
Recollector User’s Guide 
(This version of the User’s Guide documents Version 2.6.7 of Recollector for MS/Windows.) 

 

Introduction 
 
Recollector is a flexible and powerful program that lets you organize and manage 
information about your collections.  Collections of any type can be cataloged with 
Recollector, since you are able to choose exactly the kinds of information that you want to 
maintain about each of your collections. The program lets you describe and enter data about 
the items in your collection, using text and images (as well as audio or video clips if you so 
desire).  The collection database that you create can then be viewed, sorted, searched, 
printed, etc.  You are not restricted to creating a single collection database - you can create 
as many collection databases as you want with Recollector. 
 
This User’s Guide describes the MS/Windows version of Recollector.  A version of 
Recollector for Macintosh OS X is also available, and includes its own built-in help.  The 
features of the Windows and Mac versions of Recollector are, for the most part, the same, so 
the Windows version of the User’s Guide that you are now reading can also be used as a 
good introduction to the Macintosh version. 
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Setting up a Collection - Overview 
 
The very first time you run Recollector, a welcome screen will ask you whether you want to 
begin by creating your first collection: 
  

 
 
If you choose to create a collection, Recollector will begin the collection-creation wizard. 
The wizard is described in the section of the User’s Guide about Defining a New Collection 
(p.6). If, instead, you click the Just continue using Recollector button, Recollector’s Start-
Up Window will be displayed.  The Start-Up Window is what Recollector displays when no 
collections are currently open.  The Start-Up Window shows you the collections, if any, that 
you have recently used, and it also provides buttons that let you create new collections, open 
or restore existing collections, and register your copy of Recollector by entering a license 
key. 
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Note: The Register (remove demo mode restrictions) button is only displayed when you are 
running in Demo mode. Once you have purchased a license key, you can click this button 
and enter your key.  After that, the Start-Up Window will no longer display this button. 
 
In order to perform the setup for your first collection database, click the Create New 
Collection button.  You will then be given a choice of using a wizard to create a new, 
empty, collection (based on a template chosen from a set of collection-type templates 
provided by the program) or creating a collection, including data, from an external data 
source (either an Excel spreadsheet or a comma- or tab-delimited text file). 
 
Creating a collection is actually a fairly quick and simple process, regardless of whether you 
are using the wizard or creating a collection from an external data file.  During the collection 
creation process, you will be telling Recollector the following things: 
 

• A name for your collection (for example, “My Coin Collection”). 

• The fields (discrete pieces of information) that you want to include for each data 
record. 

• The name and location of the file on the computer where your collection will be 
stored. (Your collection will be saved as a single file on the hard disk of your 
computer.) 

• Optionally, the location of the directory where digital images (as well as audio or 
video clips) for your collection items are stored. 

 
If you created an empty collection from a template, using the wizard, you can then enter 
data into the collection in one of two ways: 
 

• Type in the data through data-entry screens that Recollector provides. 

• Import data that is stored either in an Excel spreadsheet or in a tab-delimited text 
file. 
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Note: Recollector allows you to catalog multiple collections.  The Start-Up Window shows 
you the collections that you have worked with in the Recently opened collections list: 
 

 
 

You can open any of those collections by double-clicking on the appropriate row in the list.  
You can also select one or multiple rows in the list and then click the Open button. 
Recollector will open collection windows for each of the selected collections. When you 
exit from Recollector, the collections that you had open will be remembered, and these will 
be automatically opened the next time you start the program.  Once a collection window is 
displayed, the Start-Up Window is closed.  But you can always access other, non-opened, 
collections by using the Open Recent menu on the collection window’s File menu. 
  
See the chapter on Defining a New Collection (p.6) for a full description of the process of 
creating a new, empty, collection from a template, using a wizard. 
 
See the chapter on Creating a Collection from an Excel Spreadsheet or a Text File (p.16) 
for a full description of the process of creating a collection, including data, from an external 
data file (Excel spreadsheet or a comma- or tab-delimited text file). 
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Defining a New Collection 
 
Recollector provides two ways to create a new collection: 

1. Create a collection from a template, using a wizard.  The wizard will step you 
through the creation of a new collection, using one of Recollector’s built-in 
templates. The template specifies which fields will be automatically defined for your 
collection.  You will have the opportunity to add to or modify this initial set of 
fields.  A collection made from a template does not initially contain any data.  Data 
is added subsequently, either by data entry using the customized data input screen 
that is automatically created for the new collection, or by importing from an Excel 
spreadsheet or from a tab-delimited or comma-delimited text file. 

2. Create a collection from a pre-existing Excel spreadsheet or from a tab-delimited or 
comma-delimited text file.  In this case the set of fields will be derived from the 
columns found in the spreadsheet or file, and the collection will also be populated 
with the data from the spreadsheet or file.. 

This section of the User’s Guide describes the first of these two methods: Creating a 
collection from a template.  To read about the other method, go to the next chapter, 
Creating a Collection from an Excel Spreadsheet or a Text File (p.16). 

To set up a new collection, pick New Collection from the File menu of a collection window 
or click the Create a new collection button in the Start-Up Window.  This will bring up the 
following dialog box: 
 

 
 

Make sure that the first choice (Create a new, empty, collection from a template, using a 
wizard) is selected.  Click the Create collection button.  (If you want to use one of the other 
two choices – creating a collection, including data, from an Excel spreadsheet or a comma- 
or tab-delimited text file – read the next chapter of the User’s Guide on Creating a 
Collection from an Excel Spreadsheet or a Text File.) 
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The Create Collection Wizard will be displayed: 
 

 
 

The wizard helps you to create a new collection in five easy steps. The sections below 
describes the individual steps. Click the Next button to move from step to step. You can use 
the Back button to return to earlier steps to look at your prior choices or to make changes. 
 
Important note!  All of the choices you make while using the wizard are reversible. Even 
after you have begun to add data to your collection, you will be able to modify the choices 
that you made earlier when you were using the wizard to create the collection. You will be 
able to add new fields, modify existing fields, delete unneeded fields, change the 
collection’s name, and modify the default currency and dimension units. For this reason, do 
not think, as you make your way through the steps of the wizard, that you need to make 
exactly the right choices. You will always be able to make changes to your collection later 
on.  So if you find yourself uncertain about which choice to make at some point in the 
wizard, don’t worry too much and just make your best guess; you will always be able to fix 
things up later, if necessary. 
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Step 1: Name your new collection 

 

 
 

Every collection has a name, usually identifying the nature of the collection. Type in the 
name you want to give your collection. Collection names can be single-word or multi-word, 
but the letters in a collection name must consist only of letters, numbers, spaces, and the 
underscore character.  In the images shown in this section of the User’s Guide, the examples 
will be for a collection of early typewriters, which will be named My Typewriters: 
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Click the Next button to move on to the next step of the wizard. 
 

Step 2: Choose a template for the collection 
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Recollector comes with a set of templates for new collections. The templates provide you 
with an initial set of fields. (You will be able to make modifications to this initial set in the 
next step of the wizard.)  The program tries to start you off with a set of fields appropriate 
for the kind of collectibles you will be cataloging.  Click on the down-arrow of the drop-
down list to see the set of available template names, and choose the template that seems 
most suited to your collection type. After choosing a new template name from the drop-
down list, a description of the particular template is shown. Read the description to see if it 
fits your collection. If several template names seem possibly appropriate, try selecting each 
of them and read their descriptions to help you make a choice. 
 
If the kind of collectible you have doesn’t match any of the choices in the drop-down list, 
choose generic, which will start you off with a simple set of fields that are applicable to 
almost any kind of collection; you can then add to this initial set during the next step of the 
wizard. 
 
For our example collection of typewriters, the machines template seems like the best choice: 
 

 
 

Click Next to proceed to the third step of the wizard: 
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Step 3: Customize the fields for your collection 

 

 
 
In this step of the wizard, the scrolling list at the left initially shows you the fields that are 
provided by the template you chose in the previous step. If the set of fields seems 
inappropriate for your collection, you can always click the Back button to go to the previous 
step and choose a different template. 
 
Look through the list of fields to see whether you want to make any changes. The following 
changes can be made: 
 

• Change the name of a field: Click on the element in the list whose name you want 
to change. Edit the name in the Field name text-entry box and click the Change 
button.  The only restriction on field names is that you cannot have duplicate names, 
so the program will not let you change a field to a name that is already in use by 
another field. 
Special notes on field names: 

� If a field’s name is enclosed in parentheses, for example: (Images), 
Recollector will hide the field’s name (but not the data) in the Item Details 
display for a data record. Some fields, typically image fields, don’t need a 
field name next to them in order to define what is being shown: The image 
itself is self-explanatory, and the display of the record is more attractive if the 
field name for the image is omitted. Use parentheses around the field name to 
get this hidden-field-name effect.  All of the image-type fields in 
Recollector’s templates do this: All the templates include a field named 
(Images). 
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� Currency and dimension fields are displayed by Recollector using the 
currency symbol or dimension abbreviation chosen as the defaults (see the 
next step of the wizard). However, you can define a custom currency or 
dimension field that uses non-default units. This is appropriate when, for 
example, one particular dimension field uses different units than the default 
units used by the other dimension fields. It is also appropriate when you have 
a currency or dimension field for which you want to specify units that aren’t 
included in the set of default choices. To provide a currency or dimension 
field with custom units, specify the custom unit symbol or abbreviation, in 
parentheses, at the end of the field name.  For example: Width (mm.) or Price 
(¥). 

 

• Change the data type of a field: Click on the element in the list whose type you 
want to change. Pick the desired type from the Data type drop-down list. There are 
eight available data types: 

� short text [For fields that will hold short text values, typically just a word or 
a phrase.] 

� one-line text [For fields that will hold longer, but still single-line, texts, such 
as long phrases or not-too-long sentences.] 

� multi-line text [For fields that will hold long texts, including longer 
sentences, multiple sentences or multiple paragraphs.] 

� currency [For fields that will hold currency values.] 
� dimension [For fields that will hold size values, such as length, width or 

height.] 
� number [For fields that will hold numeric values (other than currencies or 

dimensions).] 
� date [For fields that will hold full (e.g. Mar. 22, 1945) or partial (e.g. 1850) 

dates.] 
� image/audio/video [For fields that will hold images or audio/video clips.] 

Note: The three text data types (short text, one-line text, and multi-line text) are 
mostly identical. They differ only in the way that text-entry fields are displayed in 
the data-entry/editing window. Short text fields are displayed as small text-entry 
boxes; one-line text fields are displayed as full-width text entry boxes, and multi-line 
text fields are displayed as full-width, scrollable, multiple-line text-entry boxes.  In 
addition, only short text and one-line text fields can be configured to use picklists 
(drop-down lists) in the data-entry window. 
 

• Delete a field: Click on the element in the list that you want to delete, and click the 
Delete field button. 

 

• Add a new field: Click the Add a new field button. A new-field panel will appear. 
Type in a name for the new field and choose a data type from the drop-down list: 
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Click Add to add the new field to the list: 
 

 
 

Note that the new field has been added at the bottom of the list. It is important to realize that 
the order of the fields shown in this list does not matter. Once you have created your 
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collection and are working with it (adding and editing data, display the collection), you will 
have complete control over the order in which fields are displayed. The order in which fields 
are shown here in the wizard has no effect on field order once you are using the collection. 
 
Click Next to proceed to the fourth step of the wizard: 
 

Step 4: Choose default units for currency and dimension fields 

 

 
 

When entering data into your collection for currency and dimension fields, you do not need 
to include symbols or abbreviations for the units used.  For example, if you have a currency 
field for the price which you paid for an item, you would enter the price as 123 rather than 
as $123 (if your currency units are dollars). Recollector will assume that your currency and 
dimension values utilize whichever units you define in this step of the wizard, and 
Recollector will show the appropriate units symbol or abbreviation when displaying your 
data. 
 
As described in the notes on this page of the wizard, and also as described earlier in this 
chapter of the Users’s Guide, you can create individual currency or dimension fields that use 
a different set of units than those defined as the default.  More commonly, however, you 
will want to use a single currency unit and a single dimension unit throughout, and this step 
of the wizard lets you define those units. 
 
Click Next to proceed to the last step of the wizard. 
 



 15

Step 5: Choose where to store your collection 

 

 
 

At this point, the wizard is ready to create the underlying data file for your collection. You 
can choose where to store this data file and what it should be named. The wizard will 
suggest a location in your computer’s Documents folder and will suggest a name derived 
from the name of your collection. This can be seen in the image, above, where Recollector 
is suggesting that this particular collection file be saved with the name MyTypewriters.xml 
in the C:\Users\Jeremy\Documents directory. If you want a different name or location, click 
the Browse button and use the file-selection dialog that comes up to choose a new name 
and/or location for your collection file. Note: The filename for your collection file must 
have a filename extension of .xml. Recollector stores collection files in XML format, and 
such files have .xml as their filename extension. You can change the initial part of the 
collection’s file name, but you must keep .xml as the filename extension. 
 
Click the Finish button to complete the creation of your new collection. Once the new 
collection has been saved to disk, Recollector will open the new, empty, collection: 
 



 16

 
 
The Congratulations! window presents some information about your new collection, 
including how to begin adding data to your collection, how to make changes to the design of 
your collection, and how to control the order in which fields are displayed. 
 
