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This white paper explains how to backup and send data from ANCS+ 6.3 or 8.0, to a park or institution using ANCS+ 8.0.  Part One will be used by the NPS archeology centers, and by contract catalogers using ANCS+, who need to backup and send their ANCS+ records to a park.  Part Two includes instructions for the recipient, usually parks, who need to load this data into their ANCS+ 8.0 systems.

Centers that send ANCS+ data to parks should include this document with their shipment.  Parks with contract catalogers using ANCS+ 8.0 should give this document to their contractors.

Part One: Backing up and Sending Data
a. If you are using ANCS+ 6.3 or 6.3.1: 

In ANCS+, from the main menu, choose Utilities, and then choose Data Backup Control.  Select option 9, “Full Directory Backup”.  If you’re ANCS+ data includes images, and you need to include the images in the backup, choose option 11 instead.  

Click the Start backup button.  Select the folder that contains the catalog records you need to backup.  For example, C:\Vrediscov\Temp, where “TEMP” is the name of the cultural resources catalog directory.  Natural History records will be in a folder called “TEMPNH”; Archive module records will be in a folder called “ARTEMP”; Item level archives records will be in a folder called “ITTEMP”.  After selecting the appropriate folder, click the Select button.
Now select the folder where the backup zip file will be created.  We recommend you use the default location, C:\Vrediscov\Backup.  Click the Select button to start the backup process.

When complete, the C:\Vrediscov\Backup folder will contain a zip file with the name of the folder you selected for backup, for example TEMP.zip, or TEMPNH.zip.  If you included images (backup option 11), the file name will be “TEMPdataimage.zip”.

Copy this zip file to CD, and send it to the park with a copy of this document (very small zip files may be sent via e-mail).  Include with your memo to the park the range of catalog numbers included in the backup, and any other pertinent information about the project or the database records.

b. If you are using ANCS+ 8.0 or later:

In ANCS+, from the File menu, choose Backup Data.  Choose the “Selected Directories” option.  Click the checkbox for the data directory you need to backup.  For example TEMP – Cultural Resources, where “TEMP” is the name of the cultural resources catalog directory.

Make a note of the location where the backup file will be saved.  If you want to choose a location to save the file, click the Browse link.  We recommend you save the file in your “My Documents” folder, so it will be easy to find.

Make a note of the backup zip file name.  You can un-check the box to enter a name of your own choosing.  If you choose to do so, we recommend you enter a name that includes the name of the directory and the date, such as “TEMP-CR-2-8-2007.zip”.

Click the Start Backup link to start the backup.  The backup will create a zip file, with the name you assigned it, in the folder you indicated.  Copy this file to CD, and send it to the park with a copy of this document.  Include with your memo to the park the range of catalog numbers included in the backup, and any other pertinent information about the project or the database records.

A note about sub-module data:

All data in sub-modules (Accessions, Artist/Maker, Name & Address, etc.) will be included in the directory backup unless the directory being backed up is configured to share these files with another directory.  Refer to the on-line help system for more information about “File-sharing” in ANCS+ 6.3, and “Table sharing” in ANCS+ 8.0.
If you need to send sub-module data to the park (such as Accession records or biographical data in the Artist/Maker sub-module), you can.  It will be included in your backup, and the park can load it, and transfer those sub-module records into their main directory.  Be sure to tell the recipient park that important sub-module data has been included in your backup, so they will know that it is there and can be transferred to their main directory.
Part Two: Loading Data

ANCS+ 8.0 makes it easy to load data, whether the backup is from version 6.3 or 8.0.  When you receive a backup of ANCS+ records from a Center, contract cataloger, or other source, the sender should tell you several things, such as: 

· The type of data included (cultural or natural history catalog records, archives, etc.).

