
Procedures 37:  Spread Sheets
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Field data is recorded on a variety of paper forms – for example the feature log.  It is entered into the Global Record in text format by using a word processing program, usually NoteTab.  Because the data is recorded in columns, it is difficult to enter it directly with word processing programs.  If corrections are needed after initial entry, the problem is compounded.  Instead, the use of a spread sheet (e.g. Open Office Calc or Microsoft Excel) as tool to transition from the written form to NoteTab is highly advantageous.
To begin, open a new spread sheet for each log you wish to enter.  In the top row of each, create a descriptive title such as “J5 Feature Log MZ22(2009-T)”.  In the second row, enter the log’s column headings across the page.   However, do not enter a separate column for date and initials as they will go in the first column of each log, which is usually the number of the thing being recorded.  For example the entry in the first column of a feature log would be:
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The meaning is that on 1 August 2009 jN recorded the first two features (5 and 6), then eA recorded the next and last feature of that day (7).  The next morning, 2 August 2009, eA recorded the first feature of the new day (8).  File each spread sheet in the “-noncanonical” folder of the unit book.
The data in the paper copies should be entered onto the spread sheet every day.  After a few days of entries, the data should be entered into the global record.  To accomplish this, first prepare a properly headed NoteTab page:
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The entry “.fn” is a note to keep track of what is in each file.  The entries in “.rd” and “.ri” are taken from the log/spread sheet.  The entry “f” tells the UGR programs what type of log it is processing, and therefore what the columns mean (different for each log).
Next, copy the contents of the spread sheet which you want to put into a “j” (or “r” if a relay) file.  In this example, begin with the row starting with feature 5 (the date and initials before it are already in the file) and copy through feature 8.  Include the intermediate recording initials and dates.

Next, paste the data into NoteTab, beginning on the line immediately after the log identifier, “f.”  Because the spread sheet records blank entries when data does not fill a row (example: .ri  eA) these blanks must be removed.  To do so, select all entries in the NoteTab file (Control A) and then select “Modify” on the pull-down menu.  From that select “Lines,” then select “Trim Blanks.”   Then “Save” it in the “I/J” (or I/R if a relay) folder of your book, using the file label as its name (here T803eA.j)The new file is ready to be processed by the UGR programs (JD for most logs and R for relays).

As a final step, we note which entries are in this file.  On the paper log, draw a diagonal line through the data entered in the NoteTab file and write the file label data (.fl) next to it.  On the spread sheet, add a row under the last entry and write the file label of the NoteTab file.  Then highlight it in yellow.