When Recollector created the collection file, it also created a folder to hold your collection’s 
images.  This is referred to as the Image Directory. The folder for the Image Directory was 
created in the same directory as your collection file. Recollector does not require your 
collection to use an Image Directory. Your collection may not contain images (in which 
case an Image Directory is not needed), or you may choose to link to images in a variety of 
locations on your disk, rather than just in one single directory. But in general it is a good 
idea to have and to use an Image Directory with your Recollector collection. The last section 
on the Congratulations! Window explains how to modify (or eliminate) the Image Directory 
specification for your collection. For full information on images (and audio or video clips) 
and the image directory, see the section of the User’s Guide on The Image Directory (p.28) 
 
If you exit Recollector at this point, the program will remember the location of your 
collection file. The next time you open Recollector, the program will automatically open 
and display the same collection.  
 
 
 
 
 
 

Creating a Collection from an Excel Spreadsheet or a Text File 
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Recollector provides two ways to create a new collection: 

3. Create a collection from a template, using a wizard.  The wizard will step you 
through the creation of a new collection, using one of Recollector’s built-in 
templates. The template specifies which fields will be automatically defined for your 
collection.  You will have the opportunity to add to or modify this initial set of 
fields.  A collection made from a template does not initially contain any data.  Data 
is added subsequently, either by data entry using the customized data input screen 
that is automatically created for the new collection, or by importing from an Excel 
spreadsheet or from a tab-delimited or comma-delimited text file. 

4. Create a collection from a pre-existing Excel spreadsheet or from a tab-delimited or 
comma-delimited ASCII text file.  In this case the set of fields will be derived from 
the columns found in the spreadsheet or file, and the collection will also be 
populated with the data from the spreadsheet or file. 

This section of the User’s Guide describes the second of these two methods: Creating a 
collection from an Excel spreadsheet or from a delimited ASCII text file.  To read about the 
other method (creating a new, empty, collection from a template), read the chapter of the 
User’s Guide on Defining a New Collection (p.6). 

Note: In order to create a collection directly from an Excel spreadsheet or a delimited ASCII 
text file, the source data must contain column names in the first row (of the spreadsheet) or 
line (of the text file).  These column names will become the field names in the collection.  
Any column that has a missing (empty, or blank) value for the column name in the first 
row/line will be excluded from the set of fields available to import into the collection. If the 
data you want to use does not already contain column names in the first row, you should edit 
the source file with the appropriate program (Excel, for spreadsheets; a text editor for ASCII 
text files) and insert at the top of the data a row/line with column names. 

Note: If your source is an ASCII text file, the column names should be separated by the 
same separator character (tab or comma) that is used to separate the data values in the rest of 
the file.  Files that use this delimited text format are often referred to as Comma-Separated-
Values (CSV) files, even though the character used to separate fields may not necessarily be 
a comma. (Recollector supports either comma or tab as the field separator.) There are 
numerous online descriptions of CSV files; see, for example, the Wikipedia page on this 
topic (http://en.wikipedia.org/wiki/Comma-separated_values). Recollector expects the CSV 
files that it uses to create a new collection to use the standard quoting conventions generally 
accepted for CSV files. This convention uses the double-quote character (") to quote any 
value that itself contains separator characters, end-of-line characters or double-quote 
characters. A double-quote character within a field is represented by a pair of double-quote 
characters.  So, for example, the value This is a "big" shell. would be represented in a CSV 
file by the following string, including the enclosing double-quote characters: "This is a 
""big"" shell.".   
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To create a new collection from an existing Excel spreadsheet or a delimited ASCII text file, 
pick New Collection from the File menu of a collection window, or click the Create a new 
collection button in the Start-Up Window.  In the Create New Collection dialog that comes 
up, choose either the second (Excel spreadsheet) or third (delimited text file) choice: 
 

 
 

Click the Create collection button.  You will next be given a file selection dialog. Use the 
dialog to navigate to and select the source file (Excel spreadsheet or ASCII text file, 
depending upon the choice you made in the previous step). 
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After the spreadsheet or file has been read, the following dialog will be displayed (though 
the field names shown will be different from this example, and will reflect the collection 
data you are importing): 
 

 
 

At the top of the dialog, specify the name for the new collection (or accept the suggested 
name, which is derived from the name of the file just read). 
 
In the central section of the dialog is a list of all the fields found in the file just read.  If there 
are more than five fields, you can use the scrollbar at the right to view the other fields.  Each 
field’s name is taken from the column name in the source.  A checkbox to the left of the 
field name can be used to include/exclude the particular field from the collection.  Turn off 
the checkbox of any field that you do not want to include. 
 
A data type is shown for each field.  These data types are a “best guess” on the part of the 
program as to which of the different data types the corresponding field should be.  The 
program scans the data in each field in order to make this guess.  If the field appears to 
contain text values, the program assigns one of the three text types (short, one-line, or multi-
line), based on the length of the longest texts found in the data for this field.  If the field 
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appears to contain dates, the date type is assigned.  If the field appears to contain numbers, 
the number type is assigned.  Scan these “best guess” data types, and use the drop-down lists 
to change the data-type assignments for any fields where the best guess is not correct.  Click 
the preview data button to view a few values from the corresponding field in the Preview 
pane (below the field list).  Looking at the data values can help remind you of the kind of 
data held in this field, and thereby help you in choosing the appropriate data type to assign. 
 
It is worth noting that having the “correct” data type for a field is not all that critical.  
Recollector uses data types to help provide the right size data entry field in the data-entry 
window, and also to provide more intuitive results when sorting.  (For example, if you sort 
by date, you expect the results to be sorted chronologically and not alphabetically.)  So if 
you have a field that holds prices, nothing terrible will happen if you define this field to be a 
text field or a number field, rather than a currency field.  But it is still a good idea to try to 
choose the data type that best corresponds to the actual kind of data that is stored in a given 
field.  If you make a data-type choice at this point (when creating a new dataset from 
imported data), you are not locked into that choice.  At any point, no matter how much you 
have already used your collection, you can modify the field definitions and change a given 
field’s data type. 
 

Three notes on the initial data-type assignments: 
 

1. The program never chooses currency or dimension as a best guess, so for 
fields that hold currency values or dimension measurements you will 
generally want to choose a data type of currency or dimension, as 
appropriate, to override the best guess (which, in most cases, will have 
been set to the number data type).  
 

2. The program never chooses image/audio/video as a best guess, so if you 
have a field that is used to contain filenames of images (or audio or video 
clips), change the data type for such a field to image/audio/video. 
 

3. If you are creating a collection from an Excel spreadsheet and the 
spreadsheet contains a column whose cells are formatted as Excel dates, 
Recollector will, in general, choose date as the best-guess data type.  
However, if some of the cells in the column have unusual dates (many 
years ago, or dates off into the future), the program might give a best-guess 
assignment of either number or one of the text data types.  If you display 
some of the column’s values (by clicking on the preview data button), you 
will typically see numbers (e.g. 34488) if the data type is set to something 
other than date.  If you select date as the data type for the field, you will 
see that the preview values change to dates (e.g. 3-Jun-1994).  This is a 
good indication that you should select date as the appropriate data type for 
such a field. 

 
Every Recollector collection includes an “ID #” field.  The field does not necessarily have 
the name ID #, but the field – whatever its name – functions as the collection’s ID # field.  
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Each record in the collection is expected (though not required) to have a unique value in its 
ID # field, allowing this field to be used to create hyperlinks between records.  The section 
near the bottom of the Import New Collection dialog is used to control how the ID # field 
will be created. 
 
If the spreadsheet or file that you are using to create the collection does not already include a 
field that is suitable to use as an ID # field, you can request that the program create an 
additional field (named ID #) for this purpose.  If you do this, the program will normally 
assign sequential numeric ID # values (1, 2, 3, etc.) to the records in the new collection.  
You can turn off the Generate sequential ID numbers (1,2,3 …) checkbox if you do not 
want ID numbers generated.  In this case, the program will still create a new ID # field, but 
all the values will initially be empty. 
 
If the spreadsheet or file that you are using to create the collection already contains a field 
that is appropriate to use as an ID # field, pick the Use the specified field as the ID # field 
radio button and select the desired field from the adjacent drop-down list.  When you do 
this, the data type column in the field list will indicate that the field has been selected as the 
ID # field, and no drop-down list of data-types will be available for that field. 
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The following picture shows what the window from the prior example looks like after a few 
data types have changed, the preview button for the field named Date has been clicked, and 
an existing field (Entry num.) has been selected as the ID # field: 
 

 
 

When you have completed reviewing the fields for the spreadsheet or file to be imported, 
and making whatever choices you would like (such as: modifying the collection name, 
excluding certain fields, changing data types, choosing an ID # field), click the OK button.  
The program will then prompt you for the name and location of the new collection file that 
it will create. 
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When the new collection file has been written out, the program will ask you whether you 
want to make any additional modifications: 
 

 
 

If you choose to make additional changes, the Modify Fields dialog will open.  
Documentation for this dialog can be found in the chapter on Modifying a Collection’s 
Fields & Specifying the Image Directory (p.25) Once you have dismissed the Modify Fields 
dialog (or immediately, if you choose to make no further changes at this point), the new 
collection will be opened. 
 

Notes: 

 

• The filename you specify when saving your collection file should have an extension 
of “.xml”.  (Recollector stores the database for a collection in a single file, using 
what is called “XML” format. This is a file format widely used to store structured 
data.  It is a text file format; the contents of an XML file can be viewed in any text 
editor. An XML file can also be displayed in a web browser.  Note: Do not modify 
this file in an external program, as any changes you make to it may cause it to be 
unreadable by Recollector.) 

• You will not have to remember the name or location of your collection file, as 
Recollector will remember this information for you. 

• You will be able to make changes to the setup of your collection database, even after 
you have begun adding data.  The choices regarding your collection database (field 
definitions, currency/measurement-unit choices, collection name, and image 
directory location) can all be modified at a later time. 
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• The size of the collection file depends upon the number of fields and the number of 
data records in the database. However, even a collection of 1,000 records is unlikely 
to require more than about 2 megabytes of storage.  Therefore disk space is not 
likely to be a problem, unless you choose to store your collection on a diskette or 
other very low capacity disk. 
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Modifying a Collection’s Fields & Specifying the Image Directory 
 

The Modify Fields dialog box lets you make changes to the definition of the fields in your 
collection, as well as make changes to the definition of the Image Directory, to the currency 
and/or measurement units, or to the name of the collection. 
 
This dialog box will appear when: 
 

• You are defining a new collection and you click the Modify Fields button from the 
initial collection-setup dialog. 
    or 

• You pick Modify Fields or Image Directory from the Edit menu of the collection 
window.  

 

 
 
Note: If you are creating a new collection and have opened this window from the Create 
Collection dialog, then the Specify Image Directory block at the right will not be shown.  
This is because you must first define and save your new collection file before specifying an 
image directory. 
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The main list in this window shows the names of the currently defined fields in the 
collection database, with the corresponding field type shown in square brackets.  In addition 
to the fields shown, every database definition includes an identification number field. This 
field, whose default name is ID #, cannot be deleted, or its type changed, but it can be 
renamed, by clicking on the button in the upper right-hand section of the dialog.  For 
example, if you are cataloging a coin collection, you might want the identification number 
field to be named Coin #. 
 
For a newly created collection, the fields shown in this dialog will be the ones specified by 
the template chosen when creating the collection.  The example shown in the illustration 
above is based on the “generic” template; other templates provide additional fields. 
 
All data fields have one of the following eight data types: 
 

o [Text – one of:] 
• Short text – Text that is quite short (typically just a few words at most). 

• One-line text – Text that is longer than short text, but that will still normally fit 
on a single line. 

• Multi-line text – Longer text, which may span any number of lines. 
o [Numeric – one of:] 

• Currency – Numeric values, in the currency specified by the collection’s 
currency choice. 

• Dimension – Numeric values, in the units specified by the collection’s 
measurement-unit choice. 

• Number – Numeric values (for anything other than currency or dimension 
values).  

• Date – Date values, which may be fully specified dates (e.g. July 14, 1976 or 
12-SEP-2005) or whole-year dates (e.g. 1976). 

• Image/Audio/Video – Text that identifies the location of a digital image or an audio 
or video clip (either a file or a web-address URL). 

 

Notes on data types: 

 

• The three text datatypes (short, one-line and multi-line) differ only in how they are 
handled in the data-entry screens, when adding or editing data.  When displaying or 
printing your collection, all text field types are handled identically.  In the data-entry 
window, short text fields are shown as either a short text-entry box (about 25 
characters long) or as a drop-down picklist.  (See the chapter on Using Picklists 
(p.107) for additional information.)  One-line text fields are shown as a full-line text-
entry box or as a drop-down picklist in the data-entry window.  Multi-line text fields 
are shown as scrollable multi-line sub-windows in the data-entry window. 

• Currency and dimension datatypes are identical to the number datatype, the only 
exception being that the labeling for these fields will include the appropriate 
currency or measurement-unit labels. 
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• When displayed in the List view of the collection viewer window, columns that 
contain numeric data (currency, dimension or number) are displayed right-justified; 
all other data are shown left-justified. 

• Image fields are used to hold the filenames of digital images or audio or video clips.  
When an image/audio/video field is shown in the Item Details view of a data record, 
images contained in it will ordinarily display as thumbnails.  (If an image is not 
accessible on the local computer, it cannot be displayed as a thumbnail; in this case 
the image field will display as text.)  See the description, later in this chapter, for 
more detailed information about image data.  If this kind of field contains an audio 
or video clip, it will be displayed as a clickable link, either Play media (audio) or 
Play media (video).  When clicked on, these links will open the Windows Media 
Player and play the identified audio or video file. 