· The name of the backup file they’ve sent (which is probably on a CD)
· The range of catalog records in the backup.
· Whether any important sub-module records also included.
· Whether images are included.
· Any other important information about the project.
If the sender does not provide sufficient information, so that you know what it is they sent, ask them for more information before attempting to load the backup into your ANCS+ system.
Loading a backup in ANCS+ 8.0 is easy.  Note: Make a backup of your main directory before loading new data.  There are four steps to the process:

1. Determine which type of temporary directory to create:
The sender should tell you what type of directory the records are in.  If you don’t have that information, you can determine the directory type based on the name of the backup file.

If the backup zip file is from ANCS+ 6.3, it will be named like this:


Temp.zip or TempDataImages.zip: Create a Cultural Resources directory.

TempNH.zip or TempNHDataImages.zip: Create a Natural History directory.

ARTemp.zip or ARTempDataImages.zip: Create an Archives (4-level) directory.

ITTemp.zip or ITTempDataImages.zip: Create an Archives (Item) directory.

If the backup file is from ANCS+ 8.0, it should clearly indicate that the data is from a CR, NH, AR, or IT type of directory.  If not, ask the send to clarify what type of data they have sent you.

2.  Create a temporary directory to receive the backup:
In ANCS+ 8.0, from the Tools menu choose Create New Directory.  Enter a Directory name, for example, “TEMP”.  Select the appropriate Directory Type.  Click the Create Directory link, and the directory will be created.
3. Load the backup into the temporary directory:

In ANCS+ 8.0, from the File menu choose Load to Empty Directory.  Select the incoming file, by clicking the Browse link and opening the contents of the CD you received.  Select the appropriate zip file from the CD, and click the Open button.  Click the Next button to continue.  Select the temporary directory, into which the data will be loaded.  Click the Finish button to load the data.

If the incoming data is from ANCS+ 6.3, the system will prompt you to upgrade the data before loading it.  Follow the prompts to start the upgrade.  When complete, the data will be loaded into the temporary directory.
4. Transfer the data from the new directory into your main park directory:
In ANCS+ 8.0, go into the new directory, for example TEMP – Cultural Resources, and select the Catalog Records.

If you want to transfer all the catalog records to your main directory, proceed to the next step below.  If you want to transfer only selected catalog records: Select those records in the List Pane, or by using the Filter or Search functions, and then proceed with the next step below.

From the File menu choose Transfer, and then choose Transfer Record(s) to Another Directory.  Choose your main park directory to Transfer To, for example: PARK – Cultural Resources (where “PARK” is your park acronym).

Select the Transfer Scope: to transfer all the catalog records from the new directory to your main directory, choose All Visible Items.  To transfer only the records you selected, choose Selected Items.
If the same record already exists in the destination directory (your main park directory), choose an option: Ignore the incoming duplicate record, or Update the existing target record, or Add a duplicate record in the main directory.  When receiving records from NPS Centers, you will most often use the “Update the target record” option, so that updates the Center made to older records are transferred to your main directory.  Using the “Add a duplicate record” option is not recommended, except in very special circumstances.

Click the Transfer link to transfer the records.  The records will be transferred to your main directory.

Note: for Archive (4-level) directories, repeat the above steps in section 4 for each level (Collection, Series, File Unit and Item) that has data that needs to be transferred to your main park directory.
If the sender included important sub-module records (Accessions, Artist/Maker, Name & Address, etc.) in the backup file, you can transfer those records to your main directory also.  In the new directory (for example, “TEMP”), go to the appropriate sub-module screen, and repeat the steps in section 4 above.
5. Delete the temporary directory:
In ANCS+ 8.0, from the Tools menu choose Delete a Directory.  Click the check box to select the temporary directory, for example TEMP – Cultural Resources.  Click the “Do not create safety backup” check box (you already have a backup of the temporary directory – the backup from which you loaded the data).  Click the Delete Directory link to delete the directory.  Carefully read the “Are you sure you want to permanently delete” message, to make sure you are deleting the correct directory.  If that message lists the correct directory, click the Yes button.  You will be reminded that you didn’t create a safety backup, asking if you’re very sure you want to delete this directory.  Since you already have a backup of this directory, click the Yes button.  The directory will be deleted.
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