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Fig. 40 Filter By Form & Apply Filter Buttons
5. To generate your report, simply click the Create Report button on Fig. __, and a report containing the documents you have specified will be created.
Search Database


To create a report of records from the database containing specific words, document types, etc., select this option from the Main Swithchboard.  When you click on this button, the Search Database form will open (Fig. 41).
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the specified citera. Up ta thiee seperate citera can be provided.

DESCRIPTION

[ Search Database and Preview the Report |





Fig. 41 Search Database

· Bates Number – Bates numbers are not entered until all Administrative Records have been combined into one Project Administrative Record.  As such, this control will not allow you to enter a searchable Bates number.
· Record # - Enter a Prime Number to include this as a criteria in your search.

· Date – Enter the creation date here to include this as a criteria in your search.

· Cat Code – Enter a Cat Code here to include this as a criteria in your search.  Clicking on the drop down button at the right of this box will create a list of options.

· Author – Enter an author’s name (last, first) here to include this as a criteria in your search.  Click on the drop down menu at the right of this box to create a list of options.

· Description – Enter text you know to be part of the Description of the document(s) for which you are searching.  If you enter values in more than one of the text boxes, the database will look for records with all of the criteria you have specified.

· Title – Enter text you know to be part of the Title of the document(s) for which you are searching.  If you enter values in more than one of the text boxes, the database will look for records with all of the criteria you have specified.

· Notes – Enter text you know to be part of the Notes of the document(s) for which you are searching.  If you enter values in more than one of the text boxes, the database will look for records with all of the criteria you have specified.
· Search Database and Preview Report – Click this button once you have specified all search criteria, to generate a report of those records meeting your criteria.
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