 

Adding a Field 
 

You can add as many fields as you want to your database definition; there is no limit.  To 
create a field, click the “Add a New Field” button.  This will bring up the following dialog 
box: 
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Enter a name for the new field and choose a field type (see the description of the various 
data types earlier on this page). If you want, you can also specify a default value for this 
field.  The default value is only used when adding new records to your collection.  The data-
entry window that comes up when you add a new record normally has all of the data-entry 
fields empty to begin with.  However, any field that has a default value will have that value 
pre-filled in the data-entry window.  When you have specified a name, type, and (if you 
want to specify one) a default value, click OK.  The new field will be added at the end of the 
list.  The order of the fields, as shown in the Modify Fields dialog, does not necessarily 
reflect the order in which the fields are displayed when viewing your collection.  The 
display order of fields is controlled from the collection viewer window, and is described in 
the chapter on Using the Collection (p.71).  The order shown here, in the Modify Fields 
dialog, is of no real importance, and just reflects the order in which the fields were initially 
defined when creating or modifying your collection database. 
 
Note: The field name that you specify will be shown both in the List view (at the top of the 
column that contains that field’s data) and in the Item Details view (each field’s data value 
is shown preceded by the field name).  If you wish to eliminate the display of a particular 
field name in the Item Details view, you can accomplish this by enclosing the field name in 
parentheses, here in the Modify Fields dialog.  For example, if you name an image field 
“(Photo)”, then the image thumbnail will be displayed in the Item Details view without the 
name “Photo” preceding it.  Omitting the field name in the Item Details view is particularly 
useful for image fields, since often a collection record’s image is self-explanatory – it’s the 
picture of the item – and there is no need to waste space in the Item Details view by also 
including a field name with the picture. 
 
If you later want to change either the name or the data type of an existing field, select it 
from the list on the Modify Fields dialog and click Modify.  The program will display the 
same dialog box as that shown above, but it will be filled in for the current name and type of 
the field. Make any desired modifications and click OK. 
 
To delete an existing field, select it from the list and click Delete.  If you delete a field from 
your database after you have added at least one data record, any data that had already been 
entered for the field you are deleting will be lost when the database is next saved.  You will 
be warned of this when you are asked to confirm the field deletion. 
 

The Image Directory 

(for collections with digital images or audio/video clips) 
 

If you have digital images of items in your collection, or audio or video clip files associated 
with items in your collection, and they are mostly located in a single directory on your 
computer, specify that directory as the Image Directory.  There are a number of benefits to 
placing all of your collection’s images (along with any audio or video clips, if you have 
them) into a single directory: 
 

• Recollector will help you out when you ask to associate an image (or audio/video 
clip) with a record in your database: When browsing to locate the image file, the 
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program will start your browsing right in the Image Directory folder, so you will 
avoid having to navigate through your disk’s folders to locate the desired image file. 

• Your collection will become easily portable.  To move your collection (to a different 
location on your computer or to a different computer), you will only need to move 
two objects: the collection file and the Image Directory folder. 

• You protect against accidentally assigning the same filename to two different images 
for your collection.  If all your images are in one folder, all the image files 
necessarily will have distinct filenames.  This is particularly important if you plan to 
use the Recollector App (for Android smartphones or for iPhone/iPod), since the 
presence of duplicate filenames could result in incorrect matching of data records 
and images when looking at your collection on your smartphone. 

 
The Image Directory folder that you define can be placed anywhere on your computer’s 
hard drive.  However, we strongly recommend that you place the Image Directory in the 
same folder that holds your collection file.  The following diagram shows an example of this 
recommended arrangement: 
 

 
 

In the example shown above, the collection file (ShellCollection.xml) is located in the 
C:\Collections\Shells folder.  The Image Directory (the folder named Images) is also located 
in the C:\Collections\Shells folder.  By placing the Image Directory folder into the same 
folder that contains the collection file, Recollector is able to locate images via their location 
relative to the location of the collection file.  The primary advantage of this is that it 
guarantees that your entire collection can be relocated (to a different location or disk on your 
computer, to a movable USB thumb drive, or to a different computer) without having to 
make any changes to your collection.  Consequently, we strongly recommend that you 
follow this guideline, and, when defining the specification for your collection’s Image 
Directory, the program makes it easy for you to do this. 
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When you Click on the Specify Image Directory button (or if you are creating a new 
collection and you choose to specify the Image Directory as the last step of the set-up 
process), the following dialog box will appear: 
 

 
 
Above the boxed area in this window you will see the collection’s currently specified Image 
Directory, or, as in the screen shot above, you will see Image Directory not yet specified.  
You can either choose an existing directory to be your Image Directory, or you can ask the 
program to create a new directory for this purpose.  As mentioned earlier in this section, it is 
strongly recommended (though not required) that your collection’s Image Directory be 
located in the same folder as the collection file.  As shown in the image above, the parent 
directory for the Image Directory is initially set to follow this recommendation (note the 
label: [collection file directory]).  The program is also suggesting the name Images for the 
new directory it will create.  Edit this field if you want your Image Directory folder to have 
a different name. There is nothing special about the name Images; an Image Directory can 
have any name you want. 
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You also have the option of specifying the full pathname for the folder in which the Image 
Directory resides.  If you turn off the check box labeled Specify parent directory location 
relative to collection file, the parent directory label will change to display that directory’s 
full pathname: 
 

 
 

These two methods of specifying the location of the Image Directory (either as a full 
pathname or as a location relative to the collection file) are equivalent.  However, as 
described above, it is recommended that you use the relative-location format. 
 
You can use the Browse button to select any existing folder as the parent directory for a new 
Image Directory folder.  If you choose a parent directory that is not the directory (or sub-
directory thereof) that the collection file resides in, then the relative-location specification 
checkbox will not be disabled, and the full pathname form of the directory specification will 
be shown and used. 
 
If you want to use an existing directory as your Image Directory, click the Specify an 
existing directory radio button.  You can then click the Browse button to navigate to, and 
choose, the desired directory.  If the directory you choose is the directory containing the 
collection file, or a sub-directory of it, then you can convert the directory’s specification into 
a relative pathname by clicking the Specify directory location relative to collection file 
button. As described in the previous paragraphs, specifying a relative location is 
recommended, though not required. The following image show the appearance of the 
Specify an existing directory section of the dialog as it would look immediately after using 
the Browse button to select the folder C:\Collections\Shells\Images as the Image Directory: 
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To convert the full pathname to a relative pathname, click on the Specify directory location 
relative to collection file button.  The display of the directory name will change: 
 

 
 
The directory name (Images) is now shown as the specification for the Image Directory.  
Since this is a relative pathname, the program combines this with the directory specification 
for the collection file’s folder (C:\Collections\Shells in the current example), to figure out 
the full location of the Image Directory.  If the collection and its Image Directory folder are 
moved at some future date to a different location, the use of a relative pathname will ensure 
that the collection will continue to work properly and that its images will be found. 
 

Additional Notes on Images and the Image Directory: 

 

• The Image Directory is a convenience, allowing you to specify less information (just 
the filename, rather than the full pathname of the file) when you provide data for an 
image/audio/video field. If you specify an Image Directory, you can still provide full 
pathnames for any images (or audio/video clips) that don’t reside in the Image 
Directory. Therefore you can use simple filenames for files that reside in the Image 
Directory and full pathnames for files that reside elsewhere. 

• The Image Directory does not have to be a directory on the local computer, though 
that is certainly likely to be the most common case. The Image Directory can also be 
the path to a directory somewhere on the World Wide Web. In this case the path 
must begin with http://.  To specify a non-local, or World Wide Web location for 
your Image Directory, use the Specify an existing directory section of the dialog and 
type in the full network path or URL of the desired Image Directory location. 

• If you specify a full pathname when identifying an existing folder to use as your 
Image Directory, you have the option of removing the drive-letter specification (e.g. 
“C:”) from the pathname.  In this case, the program will use the same drive letter as 
that used by the collection file.  This is useful if you copy your collection and its 
Image Directory to a CD-ROM, DVD, or USB flash drive.  These devices, when 
mounted on a new computer, will be assigned a drive letter, but which letter is 
assigned is not predictable.  By leaving off the drive letter on the Image Directory 
specification (i.e., by specifying something like \Collections\Shells\Images rather 
than E:\Collections\Shells\Images), the program will work properly, regardless of 
what drive letter the removable media (CD-ROM, DVD or USB flash drive) has 
been assigned.  (The use of a relative pathname, as described earlier on this page, is 
another way to deal with the problem of changing drive letters.) 

• You can control some of the characteristics of image display (e.g. size of thumbnails, 
initial size for full image windows). See the discussion of Image Preferences (p.133) 
for more information. 
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Notes on Audio and Video clips: 

 

Recollector uses the Windows Media Player to play audio or video files.  Therefore 
you can include links to files in any media format that is supported by the version of 
Windows Media Player running on your computer.  Recollector uses the filename 
extension of files to determine whether a file placed in an image/audio/video field is 
an audio or a video file.  In general, the Windows Media Player supports all common 
audio and video file types (such as .avi, .mov, .mp3, .mpg, .wav), though the 
particular set of supported file types varies somewhat among the different versions 
of the Windows Media Player. 
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Importing Data into the Collection 
    
You can import data right after collection setup has been completed, when there are as yet 
no data records in the collection.  You can also import data later, after the collection already 
has data in it. In this case the import operation can add new records, update existing records, 
or both. 
 
Data to be imported must be in one of two formats: 
 

• An Excel spreadsheet, with the field names specified in row 1 of the spreadsheet.  
(The spelling of each field name in row 1 must exactly match the spelling of a field 
name in the collection database, though upper/lower-case matching is not required.)  
If the spreadsheet contains multiple worksheets, the data to be imported must be in 
the current (active) worksheet of the spreadsheet.  This is the worksheet that was 
selected when the spreadsheet was last saved.  If the spreadsheet is currently open in 
Excel, make sure that the worksheet to be imported is selected as the active 
worksheet, and save the spreadsheet. 

• A delimited ASCII (text) file, with the field names specified in the first delimited 
row of the file. (The spelling of each field name in row 1 must exactly match the 
spelling of a field name in the collection database, though upper/lower-case 
matching is not required.)  The delimiter used in the file to separate fields can be 
either a comma or a tab character.  This kind of file is often referred to as a “comma-
separated-values” file, or CSV file (even if the character used to separate the fields is 
not a comma). There are numerous online descriptions of CSV files; see, for 
example, http://en.wikipedia.org/wiki/Comma-separated_values, the Wikipedia page 
on this topic. Recollector expects the CSV files that it imports to use the standard 
quoting conventions generally accepted for this kind of file. This convention uses the 
double-quote character (") to quote any values that themselves contain separator 
characters, end-of-line characters or double-quote characters. A double-quote 
character within a field is represented by a pair of double-quote characters.  So, for 
example, the value This is a "big" shell. would be represented in a CSV file by the 
following string, including the enclosing double-quote characters: "This is a ""big"" 
shell.". 

 

Notes:  
 

• The order of the columns in your import data does not matter; it need not match the 
field order in your collection. The import operation matches import columns to fields 
by name, not by their position in the spreadsheet or file. 

• If you have computer-based collection information that is not in either Excel or in 
delimited ASCII format, see whether you can easily generate an Excel spreadsheet 
or a delimited ASCII file from your data.  For example, if you use Microsoft Access 
to store a collection database, Access provides the capability of exporting a table in a 
variety of formats, including as an Excel spreadsheet or as a delimited text file. 
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To begin the import operation, make sure the collection window is open and that the “List” 
tab is selected. (Importing is not allowed from the Item Details tab of the collection 
window.)  Select, from the File menu, either Import Records from Excel or Import Records 
from File.  In either case you will be initially prompted for the file to import (the “.xls” file, 
in the case of Excel; the text file, in the case of importing from file).  If you import records 
from a file, the program will read the first line to determine whether the file is comma-
delimited or tab-delimited. If it cannot determine which character is the field delimiter, the 
program will ask you whether tab or comma is the field delimiter. 
 
Recollector does extensive checking to ensure that the data to be imported are consistent 
with the Recollector database.  Before actually proceeding to perform the import, 
Recollector will, in almost all cases, produce a report showing possible problems due to 
mismatches between the collection database and the data to be imported.  The kinds of 
problem that will be reported are shown in the following table, with an indication of whether 
the problem is critical (no import can be performed), severe (probably import should not be 
performed, and the import data should be adjusted), or mild (generally not serious enough to 
warrant canceling the import, but worth noting before proceeding): 
  

Severity Description 
CRITICAL None of the field names in the data to be imported match the names of fields 

in the collection database. This will probably only happen if the data to be 
imported do not have field names in the first row.  You should inspect the 
spreadsheet or file to be sure that row 1 contains field names (and those field 
names should match the field names in the collection database). 

SEVERE One or more of the columns in the spreadsheet or file have a name in row 1 
that does not match any field name in the database. If the import is executed, 
data from such columns will be skipped. You should examine the 
spreadsheet or file to see whether these non-matching column names 
correspond to data that you want to import.  If so, edit the row 1 name to 
exactly match the name of the intended destination field in the collection 
database. Note: The report will list the column names that don’t match field 
names in the collection. 

SEVERE One or more of the columns in the spreadsheet or file lacks a field name in 
row 1. If the import is executed, data from such columns will be skipped. 
You should examine the spreadsheet or file to see whether you want the 
blank-labeled column(s) to be imported. If you do, insert the correct field 
name in place of the blank name. 

SEVERE The same field name appears in row 1 for two or more columns of the data to 
be imported.  If the import is executed, only one of the same-named columns 
will have its data imported; the other column(s) with the same row 1 name 
will be skipped. You should examine the spreadsheet or file to see whether 
the row 1 names should be adjusted, so that duplicate column names are 
eliminated and each column has the right name corresponding to the field of 
the collection database into which it should be imported. Note: The report 
will list the duplicated column names. 

MILD Some of the data rows in a delimited ASCII import file have more columns 
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than are found in row 1.  It is row 1 (the column labels) that determines how 
many columns of data will be imported.  If the import is executed, any rows 
with additional columns will have the data in those additional columns 
ignored. 

MILD One or more fields defined for the collection database are not found in the 
row 1 labels of the data to be imported. If the import is executed, the 
imported records will have blank values inserted into such fields not present 
in the spreadsheet or file. The report will list the fields in the database that 
are not found in the imported data spreadsheet/file. 

MILD Very few (less than 4) fields have matching column names in row 1 of the 
spreadsheet or file to be imported. This is similar to the previous problem, 
and if the present warning is shown, the previous one will also have been 
reported.  However the present warning is intended to highlight the fact that 
the import operation will only import a very small number of fields. 

MILD The data to be imported contains an “ID #” column (or the equivalent name, 
if you have renamed the “ID #” field) that includes values that match the “ID 
#” of an existing record in the collection.  If you proceed with the import, 
you will be additionally prompted as to what should be done when an 
imported record has an “ID #” value matching an existing record.  The 
choices are: 

• Skip records with duplicate “ID #” values. 

• Overwrite an existing record with the imported record when the “ID 
#” value matches, blanking out any non-imported columns. 

• Overwrite an existing record with the imported record when the “ID 
#” value matches, but leave the values in any non-imported columns 
as they were. 

• Add all imported records, even though doing so will create at least 
some records with identical “ID #” values.  

 
After examining the report of errors and warnings, decide whether to proceed with the 
import operation.  If you cancel, you can then go into the spreadsheet or file and fix any 
problems (typically problems with the row 1 field-name labels).  Then you can re-execute 
the import request, presumably resulting in a cleaner bill-of-health shown in the 
error/warning report. 
 
If you proceed with the import, and if the last warning class was present (duplicate “ID #” 
values), another dialog box will be shown to let you select one of the choices, as described 
in the last row of the table, above. 
 
Note: In the rare case where the structure of the data to be imported exactly matches the 
collection database (exactly the same number of columns imported as there are fields in the 
collection; all row 1 names in the import data match corresponding field names in the 
collection; no duplication of “ID #” values between the import data and the existing 
collection data), no error/warning report will be produced, and the import will be executed 
as soon as the import spreadsheet or file has been identified. 
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After the import operation is complete, a message box will report the number of records 
successfully imported, as well as how many records, if any, were overwritten due to 
matching “ID #” values (if the “replace” option was selected for duplicate “ID #” records).  
If there were duplicate “ID #” values and the “skip” option was chosen, the number of 
records successfully imported excludes the skipped records.  If all import records were 
skipped, because they all contained “ID #” values that matched existing records, this will be 
reported. 
 
The collection window’s list of records will be updated immediately following the import, 
to reflect the newly added data. 
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Adding and Editing Data 
 

To add new data records to your collection, select Add New Record(s) or Add a Copy of 
Current Record from the Edit menu. This will bring up the data-entry (and data-editing) 
window: 
 

 
 
If any of your fields are defined as having default values, those default values will be pre-
filled in for you. If you chose Add a Copy of Current Record, the data-entry window will 
have all fields, except for the ID #, filled in, with the values present in the currently selected 
record. Enter new values into the fields for the new record.  You can use the <TAB> key to 
move from field to field. You can leave blank any field for which you have no data.  Some 
fields (like “Country” in the example shown above), may have picklists associated with 
them, in which case there will be a drop-down list of choices; click on the triangle button to 
access the picklist. A picklist may be “strict,” in which case the field must either be blank or 
must contain a value exactly matching one of the values on the picklist.  If the picklist is not 
strict, you can enter a value that is not in the picklist by simply typing it into the field.  See 
the chapter on Picklists (p. 107) on how to create picklists. 
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When you have finished entering data for the record click either “OK” or “OK, and Add 
Another”.  If you click “OK, and Add Another”, the dialog will remain on the screen, but 
the fields will be cleared out (and fields with default values will be initialized with the 
appropriate default value), and the window will be scrolled to the first data-entry field in 
preparation for entering data for another record. 
 

Notes: 

 

• You can speed up data entry by having Recollector automatically complete entry 
into certain text fields.  If you type the first few letters of a value and then press the 
ESC key, Recollector will see whether any existing values for this field in your 
collection begin with the same letters.  If a match is found, Recollector will either fill 
in the rest of the value (if only one other existing value matches the starting letters 
you provided), or a popup menu will let you choose from among the existing values 
that start with the same letters.  (If the letters you typed do not match any existing 
values for the field, Recollector will beep and leave the value unchanged.)  This 
auto-completion capability is only available for short and one-line text fields.  It is 
not available for multi-line text fields, or for non-text fields (dates, numbers, 
currencies, images, etc.)  It is also not available for the ID # field.  Picklists (p.107) 
(available only for short and one-line text fields) provide a similar capability, in that 
they let you choose from a list, rather than having to type in a field’s value. For this 
reason, auto-completion, using the ESC key, is not provided for fields that use a 
picklist. 

• Fields whose data-type is “date” will have a calendar button next to the text-entry 
box. (See the Year field in top image, above.) If you click on the calendar button, a 
calendar window will be opened: 
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Click on the desired date in the calendar, and the selected date will be filled into the 
text-entry box for the date field in the data-entry window.  Notes on using the 
calendar: 
 

o The current date (today) is shown with a blue background. 
o Use the left or right arrows to move to the previous or next month. 
o Click on the month name, at the top, to jump to a different month by 

selecting the month in a drop-down list. 
o Click on the year, at the top, to type in a different year. Any year between 

1753 and 2100 is considered valid. 
o If the date field already contained a valid date value, the calendar will 

initially show that date, with a red border around the day. 
o Click the cancel button (the X button at the upper right of the window) to 

close the calendar without selecting a date. 
o You must either select a date or cancel the calendar (as described in the 

previous note) before making changes to any other fields in the data-
entry/editing window. 

o When you choose a date with the calendar, the selected date is formatted, as a 
text, and put into the text-entry box for the date field. There are a variety of 
date formatting options available. The formatting option used is based on a 
preference, that can be found on the Data Entry/Editing tab of the 
Preferences dialog (accessed via the Preferences menu choice on the Options 
menu of the collection viewer window). Whatever formatting choice you 
select in the Preferences dialog will be used when a date is selected in the 
calendar. The default formatting choice is the following: July 4, 1976 (i.e. 
full month name, followed by day-of-month, and full 4-digit year). 

 

• You can resize the data-entry window. By making the window larger, you might find 
it easier to enter data, because the data-entry fields will be larger (if you make the 
window wider), or more of the full record can be seen (if you make the window 
taller). On many computers with reasonably high-resolution displays, you can 
enlarge the data-entry window such that the entire record will be visible, in which 
case there will be no scrolling of the window as you move from field to field. Once 
you resize or reposition the data-entry window, the program will remember its new 
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size and position for the duration of the session, so that when you next open it, it will 
return to its last size and position 

• As long as you use simple whole number values for the ID # field (e.g. 1, 2, 3, etc.), 
then a button labeled Assign next ‘ID #’ value will be shown to the right of the ID # 
text box. Clicking this button will automatically fill in the ID # text box with a 
number one greater than the maximum ID # value in any existing data record. This 
simplifies figuring out an appropriate ID # value when adding new data, since you 
won’t have to look back at your existing data to figure out what the highest current 
value is.  If you use a different scheme for assigning ID # values, one that doesn’t 
use simple whole numbers, then this Assign next ‘ID #’ value button will not be 
shown.  There is a preference on the Data Entry/Editing tab in the Preferences dialog 
(accessed via the Preferences menu choice on the Options menu of the collection 
window), that lets you have the assignment of the next ID # value happen 
automatically when you begin to add a new record to the collection. This preference 
(“Auto-generate ID # when adding records”) simply saves you from having to click 
the Assign next ‘ID #’ value button when adding new records, and it helps to 
guarantee that each record in your collection will have a unique ID # value. 

• If a field has been defined to be long-text, its data-entry area in the window will be a 
multi-line editor box (like “Description” in the illustration above).  Though the text, 
as you enter it, will not automatically wrap to the next line (when the input position 
reaches the right-hand edge), the window will scroll horizontally to allow you to see 
the text where you are entering it. See the note, below, for how to use a popup menu 
choice to request re-wrapping of the text in a multi-line editor box. In general, where 
lines are broken and wrapped does not matter, as Recollector will reformat the text 
when it displays the data in either the List or the Item Details display of the 
collection viewer window. To learn about additional text formatting capabilities that 
are available, see the Notes on Special Formatting Capabilities (p.52). 

• To access editing operations (cut, copy, paste, delete, select all) on non-text fields 
(image, numeric, dimension, date, or currency) right-click on the desired field. A 
popup options menu will be displayed: 
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Some, or all, of the items in the menu may be disabled, depending upon whether text 
is selected in the field, whether the field is entirely blank, whether there is any text 
on the Windows clipboard, or whether previous cut/copy/past/delete operations have 
been performed on this field.  Depending upon what version of Windows you are 
running, there may be fewer or more choices shown on the options menu. 

• To access editing and text styling operations on text fields (short, one-line or multi-
line), right-click on the text field to bring up the popup options menu. (The options 
menu is not available for short or one-line text fields associated with a picklist.) 
 

 
 

Note: Keyboard shortcuts CTRL-X (cut), CTRL-C (copy) and CTRL-V (paste) are 
available for all fields. 

 
The Insert Special Character choice lets you insert characters that are not directly 
accessible from the keyboard. This includes accented characters and various symbol 
characters.  The following dialog will show if this choice is selected: 
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Click on the button for the symbol you wish to insert and then click Insert 
(and close) (or just press <Enter> on the keyboard).  The selected character 
will be inserted into the text box at the current cursor position.  You can 
insert more than one special character at a time by clicking on more than one 
of the special character buttons before closing this dialog. 

 
The Text style options (which will only be enabled if you have selected some of the 
text so that it is highlighted) let you add formatting capabilities to parts of the text. In 
addition to italics, bold, bold+italics and underlining, you can increase the font size 
of the selected text [Large font] or you can turn the selected text into subscript or 
superscript text. (These various text styles are mutually exclusive; you cannot 
combine, for example, bold and superscript.)  The Jump-to Link choice lets you 
create a hyperlink to another record in your collection database.  As an example, the 
following illustration shows part of the window, with an entry in a multi-line field 
named Information that includes a reference to another record (#107) in the 
collection database: 
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Select the ID # value (“107”) in the text and then right-click to pop up the 
options menu, and select Jump-to Link from the menu: 

 

 
 

This will cause the selected text to become a jump-to hyperlink, shown as 
underlined blue text: 
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Later, when you view this record in Item Details mode, you will be able to 
click on this underlined blue text to jump directly to the indicated record: 

 

 
 

Note: When selecting text to create a jump-to link, select only that text 
which corresponds to the actual ID # value of the target record.  In the 
example shown here, note that only “107” (not “#107”) was highlighted. This 
is because the ID # value of the target record in this case is “107” (not 
“#107”). 

 
The Create/Edit Special Hyperlink choice is used to create or modify one of six 
special kinds of hyperlink.  These are fully described in the section, later in this 
chapter (p.52), on Special Hyperlinks. 
  
The Re-wrap text to fit choice will automatically re-draw the text in the selected 
editor box, wrapping it so that all lines fit the current width of the box.  This is useful 
if you have typed in a long line of text, causing the box’s contents to scroll 
horizontally. 
 
The Edit field in larger pop-up window choice allows you to edit very long text in a 
larger editing window. This larger window, which will pop up if you make this menu 
choice, makes it easier to work on adding or editing large texts, since you will be 
able to see a large amount, if not all, of the text at once. The larger text-editing 
window is also resizable, so you can make the editing window as large as your full 
screen.  The larger window also has the same options menu that is available for text 
fields, so you can do all the same operations on the text. 
 

• You can change the default 5-line height of the multi-line editor boxes. This is done 
via the Data Entry/Editing tab in the Preferences dialog (accessed via the 
Preferences menu choice on the Options menu of the collection viewer window). 
Any height between 2 and 20 lines can be specified. The chosen height will be 
remembered, so that even in subsequent sessions, the last-specified height will be 
used. 

• You can change the layout of fields in the data-entry window so that the fields are 
laid out more compactly. Normally Recollector lays out the fields in the data entry 
window from top to bottom (though it will sometimes position two short text fields 
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side-by-side, to conserve a bit of space).  This is not the most efficient use of screen 
space, and if your collection has a large number of fields, you may find that you 
need to scroll up or down to access all of the data fields in the data-entry window.  
An alternative compact layout strategy is available that is considerably more 
efficient in its use of screen space, such that with most collections you can display 
all of the fields at once, with no need to scroll.  The program only switches to 
compact layout mode when two conditions are met: 

 
1. The data entry window is sufficiently wide. The threshold is 65 “character 
units” (based on an average character width). Expanding the window to be 
near full-screen width (or maximizing the data entry window to full-screen 
size) will, on most displays, cause this threshold to be met. If you resize the 
data entry window larger or smaller, crossing the 65-character threshold, the 
window will automatically switch between its normal layout strategy (for 
narrower windows) and the compact layout strategy (for wider windows). 

2. The compact layout preference checkbox must be set in the Data 
Entry/Editing tab of the Preferences dialog (accessed via the Preferences 
menu choice on the Options menu of the collection viewer window). If the 
checkbox is not set (by default it is not set), the normal layout strategy will 
be used in all cases. 

 
Note concerning normal vs. compact layout: With normal layout, fields are laid 
out, top-to-bottom, according to the Item Details field order. (See the next bullet 
point in this section for more information about the layout order of fields within the 
data entry window.) With compact layout, fields whose data type uses wide text-
entry boxes (one-line text, long text and image fields) are laid out on the left side of 
the data entry window, and fields that use short text-entry boxes (short text, number, 
date, currency, dimension) are laid out on the right side. The text-entry boxes are 
shorter when in compact mode, allowing more fields to be fit into the visible part of 
the window. Within each of the two (left and right) sections of the data entry 
window, fields are laid out according to the Item Details field order. If the total 
height of the laid out fields on the left side is longer than that on the right (or vice 
versa), fields will be shifted right (or left) to approximately equalize the height of the 
two sides, thereby minimizing the overall space used and helping to make all fields 
visible at once. 

• The order of the fields in the data-entry window is determined by the order of fields 
displayed in the Item Details view of the collection window.  You can modify this 
order by choosing Item Details: Field Order from the Options menu.  (The order of 
the columns displayed in the List view of the collection window is controlled 
separately.  This latter is controlled by the Field Selection dialog – accessed by 
choosing List Field Selection from the Options menu – or by dragging columns to 
new locations in the List view.) 

• You can use copy-and-paste to enter data from another source into the text-entry 
fields of the data-entry window.  After copying from the source (for example, from a 
text document or Microsoft Word document), click on the text-entry field where you 
want the data to be copied and type <CTRL>-V (or right-click on the text-entry field 



 47

and choose Paste from the popup menu). This will paste the just-copied data into the 
text-entry field.  Note that only the actual text, without any formatting 
characteristics, will be pasted. If you had formatting (e.g. italics) to some of the 
source text, you will have to re-specify the desired formatting after the text has been 
pasted into the data-entry window. 

• Except for fields associated with “strict” picklists, the data-entry window allows you 
to type any value into any field. Typing “ABC” into the Price field (a numeric field) 
will not cause an error. If you want some checking done for numeric and date fields, 
you can turn this on via the Data Entry/Editing tab in the Preferences dialog 
(accessed via the Preferences menu choice on the Options menu of the collection 
viewer window). If you turn checking on, then any numeric (currency, dimension or 
number) or date field which contains a value that cannot be interpreted as, 
respectively, a number or a date, will cause an error message to be shown, and you 
will have to correct the invalid value.  The program’s checks for valid numeric and 
date values are quite lenient:  “$5,000 or more” is a valid number (since there is a 
numeric value, 5000, which can be extracted from this text), and “99-XYZ-2000” is 
a valid date (since there is at least a year, 2000, which can be extracted from this 
text).  Only values that cannot, in any reasonable way, be interpreted as being the 
appropriate type will be flagged. 

 

Adding multiple records 

(including records with shared values for certain fields) 
 
When you have finished entering data for a new record, you can click the OK, and Add 
Another button if you want to proceed immediately to data entry for another new record.  In 
some situations you may want to add a number of new records, where some of the fields 
have exactly the same value across all of the new entries.  For example, if you just acquired 
eight new coins for a coin collection, all acquired at the same time at the same coin auction, 
then the information about the source will be the same for all eight new records.  Rather 
than having to type the same values eight times, you can copy the values from the first 
added record and subsequently paste the values into the subsequent seven records.  The 
Copy fields and Paste fields buttons provide the means to do this. 
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The following images show an example of this process.  In the first added record, after 
having filled in some of the fields (including the fields that you want to replicate across the 
subsequent new records), the data entry window might look like this: 
 

 
 

Click on the Copy fields button.  A dialog will appear that shows those fields in the current 
record that have data entered into them, with a check box for each.  (Fields that are blank in 
the current record are not listed, since there is no data in them to copy.  The ID # field is 
never shown, even if it has a data value in the current record, since ID # values are not 
intended to be duplicated across multiple records.)  Use the checkboxes to select just those 
fields that you want copied into subsequent records.  A checkbox at the bottom also allows 
you to cause the selected fields to be highlighted, by their field names being underlined, in 
the data editing window.  This is to help remind you as to which fields will be filled in when 
you click the Paste fields button. 
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The following shows what this dialog looks like for the current example, after leaving 
selected only the checkboxes for the two fields that are to be propagated to the subsequent 
records, as well as turning on the checkbox requesting field highlighting: 
 

 
 

Click the Copy selected fields button and the values for those fields will be remembered.  
When you proceed to the next record (by clicking OK, and Add Another in the data-entry 
window), you will notice that the Paste fields button is now enabled.  In addition, if you 
requested highlighting, then names of highlighted fields will be underlined (as shown in the 
following image).  Click the Paste fields button to automatically fill in the copied fields. 
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The following image shows what the data entry window looks like immediately after 
clicking the Paste fields button: 
 

 
 

Note: Each time you click the Copy fields button and select a set of fields for copying, the 
prior choice of fields, as well as their associated values, is discarded and replaced by the 
new choices.  If you had previously specified a set of fields for copying, but now want to 
eliminate the prior choices (so that the Paste fields button is disabled), you can go into the 
Copy fields dialog, click the Clear all button, and then click the Copy selected fields button.  
You will be warned that no fields have been specified, but will be given the option to reset 
the set of saved fields, so that no fields are available for pasting. 
 
Note: If you ask to paste fields into a record that already has data entered into one or more 
of the target fields, the program will warn you, and give you an opportunity to cancel out of 
the paste operation.  If you choose to proceed with the paste operation, the previous contents 
of the selected fields will be overwritten by the pasted values. 

 

Entering Data into Image/Audio/Video fields 
  

If you have defined an Image Directory (see p.28), then you need only specify the filename 
(e.g. “10.jpg”) when entering data into an image/audio/video field. The program will 
automatically append the filename to the Image Directory to produce the full pathname (e.g. 
“c:\mycollection\mypix\10.jpg”) of the file. If you want to specify a file that is not in the 
defined Image Directory (or if your image, audio or video files are in various places and you 
choose not to define an Image Directory), then you must specify a full pathname for the file. 
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The filename should begin either with a one-letter drive specification and full path (e.g. 
C:\�) or with a World Wide Web path (beginning with http://). Any fully specified 
pathname or World Wide Web path will be treated as is, and will not be affected by the 
Image Directory path. 
 
There are two easy ways to specify a link to an image, audio or video file. The first is to 
select one or more files in a Windows Explorer window and then drag and drop the selection 
onto the image/audio/video text-entry field in the data entry window. The other way is to 
use the Browse button located next to the field on the data entry window. This will open a 
file selection dialog that will let you navigate to and select one or more files, without having 
to type in a file name. After selecting one or more files with either of these methods 
(dragging and dropping or clicking Browse and using the file selection window), the 
program will check to see whether you have an Image Directory defined.  If you do, and if 
the selected files are not in the Image Directory (or a sub-directory of it), the program will 
ask whether you want to make a copy of the selected file(s) to put into the Image Directory.  
If you choose to make a copy, the program will check that a same-named file doesn’t 
already exist in the Image Directory, and get your permission to overwrite it if it already 
exists.  The program will transfer the name(s) to the image/audio/video field, taking into 
account the Image Directory definition where appropriate: If the selected file or files are in 
the Image Directory, only the filename will be given (e.g. 123.jpg); whereas, if the selected 
file or files are not in the Image Directory (nor in a sub-folder descended from the Image 
Directory), the full pathname of the file(s) will be given (e.g. C:\Users\Fred\ 
Pictures\123.jpg). 
 
You can enter more than one filename into a single image/audio/video field. Use a 
semicolon (;) to separate multiple items. Each one will appear as a separate clickable 
thumbnail image or clickable link in the Item Details display. If you use drag-and-drop from 
Windows Explorer, or if you use the file selection dialog invoked with the Browse button, 
you can select multiple image/audio/video files in the same directory in one operation. The 
program will automatically insert the necessary semi-colons between the individual entries. 
 
There is also a Test button next to each image/audio/video field in the data-editing window. 
You can click this button to ensure that the specified name for the file works. For images, a 
window will pop up with the image displayed in it; or, if this cannot be done, an error 
message will indicate that the specified image file is either not there or is not in a standard 
image-file format.  For audio or video files, the Windows Media Player will be opened and 
passed the file to play.  If you specify more than one file in a single image/audio/video field, 
then the program will test each in turn. Press the Close button on the image test window to 
move on to the next file; for audio or video files a Click to test next media component query 
will prompt you to proceed to test the next file. 
 
Image files that you link to on your local computer can be of any of the common kinds 
(JPG, BMP, GIF, TIFF, WMF, PNG, etc.), though the program does not support JPEG2000 
images.  All of these common image types will be displayed as thumbnails in the Item 
Details view and will be shown as large-size images when you click on the thumbnails. 
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The program uses the Windows Media Player to play audio and video files.  Therefore any 
file type supported by the version of Windows Media Player running on your computer can 
be used. 

 

Notes on Special Formatting Capabilities 
  
Within multi-line text fields, inserting an extra blank line within the text instructs the 
program to format this text as multiple paragraphs, when displayed in the Item Details view 
of the collection viewer window. This allows very long texts in a field to be broken into 
paragraphs, to make a more readable presentation in the Item Details display. 
 
As an example of the various formatting capabilities, if you entered the following into a 
multi-line text-entry box for a field named Information: 

 

This map was described in an article entitled Explorer’s Maps in the Golden Age of 
Discovery that was published in the festschrift Josef Hofnägel – 50 Years of 
Geographical Glory. 
 
Another copy of this map, but one not published in the festschrift, but rather three years 
earlier, can be seen in map no. 123. 
 
The map was engraved by Friedrich van Wissel. 

 
then the Information section in the Item Details display for this item would look like this: 
 

Information: This map was described in an article entitled Explorer’s Maps in the 
Golden Age of Discovery that was published in the festschrift Josef 
Hofnägel – 50 Years of Geographical Glory. 
 
Another copy of this map, but one not published in the festschrift, 
but rather three years earlier, can be seen in map no. 123. 
 
The map was engraved by Friedrich van Wissel. 

 

Special Hyperlinks 
 

There are six types of special hyperlink that you can insert into segments of text in text 
fields.  All of these will appear as blue-underlined text in the Item Details view, just like the 
jump-to links described earlier.  However, the behavior of five of these six, when you click 
on these special hyperlinks, differs from the behavior of jump-to links (which take the Item 
Details display to a new record).  Two of the kinds of special hyperlink, when clicked on, 
open up a web browser onto a particular web page (URL).  A third kind of special hyperlink 
causes a small extended information window to open at the bottom of the Item Details view, 
and additional information related to the clicked-on text is displayed there.  A fourth kind of 
hyperlink opens up Windows Media Player and plays an audio or video clip when the link is 
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clicked on.  A fifth kind of hyperlink opens up a file with whatever application is associated 
with it. The sixth kind of special hyperlink is just a variant of the jump-to link described 
earlier.  But, unlike the jump-to link described earlier, this special hyperlink allows you to 
have the visible text of the hyperlink be something other than the ID number of the 
destination record. 
 
These six kinds of special hyperlink are referred to as W-links, P-links, X-links, R-links, M-
links and F-links.  The following table summarizes these six types and shows what happens 
when the user clicks on one of these links displayed on an Item Details page: 

Link 

Code 

Link Type Click Behavior 

W Web hyperlink (full 
URL) 

Opens the user’s default web browser and 
displays the target web page. 

P Web hyperlink (URL 
pattern with parameters) 

Opens the user’s default web browser and 
displays the target web page. 

X Footnote-style extended 
information 

Displays the extended information in a 
footnote pane at the bottom of the Item 

Details window. 

R Jump-to hyperlink Jumps to the Item Details view for the record 
associated with this hyperlink. 

M Media link Opens Windows Media Player and plays the 
associated audio or video clip. 

F Associated file Opens the appropriate application on the 
specified file. 

All six of these links are implemented as text strings with a particular coded format, using 
pairs of percentage characters (%%) to bracket the hyperlink entry.  The format of these 
coded strings is somewhat complicated, but the program provides tools that make their 
creation (and modification) very easy.  If you are interested in understanding the details of 
how the special links are coded, read the information in the following boxed section.  
Otherwise, skip past the box and read about how to create and modify these special 
hyperlinks using the built-in tools provided by the program.  
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Details of the coding format for special hyperlinks 

All the coded strings have the following form: 

%<code>%<key_or_URL> ; <visible_text>%% 

where: 
<code> is a single letter (W, P, X, R, M or F) that identifies the link type. 
<key_or_URL> is the key (plus optional parameters, for P-links), the URL (for W-links), 

or the full-path filename (for M-links and F-links). 
<visible_text> is what will be visible as the blue-underlined text in the Item Details view. 

Notice that all these coded strings begin and end with a pair of percent signs (though the opening 
pair includes a code letter between the two percent signs), and all of them use a semi-colon to 
separate the first and second parts of the string’s content. 

Though both W-links and P-links provide a way to create a hyperlink to a web page, W-links are 
appropriate for cases where you have a single instance of a link to a particular web site, whereas P-
links are appropriate when you have multiple links to various pages (or to the same page) at a 
particular web site.  The following sections describe the six special link types in detail. 

W-links 

In a W-link, the full destination URL must be specified in the <key_or_URL> segment.  This URL 
must begin with http:// and must include the entire URL that will be passed to your web browser 
when you click on the hyperlink.  Here is an example: 

%W%http://coins.lib.virginia.edu/display-uva?id=n1994_6;Roman coin of Claudius, A.D. 50-54.%% 

When looking at this link in the Item Details view, you would see: 

Roman coin of Claudius, A.D. 50-54. 

When you click on this link you will be taken, in your web browser, to the University of Virginia 
web page that displays this coin. 

P-links 

In a P-link, only part of what might be a long and complicated URL needs to be specified in the 
coded string.  The rest of the URL is specified as a pattern, with an associated name, and this 
pattern needs to be specified only once, no matter how many places in your collection you make 
use of the particular pattern.  Here is an example, based on exactly the same web page referred to 
in the previous W-link example: 

%P%UVA:n1994_6;Roman coin of Claudius, A.D. 50-54.%% 

Instead of specifying a full URL, this P-link specifies just a pattern name (“UVA” [for University 
of Virginia]) and a single parameter (n1994_6).  The UVA pattern (which need be specified only 
once, no matter how many times one includes P-link references to the University of Virginia 
digital numismatic collections) is as follows: 

http://coins.lib.virginia.edu/display-uva?id=$1 

Notice that this pattern is almost the same as the URL shown in the W-link example, except that 
the last component in the W-link example (n1994_6) is here replaced by $1. The $1 represents a 
parameter, whose value is specified in the coded string immediately after a colon that follows the 
pattern name (“UVA” in this example).  This P-link example would have exactly the same 
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appearance and behavior, in the Item Details view, as the W-link example given earlier. 

Patterns can contain up to 3 parameters (specified as $1, $2 and $3 in the pattern).  In the coded 
string, the parameter values are separated by a vertical bar (|) character.  Here is an example of a 
coded string for a pattern that uses two parameters: 

%P%Ryhiner:1302|41;Ryhiner Collection image%%. 

To complete this two-parameter example, here is the P-link pattern for this Ryhiner example: 

http://biblio.unibe.ch/maps/ryhiner/sammlung/index.php?group=volume&dir=$1&pic=Ryh_$1_$2.jpg 

Note that the first parameter ($1) is used twice in the pattern.  Though not common, this is 
allowed. 

P-links without any parameters can also be specified.  This is useful if you have multiple places 
within your collection data where you want to provide a link to a particular URL.  Rather than 
specifying the full URL via a W-link each time you create such a link, you can instead create a 
pattern that is the full URL.  Then, using a P-link, only the key for this pattern needs to be 
specified each time you create a hyperlink to this particular web page.  In this case, the P-link does 
not need to have a colon character after the key name for this pattern, since there are no parameters 
present.  Here is an example: 

%P%MapRecord;Home of MapRecord Publications%% 

And the corresponding pattern would just be a full URL, with no embedded dollar-sign 
parameters, such as this: 

http://www.MapRecord.com/index.html 

X-links 

X-links provide a convenient way to let you see additional information that, if presented in full in 
the original Item Details text, would cause the Item Details to be undesirably lengthy or verbose.  
You can think of X-links as a footnote capability, where clicking on the link displays the footnote 
at the bottom of the page. A good example of the use of X-links is for reference citations.  For 
example: 

%X%Smith (64);Smith (1964)%% 

This would be displayed in the Item Details view as: 

Smith (1964) 

Each different piece of extended information has a key, or the name by which this extended 
information is tagged.  In the example here, that key is Smith (64). The extended information 
associated with this key, to be displayed when you click on the link, might be the full 
bibliographical citation for this reference, for example: 

Smith, Alexander Hanchett, Keys to genera of higher fungi, Ann Arbor: University of Michigan Biological 
Stations, 1964. 

Note: Since the semi-colon character is interpreted as marking the beginning of the <visible_text> 
section, you cannot use semi-colons in the <key_or_URL> section of the coded string. (You can use 
semi-colons in the <visible_text> section, since only the first semi-colon is used to delimit the two 
sections of the string.)  Similarly, for P-type links, you cannot use a colon within the key name, 
since a colon is interpreted as delimiting the key from the parameters, and you cannot use the 
vertical bar character within a parameter, since vertical bars are interpreted as separators between 
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multiple parameters.  Percent sign characters, despite being used to mark the entire coded text, 
may be used within the coded text itself, though not, of course, doubled, since a double percent 
sign is interpreted as marking the end of the coded text. 

R-links 

R-links provide a way to make a section of text be a hyperlink that will take you to the Item 
Details view for a different record.  This is the same capability provided by the jump-to link, 
described earlier on this page.  But a jump-to link requires the visible, hyperlink text to be exactly 
the ID # value of the destination record.  With an R-link you can have the hyperlink consist of 
whatever visible text you like; the ID # need not be part of the visible text.  The key for an R-link 
is the ID # of the destination record.  For example: 

%R%123;Blaeu’s map of France%% 

This would be displayed in the Item Details view as: 

Blaeu’s map of France 

Clicking on this hyperlink in the Item Details would cause the Item Details display to switch to the 
display of the record whose ID # is 123. 

R-links do allow the visible text and the key (ID #) value to be the same, in which case the 
program allows you to specify the value just once and to omit the semi-colon: 

%R%123%% 

This (or the spelled out version: %R%123;123%%) is completely equivalent (in terms of appearance 
and behavior) to the jump-to link described earlier (in the section on formatting capabilities). 

R-links also allow you to link to a record in a different collection, as long as the target collection 
resides in the same directory as the current collection. To provide a link to a different collection, 
the key should consist of the filename of the other collection, followed by a colon and the ID # of 
the record in the other collection.  For example: 

%R%MyAtlases.xml:12;Blaeu’s atlas of Europe%% 

This would be displayed in the Item Details view as: 

Blaeu’s atlas of Europe 

Clicking on this link will bring the atlas collection window to the front (opening that collection if it 
is not already open), and will take you to the Item Details page for the item with ID # 12 in that 
collection. 

Note: As shown in the example, above, the filename of the target collection in a cross-collection 
R-link must be given as the filename, including the “.xml” filename extension.  No path should be 
specified, since target files for cross-collection links must be to collection files that are in the same 
directory as the source collection file. Also, cross-collection links will only function when the 
target collection is in the list of known, recently-opened collections. (You can see this list by 
choosing Open Recent from the File menu.)  If you want to make an R-link to a record in a target 
collection that isn’t in the recently-opened list of files, use Open from the File menu to open the 
target collection. This will cause that collection to be put into the list of recently opened files, 
where it will remain (whether or not it is currently open in Recollector). 
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M-links 

An M-link provides a way to show a link that, when clicked on, will play an audio or video clip 
(using the Windows Media Player).  Here is an example: 

%M%C:/MyMediaClips/Gong.mp3;Sound of a Chinese gong.%% 

When looking at this link in the Item Details view, you would see: 

Sound of a Chinese gong. 

When you click on this link Windows Media Player will open and the Gong.mp3 audio file will be 
played. 

The filename specified by the link may be a full pathname (as shown in the example, above), or a 
simple filename or relative pathname, in which case the file location is relative to the collection’s 
Image Directory. 

F-links 

An F-link lets you include a link in a collection record to an associated file. When the link is 
clicked on, the program will launch whatever is the appropriate application for opening the file.  
The file type (the filename extension) is used to determine which program to use to open the 
particular file.  For example, files with an extension of .pdf will typically be opened in Adobe 
Acrobat; files with an extension of .doc will typically be opened in Microsoft Word; files with an 
extension of .xls will typically be opened in Microsoft Excel.  The actual program used to open a 
program depends, however, on how Windows has been configured, in terms of the association 
between filename extensions and the programs used to open that type of file. 

Here is an example of an F-link: 

%F:C:/MyDocFiles/Item3Documentation.pdf;Documentation for this item.%% 

When looking at this link in the Item Details view, you would see: 

Documentation for this item. 

When you click on this link the associated file would be opened, probably in an Adobe Acrobat 
window. 

The filename specified by the link may be a full pathname (as shown in the example, above), or a 
simple filename or relative pathname, in which case the file location is relative to the collection’s 
Image Directory. 

To create a new special hyperlink, select the text that you want to become the visible link. 
Or, if that text doesn’t already exist, enter the desired text into the text field where you want 
the link to appear, and then select that text.  Right-click on the selected text and choose 
Create/Edit Special Hyperlink from the options menu: 
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This will bring up the Special Link dialog: 

 

 

The dialog shows the text that will become the user-visible hyperlink.  (You can edit the 
visible text here, if you want, and it will be changed in the original text edit field when you 
return from this dialog.)  Click one of the six radio-buttons at the top to select the kind of 
link you want to create. 

X-links (extended information) 

If you are creating an X-link (footnote-style extended information), then you simply need to 
use the drop-down list to choose the key associated with the extended information text.  If 
you have not yet created a new key and value for the desired extended text, click on the Add 
a new extended key+value button. 
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This will bring up the following dialog: 

 

Fill in the two text fields, providing a key and the extended text.  For example, the filled-in 
dialog might look like this when completed: 

 

Note that in this example the key chosen (“Burden”) happens to be the same as the visible 
text (see earlier illustration).  This is not required, but it is both sensible and convenient to 
choose keys (for both X-links and P-links) that match a part or all of the associated visible 
text.  It is particularly convenient because when you invoke the Special Link dialog, the 
program examines the provided visible text, and it then searches the already-created X-link 
and P-link keys, looking for a key that is likely to be the intended association to the visible 
text.  If it finds a likely key, the dialog is initially configured as specifying that key.  This 
makes creating new links on existing X-link and P-link keys very quick, since the Create 
Special Link dialog will be pre-set to the correct settings. For the X-link case, you need only 
click the OK button.  (As described below, for the P-link case you will need to specify the 
parameter values and then click OK.) 

Note also that you can use formatting within the extended information text.  This is done by 
selecting text and bringing up the options menu (by right-clicking with the mouse) to choose 
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a text style.  This gives you the same formatting capabilities (excluding jump-to links and 
hyperlinks) that are described earlier on this page for formatting text in text fields.  In the 
extended information example shown here, the title of the book has been set in italics.  
When the user clicks on the extended-information hyperlink, the following footnote-style 
display will be shown at the bottom of the Item Details window: 

 

If you are working with an X-type link using an already-existing key (by choosing an 
existing key from the Extended Key dropdown list), two additional buttons will appear that 
let you modify the extended text (Edit the extended info value for this key) or delete the 
extended information key and value (Delete this extended info key+value).  

P-links (web hyperlinks using a URL pattern) 

Creating P-type links is very similar to creating X-type links, except that in addition to 
specifying a key, you must also specify any required parameters.  For example, suppose you 
had created the following pattern for a P-type link to the web pages at the Library of 
Congress’s American Memory web site: 

 

If you are editing a multi-line text field that has the following contents: 

 

you can select the Library of Congress – American Memory section of this text and then right-
click and choose Create/Edit Special Hyperlink from the options menu.  Click the P-type 
link: Patterned URL radiobutton, and choose LC – American Memory from the dropdown 
list. 
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After these steps the dialog will look like this: 

 

Note that there are two parameters that need to be provided.  This is because the 
corresponding pattern uses two parameter placeholders ($1 and $2). 
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The completed dialog might look like this: 

 

(This particular example would ultimately result in the following URL being sent to your 
web browser when you click on the associated hyperlink in the Item Details window: 
http://hdl.loc.gov/loc.gmd/g3880.cwh00214.) 

The Edit the pattern definition button and the Delete the pattern definition button allow you 
to modify or eliminate existing P-type link patterns.  Select the pattern key that you wish to 
modify or delete from the Pattern key dropdown list, and click on the appropriate button. 

W-links (web link with a fully specified URL) 

To create a W-type link, select the W-type link: Full web URL radiobutton.  For W-type 
links you simply enter the full URL into the URL field. Make sure that a full URL 
(beginning with http://) is specified. 
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When you return to the data-entry window from the Create Special Link dialog, you will see 
the full coded text, and it will be selected, for example: 

 

The final appearance of this link (with just the visible text, blue and underlined) will only be 
seen when you exit from the data-entry window and return to the Item Details window. 

R-links (record jump link) 

To create an R-link, select the R-type link: Record jump radiobutton.  Then enter the ID # of 
the desired destination record: 
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If you have other collections that reside in the same directory as the current collection, the 
dialog will have additional controls that allow you to specify that the destination of the link 
is a record in a different collection: 
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M-links (media [audio/video] links) 

To create an M-link, select the M-type link: Media (audio/video) link radiobutton. Then 
enter the full pathname of the audio or video file that you want played when the link is 
clicked on.  You can more easily provide the file name by clicking the Browse button and 
then navigating to and selecting the desired media file. You can also use drag-and-drop, by 
selecting a file in a Windows Explorer window, dragging it to the Special Link Dialog and 
dropping it into the Media file text-entry box. 

Note: If your media file is located in the collection’s Image Directory folder, you can 
provide the simple file name, without the complete path. For example, if your Image 
Directory contains the file named SampleSong.mp3, you can simply specify 
SampleSong.mp3 as the Media file value, rather than having to specify a full path name 
(such as C:/MyCollection/Collection_Images/SampleSong.mp3). 

Once you have specified a media file, you can use the Test button to verify that Recollector 
will do the right thing when the link is clicked on. The Test button performs the same action 
that will be performed when you click on the resulting hyperlink in the Item Details view. 
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F-links (links to associated files) 

To create an F-link, select the F-type link: Associated file radiobutton. 

Then enter the full pathname of the associated file. You can more easily provide the file 
name by clicking the Browse button and then navigating to and selecting the desired media 
file. You can also use drag-and-drop, by selecting a file in a Windows Explorer window, 
dragging it to the Special Link Dialog and dropping it into the Associated file text-entry box. 

Note: If the associated file is located in the collection’s Image Directory folder, you can 
provide the simple file name, without the complete path. For example, if your Image 
Directory contains the file named Auction23_lot104.pdf, you can simply specify 
Auction23_lot104.pdf as the Associated file value, rather than having to specify a full path 
name (such as C:/MyCollection/Collection_Images/Auction23_lot104.pdf). 

Once you have specified an associated file, you can use the Test button to verify that 
Recollector will do the right thing when the link is clicked on. The Test button performs the 
same action that will be performed when you click on the resulting hyperlink in the Item 
Details view. 
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Editing existing special hyperlinks 

You can edit an existing special hyperlink either by making changes directly in the text edit 
field, or, if you prefer, by selecting part of the coded text string and then right-clicking and 
choosing Create/Edit Special Hyperlink from the options menu.  This will bring you back 
into the Special Link dialog, with all the fields filled in.  Make whatever changes you like 
and click OK.   

As with the special formatting capabilities described earlier, the Special Link dialog is only 
accessible from text editing fields (via the right-click options menu).  It is not available for 
image, numeric, dimension, date, or currency fields, or for short or one-line text fields 
associated with a picklist. 

Editing Data 
 

Editing data is exactly like adding data, except that the data-entry window will appear with 
current information already filled in: 
 

 
 
Any changes you make will be applied to the data fields when you click OK.  Alternatively, 
you can click on OK; go to previous record or OK; go to next record and the data-editing 
window will stay in place, but the contents will be changed to reflect the prior or subsequent 
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data record of the collection window. In any of these cases, the changes made in the data-
entry window will be immediately reflected in the collection window. 
 
When you go to the previous or the next record in the data-editing window, the collection 
viewer window’s contents does not normally change.  However, if you turn on the Keep 
collection window synchronized with this window check box, then the collection viewer 
window will track the data-editing window, and it will change to the previous or next record 
as you change to the previous or next record in the data-editing window.  This can be 
particularly useful if the collection viewer window is displaying Item Details, and your 
records include images.  By keeping the windows synchronized, you can add or edit 
information in the data-editing window while you are looking at the same record, including 
its thumbnail images, in the collection viewer window.  Note that even if you have turned 
the Keep collection window synchronized check box on, you can still go to the collection 
viewer window and request to see a different record than the one currently displayed; this 
will not cause the record shown in the data-editing window to change.  The synchronization 
only works in one direction: When you change to a new record in the data-editing window, 
the collection viewer window’s record will switch, if necessary, to show the same record.  
Also, when you check the Keep collection window synchronized check box, the collection 
viewer window will be updated right away, if necessary, to display the same record as is 
shown in the data-editing window. 
 
When editing data, the title-bar of the window will show the ID # value for the record being 
edited.  This allows you to keep track of which record you are editing, even if you have 
scrolled the display such that the ID # field is no longer visible. 
 
The data-entry window has a Search menu, with Find and Find Again menu choices. This 
provides an easy way to quickly locate a particular word or phrase that you know is at or 
near the place where you want to make some editing changes. The search is performed 
across all fields in the record: If necessary, the data-entry window will automatically scroll 
(and long-text fields will automatically scroll), so that the next occurrence of the desired 
word or phrase is visible. The found text will be highlighted. An option is provided to let 
you search be case-dependent or case-independent. If the searched-for text occurs more than 
once in the record, doing a Find Again will move on to the next occurrence in the same 
record, wrapping back to the first field when the last field has been searched.  If the word or 
phrase is found in a field that has a picklist, the entire text of the picklist field is highlighted.  
Unlike searching in the collection window, searching in the data-entry window does exact 
matching for accented characters. So if you search for Goteborg (no accented characters), 
this will not match Göteborg (with the accented ‘ö’ character). 
 

Notes: 

 

• The data-entry window does not need to be closed before going back to the 
collection viewer window to view your collection.  However certain operations 
accessible from the collection viewer window (for example, deleting records) are not 
allowed while the data-entry window is open.  If you attempt to access one of these 
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disallowed operations, the program will prompt you to close the data-entry window 
and then re-try the desired operation. 

• If the data-entry window is open but not visible (hidden behind other windows), you 
can bring it to the front by choosing Data Adding/Editing Window from the Windows 
menu of the collection viewer window. 

• Because you can access the collection viewer window while the data-entry window 
is still open, you can utilize the ability to copy text from the Item Details view in the 
collection viewer window, and then paste it into the data-entry window.  This is 
useful, for example, if you have two items in your collection that are very similar, 
and you want to utilize the information you entered for one item while creating the 
record for the second item.  Go to the record you want to use as a model and display 
it in the Item Details view. Then request to add a new record (Add New Record(s) 
from the Edit menu).  You can now copy text for a field from the Item Details view 
of the collection viewer window and paste it into the corresponding field in the data-
entry window. 

• Since you can have more than one collection open at the same time, you can also 
have multiple adding/editing windows open simultaneously. If you are in doubt as to 
which editing window goes with which collection window, choose Data 
Adding/Editing Window from the collection window’s Window menu.  This will 
bring that collection’s adding/editing window to the front. 
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Using the Collection 
 
Each open collections is displayed in a “collection viewer” window. You open a collection 
either by selecting it in the Start-Up Window or by using the Open or Open Recent choices 
on a collection window’s File menu. If a collection being opened is password-protected, you 
will be prompted to supply the password before the collection viewer is displayed. The 
collection viewer window is a tabbed display, with three tabs (or “views”) for looking at 
your collection: (1) List view; (2) Image Gallery view; (3) Item Details view. The List view 
and the Image Gallery view let you browse through the many records in your collection; the 
Item Details view lets you examine all the information for a single record. Click on a tab to 
switch to the corresponding view. You can also switch views using the Options menu. 
 

The List view 

 

 
 

Each row in the List view corresponds to an item in your collection.  One row is always 
shown as the currently selected row. Use your mouse to click any row to make it the 
selected row. (Or use the Up and Down arrow buttons on your keyboard, or the “Previous” 
and “Next” buttons shown at the upper right part of the window.)  The camera icon ( ), 
shown in the second column of the list, indicates that the corresponding record contains at 
least one image.  If you click on the camera icon, the image for that record will be displayed 
in a newly opened image viewer window.  (If the record contains multiple images, only the 
first image will be shown. Switch to the Item Details view – described below – where you 
can access all of the record’s images.) 
 
See the description, below, of List: Field Selection on the Options menu for how to specify 
which fields (and their order) appear in the List view. 
 



 72

You can turn on a “thumbnail banner” at the top of the List view by clicking on the Show 
Pix button. When the thumbnail banner is displayed, all the currently selected record’s 
images are displayed as thumbnails. Click on a different row in the List view and that 
record’s image(s) will be displayed in the thumbnail banner. The images in the thumbnail 
banner are clickable: Click on an image and the selected image will be displayed in a newly 
opened image viewer window. 
 

 
 

The size of the images shown in the thumbnail banner is controlled by a preference on the 
Images tab of the Preferences Dialog. 
 
To turn off the thumbnail banner, click the Hide Pix button. 
 

The Image Gallery view 

 
The Image Gallery tab gives you a visual way to browse the items in your collection. Like 
the List view, all your collection items are shown in the Image Gallery view, but instead of a 
tabular set of rows the Image Gallery displays a grid of thumbnail images, one for each item 
in the collection. Even items that have no images are shown in the Image Gallery view, but 
a note (“[No image]”) is displayed. 
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To look at the full details for the currently selected record, switch to the Item Details view. 
You can do this by clicking on the Item Details tab or by double-clicking on the desired row 
in the List view or the desired cell in the Image Gallery view. 
 
Just like the List view, the Image Gallery view is scrollable, so you can browse through all 
the items in your collection. Also, just like the List view, the currently selected record is 
highlighted with a light gray background. In the Gallery Image view, only one thumbnail 
image is displayed per record, but if a record contains multiple images, then an arrow button 
is shown, as can be seen in the selected cell of the example above. Clicking on the arrow 
swaps the current image for the next image found in the record. (A second arrow, at the left 
of the image, will be shown when you are displaying the second or subsequent image for a 
record, and you can use this arrow to move back to an earlier image.) 
 
Click on a cell in the Image Gallery grid to make it be the selected record. Hold down the 
<Ctrl> key and click on the image in the currently selected cell to bring up an image viewer 
window. 
 
The size of the images shown in the Image Gallery is controlled by a preference on the 
Images tab of the Preferences Dialog. The default size is 150 pixels (length or width of the 
longest side of the thumbnail). 
 
Below each image in the Image Gallery are shown up to three field values for the 
corresponding record. By default, the first three fields in the List view are selected as the 
fields whose values are shown. However, you can create a field profile (described on p.103), 
which will override the default behavior. Create a field profile named Image Gallery; the 
first three fields included in that Image Gallery field profile will be the fields whose values 
are displayed below the thumbnails, regardless of which fields are displayed in the List 
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view. Note that the program will truncate any field values that are too long to be included on 
a single line within a cell of the Image Gallery. 

 

The Item Details view 

 
To look at the full details for the currently selected record, switch to the Item Details view. 
You can do this by clicking on the Item Details tab or by double-clicking on the desired row 
in the List view or the desired cell in the Image Gallery view. 
 

 
 

The example shown here is the normal mode of displaying Item Details, with each field 
shown on its own line (or lines). The order in which fields are displayed is controlled by 
Item Details: Field Order on the Options menu, described below. There is also a 
compressed mode, in which multiple fields will be shown on a single line, if they fit.  This is 
controlled by a preference on the Item Details tab of the Preferences Dialog. 
 
Following is a description of the various functions that can be performed from the collection 
viewer window, all of which are available from the menus. (In some cases, operations are 
invoked from options menus, brought up by a right-button click on the window.  These 
options are described below.)  Some functions are only available in one or two of the views 
(List, Image Gallery and Item Details); others are available in all three views. 
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File menu 

New Collection – Use this choice to create a new collection. You will be given a 
choice of creating a new collection from one of the built-in templates or from 
an existing Excel spreadsheet or a delimited text file.  The process of creating 
a new collection is fully described in the section on Defining a New 
Collection (p. 6). 

Open – [shortcut: <CTRL>-O] Use this choice to open an existing collection by 
navigating to, and selecting, its collection file on the disk.  This is the file in 
XML format (with filename extension “.xml”) that is the on-disk storage for 
the collection data.  If you choose a file that corresponds to a collection that 
is already open, that collection’s viewer window will be brought to the front. 
If you choose a collection file that isn’t currently open, it will be opened and 
a new collection viewer for that collection will be created and brought to the 
front.  If you choose a file that is not a valid Recollector collection file, an 
error message will be displayed. (See the section below (p. 89) that describes 
how you can configure Windows to automatically open Recollector 
collection files with Recollector when you double-click on them in Windows 
Explorer.) 

Open Recent – This menu choice opens a sub-menu that shows a list of previously 
(and currently) open collections. The list is ordered with the most recently 
used collection at the top and the least recently used collection at the bottom. 
Selecting an item from the sub-menu is the same as opening the collection 
using the Open menu choice: If the selected collection is already open, its 
window will be brought to the front; otherwise the chosen collection will be 
opened and its newly-created collection viewer will be displayed. 

Print – [shortcut: <CTRL>-P] From the Item Details view, the single entry is 
printed. The order of the fields is identical to the on-screen order. This order 
can be changed via the Item Details: Field Order choice of the Options 
menu.  If the Item Details contains one or more thumbnail images, these will 
also be printed as images. See the Images tab of the Preferences dialog 
(accessible via the Preferences choice on the Options menu), for a choice 
regarding the method used to produce printed thumbnail images (described 
fully on p.133 in the chapter on Setting User Preferences). 
 
From the Image Gallery view, the entire Image Gallery is printed. If a subset 
is currently in effect, only the items in the subset will be included (just as in 
the on-screen Image Gallery). For records that contain multiple images, only 
one image will be shown in the printed version of the Image Gallery. 
Because a printed page usually will be of a different size than the on-screen 
collection window, the printed Image Gallery may include a different number 
of columns than the on-screen Image Gallery. 

 
From the List view the entire list is printed in tabular format. (If the List does 
not include all of your collection’s fields, only the fields selected for display 
will be printed. Adjust the set of fields displayed in the List by the List: Field 
Selection choice of the Options menu, or by using a Field Profile.)  As on the 
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screen, parts of longer texts will often not be visible in the tabular view. If 
you want to print out your entire collection, consider using the next menu 
choice (Print Details for All Entries). 

Print Details for All Entries – This choice will produce an Item Details printout for 
each row in the list, one page per item.  Normally this will include all the 
records in your collection, but if you have been looking at only a portion of 
your maps (Subsetting in effect – see the Subset menu choices, below), only 
the records included in the current Subset will be printed.  The order of the 
printed records will match the current sort order.  See the description of the 
Item Details tab in the Preferences Dialog (p.138) for a description of how to 
control whether or not each record is printed starting on a new page. 

Generate Printed Report (with wizard) – Use this choice to produce a customized 
printed report for your entire collection (or for a subset).  A “wizard” will 
step you through the choices you need to tailor the report to your needs. This 
is described fully in the chapter on Generating Printed Reports (p.112). 

Generate Web Site (with wizard) – Use this choice to generate a set of web pages 
that comprise a collection web site for your entire collection (or for a subset). 
A “wizard” will step you through the choices you need to tailor the web site 
to your needs. This is described fully in the chapter on Generating a 
Collection Web Site (p.121). 

Summary – This choice will bring up a window showing you a brief summary of 
your collection. The summary gives the name and filename of the collection, 
the date and time that the collection was last modified, and totals for any 
currency fields. If a subset is in effect (see the chapter on Subsetting the 
Collection, p.93), then the subset name will be shown and the record count 
and currency-field totals will be based only on the records in the subset. 
Note: Totals for currency fields will be treated in a special way if your 
collection contains a number-type field whose name is Quantity* (exactly as 
shown here, with capital ‘Q’ and an asterisk as the last character in the field 
name). If a Quantity* field exists, then its value will be multiplied by the 
currency field’s value in calculating totals. This allows you to handle the case 
of a collection with multiples, by having just a single record for the set of 
duplicate items, with the number of duplicates specified in the Quantity* 
field.  The currency field should reflect the price/value for just a single item, 
and the computation of totals will be done by multiplying the currency value 
by the Quantity* value.  (If Quantity* is left blank in a record, a default value 
of 1 will be assumed.) 

Export to Excel (List view only) – This choice will invoke Excel, create a new 
spreadsheet, and copy the data from the collection viewer into the 
spreadsheet. (If you have eliminated some of the fields from the List display, 
only the fields selected for display will be copied. Adjust the set of fields 
displayed in the List by the List: Field Selection choice of the Options menu, 
or by using a Field Profile.) This choice will only function correctly if 
Microsoft Excel® is installed on your computer.  Before the export is 
performed, the program will ask whether you want formatting codes (e.g. for 
italic text, or for specifying a hyperlink) to be stripped out of text fields.  By 
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default, the formatting codes are stripped out.  However, if you anticipate 
importing the data back into Recollector at some later time, you may want to 
retain the formatting codes, in which case you should indicate this when 
prompted. 

Export to File (List view only) – This choice will write out a tab-delimited or 
comma-delimited ASCII file (also known as a CSV-format file) from the 
List, with the field names in the first row. You will be prompted for the name 
and location of the destination file. (If you have eliminated some of the fields 
from the List display, only the fields selected for display will be exported. 
Adjust the set of fields displayed in the List by the List: Field Selection 
choice of the Options menu, or by using a Field Profile.)  Before the export is 
performed, the program will ask whether you want formatting codes (e.g. for 
italic text, or for specifying a hyperlink) to be stripped out of text fields.  By 
default, the formatting codes are stripped out.  However, if you anticipate 
importing the data back into Recollector at some later time, you may want to 
retain the formatting codes, in which case you should indicate this when 
prompted. 

Export for download to the Recollector App – This choice will prepare a 
download file for sending a copy of your collection to a smartphone or tablet 
device, where it can be viewed using the Recollector App, the companion 
app of the PC version of Recollector.  Versions of the Recollector App are 
available for Android phones and tablets and for Apple’s iPhone or iPod 
touch. See the chapters on Viewing your collection on an Android device 
(p.148) or Viewing your collection in an iPhone or iPod touch (p.154). 

Import Records from Excel (List view only) – See the chapter on Importing Data 
into the Collection (p.34). 

Import Records from File (List view only) – See the chapter on Importing Data 
into the Collection (p.34). 

Save – [shortcut: >CTRL>-S] Use this choice to save the current state of the 
collection to disk.  If you are doing a large amount of data entry or editing, it 
is a good idea to periodically save your changes so that you will not lose your 
work in the event of a power failure or any other kind of unexpected 
interruption. You can also turn on auto-save, which will cause your 
collection to automatically be saved back to disk on a regular interval. This is 
described more fully on p.140 in the chapter on Setting User Preferences. 
Note: The Save menu choice will be disabled if the collection has not been 
changed since the last save. You can also tell whether or not the collection 
has been changed by the collection window’s title bar: An asterisk will be 
displayed at the end of the title if the collection has been changed since the 
last save. 

Revert – This choice undoes any as-yet unsaved changes. Depending upon when in 
the session you request to revert, the program may prompt you as to whether 
you want to revert to the most recently saved version of your collection, or to 
the earlier version of your collection as it was just before you began the 
current session. After performing a revert operation, Recollector redisplays 
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your collection, always beginning in the List view, regardless of the previous 
view you had been using. 

Set Password – Use this choice to specify that your collection is to be saved using 
password-protected encryption. See the chapter on Securing your collection 
(p.142). 

Backup Collection – This choice allows you to back up the currently open 
collection. See the chapter on Securing your collection (p.142). 

Restore or Copy a Collection from Backup – This choice lets you restore a 
collection from a backup made using the Backup Collection facility. You can 
also use this choice to copy a backed up collection to a new computer (or to a 
new location on the same computer). See the chapter on Securing your 
collection (p.142). 

Export Collection Template – Use this choice to create a new (XML format) 
collection file, but one that has no data records in it.  The file created by this 
menu choice will have all of the information about the structure of your 
collection (field definitions, collection name, subset and profile definitions, 
etc.), but none of the data.  This newly created collection file can be used for: 

• Creating a new collection whose structure is, at the outset, identical to 
that of the current collection.  If you want to create a new collection 
similar to an existing one, then it is easier to start out with the structure of 
the existing one than to create a new one from scratch. Simply open the 
written-out template file as a new collection (by using Open on the File 
menu of a collection window, or clicking Browse to find and open a 
collection file in the Start-Up Window). You can then modify the newly 
opened collection in any way you want (e.g changing the collection’s 
name, its fields, etc.) and begin to add data records to it. 

• Sending a database “schema” for your collection to somebody else who 
also owns a copy of Recollector.  This lets you share your database setup 
with others, without having to also share the actual contents of your 
collection. 

Note: The one piece of information about your collection’s structure that 
Export Collection Template does not export is the definition of the Image 
Directory.  If you (or somebody to whom you have sent your template) wants 
to have an image directory for a collection made from the template, the 
image directory will have to be redefined in the new collection (see below, 
Modify Fields or Image Directory, on the Edit menu, for how to do this). 

Close – [shortcut: <CTRL>-X] Use this choice to close the collection viewer 
window.  If this is the only collection viewer window that you have open, 
closing it will also exit from Recollector. Because this choice explicitly asks 
to close the collection, this collection will not be automatically re-opened the 
next time you run Recollector. You will need to open the collection 
explicitly, either from the Start-Up Window or from another collection 
window. 

 
If you have multiple open collection viewer windows, closing one of them 
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will cause one of the other collection viewer windows to be brought forward, 
and Recollector will continue to run. 

 
Clicking the ‘X’ close button at the upper-right corner of a collection viewer 
window is similar to choosing Close.  However, if there is only one open 
collection viewer window and you click its ‘X’ close button, Recollector will 
exit, but it will treat the collection as one that should be automatically opened 
the next time the program is run. In other words, if you have just one 
collection open and you want to exit Recollector, and you also want this 
collection to be opened automatically the next time you run the program, 
terminate the program by either clicking the window’s ‘X’ close button or by 
using the Exit menu choice (see next item). Note: If you have made changes 
to the collection since the last time the collection was saved, the program will 
prompt you as to whether to save your changes before closing. If auto-save is 
enabled (see the description of auto-save, on p.140, in the chapter on Setting 
User Preferences) the program will automatically save your changes without 
any prompt. 

 
Exit – Use this choice to terminate the program. All open collection viewer windows 

(and their associated image windows and adding/editing windows) will be 
closed. Recollector will remember which collections were open when you 
choose Exit, and the next time the program is run those collections will 
automatically be opened. Note: If you have made changes to any open 
collections since the last time the collection was saved, the program will 
prompt you as to whether to save your changes before closing. If auto-save is 
enabled (see the description of auto-save, on p.140, in the chapter on Setting 
User Preferences) the program will automatically save your changes without 
any prompt. 

 

Edit menu 

Select All (Item Details view only) – Selects the entire text of the window (typically 
in preparation for doing a Copy operation). 

Copy (Item Details view only) – [shortcut: <CTRL>-C] Copies the selected text to 
the clipboard (typically for subsequent pasting into some other application). 

Edit Record – [shortcut: <CTRL>-E] This choice lets you edit the currently selected 
record. See the section on editing data in the chapter on Adding and Editing 
Data (p.68) 

Add New Record(s) – [shortcut: <CTRL>-N] See the chapter on Adding and 
Editing Data (p.38). 

Add a Copy of Current Record – [shortcut: <CTRL>-N] See the chapter on 
Adding and Editing Data (p.38). 

Enable Multi-Record Delete (List view only) – This is a toggle, which, when 
turned on, allows you to select more than one row.  This allows you to delete 
multiple rows at one command, rather than having to delete records one at a 
time.  When multi-record delete is enabled, the following actions can be used 
to select rows: 
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• Click: Selects the clicked-on row and deselects all other rows. (This has 
the same effect as clicking on a row when not in multi-record delete 
mode.) The clicked-on row also becomes the “anchor” row for 
subsequent <Shift>-click or <Shift+Ctrl>-click operations. 

• <Ctrl>-click: Toggles the clicked-on row.  If the row was previously 
unselected, it now becomes selected (in addition to whatever other rows 
were previously selected), and it also becomes the anchor row.  If the 
row was previous selected, it becomes unselected, unless it was the only 
selected row, since the program requires that at least one row be selected 
at all times. 

• <Shift>-click: Selects the block of rows between the clicked-on row and 
the anchor row. 

• <Shift+Ctrl>-click: Toggles all of the rows in the block between the 
clicked-on row and the anchor row.  If this would cause the de-selection 
of all rows, the anchor row is left selected, since the program requires 
that at least one row be selected at all times. 

Multi-record delete mode does not stay in effect after most other operations.  
Other operations, such as switching to Item Details view or adding or editing 
data records, will turn off multi-record delete mode if it is on.  Therefore, you 
should only turn this mode on immediately prior to selecting rows and then 
choosing Delete Record(s) from the Edit menu.  If you turn multi-record 
delete mode off after having selected multiple rows, but without performing a 
delete, the list will revert to having just a single row selected. 

Delete Record(s) – [shortcut: <CTRL>-W] This choice will delete the currently 
selected record(s) from your collection database. You will be prompted to 
confirm that you really want to delete the selected records. There is no undo 
capability (other than revert, which undoes all changes made since the last 
save), so if you mistakenly delete a record, you may have to enter it again.  If 
multi-record delete mode has been enabled (only available in the List view; 
see the description of the prior menu item), and multiple records in the list 
have been selected, all the selected records will be deleted.  Multi-record 
delete mode will be turned off automatically when the deletion operation is 
completed. 

Modify Fields or Image Directory – This choice lets you make changes to the set 
of fields that are defined for the collection. You can create additional fields, 
or modify (rename or change the data type) or delete existing fields.  You can 
also specify or change the Image Directory to be used for the collection. The 
dialog used to modify fields and the image directory is described more fully 
in that chapter on Modifying a Collection’s Fields & Specifying the Image 
Directory (p.25). 

 

Search menu 

Find – [shortcut: <CTRL>-F] In the List view or Image Gallery view, you will be 
prompted for a text string and a field to search in, with options to search in 
all fields, or in all fields displayed in the List view. (If the field you choose to 
search in is one that has a pick-list associated with it, the text entry box will 
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also include a drop-down list, so that you can select one of the pick-list item 
values without having to type it.) In Item Details mode you will just be 
prompted for a text string. You can also specify a case-independent or case-
dependent search. 

 

In List mode or Image Gallery mode, you have two options for searching: 

• Search for next matching record – this option will search forward, from 
the currently selected record, looking for the next record that meets the 
search criteria.  That record will then become the selected record. The 
search will wrap back to the top if the last row is reached. 

• Create a temporary ‘search subset’ with just the matching records – this 
option will find all the records that meet the search criteria and the set of 
items shown will be reduced to just those matching items. A note, in the 
lower right-hand corner of the window, will remind you when a search 
subset is in effect.  Recollector also has a separate, more elaborate and 
capable subsetting capability, which is described fully in a separate 
chapter on Subsetting (p. 93). The ‘search subset’ capability is a 
somewhat quick-and-easy way to perform subsetting temporarily.  The 
chapter on Subsetting describes both kinds of subsetting. 

 
You will be told if no match is found. In Item Details mode, the program will 
search for the next instance of the string in the current record.  The search 
will wrap back to the beginning of the record when the last instance of the 
search string has been found.  If you have searched for a string in List mode 
or Image Gallery mode, and you then immediately switch to Item Details 
mode, the first instance of the found string in the record will be highlighted. 

Find Again – [shortcut: <CTRL>-A] Repeats the previous search, continuing on 
from the next record (in List mode or Image Gallery mode) or from the last 
match within the record (in Item Details mode). If the end of the list is 
reached, the search will wrap around automatically, and continue searching 
from the first record (in List mode or Image Gallery mode) or the beginning 
of the current record (in Item Details mode). 

Clear Search Subset – Use this choice to turn off a search subset, if one is currently 
active. The note regarding the current search subset will be cleared from the 
lower right corner of the window, indicating that no search subset is currently 
in effect. 

Go to ID # – [shortcut: <CTRL>-G] Use this choice to jump directly to the record 
with a particular ID # value.  (If you have renamed the ID # field, the 
changed field name will appear in the menu item.) 

Back to Previous Record – [shortcut: <CTRL>-B] In Item Details mode, use this 
choice to go back to the previous record, after you have jumped to a new 
record by clicking on an “ID #” link.  This operates similarly to the “Back” 
button in a Web browser, returning you to the previous page after you have 
clicked on a link to jump to a new page. In List mode or Image Gallery 
mode, this menu choice will only be enable right after you have used the Go 
to ID # menu choice (see previous item). Choosing Back to Previous Record 
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will return you to whatever record had been selected before you used the Go 
to ID # menu choice. 

 

Subset menu  

Select a Subset – Use this menu choice to limit the collection list to just the subset 
of records that meet a specified condition. For a full description, see the 
chapter on Subsetting the Collection (p.93). 

Show Full Collection (no subsetting) – Use this menu choice to return the 
collection list to the full set of records in the collection database. This choice 
turns off any subsetting that had been in effect. For a full description, see the 
chapter on Subsetting the Collection (p.93). This menu item also turns off 
the search subset, if one was in effect. (See, above, under Find, on the Search 
menu, for a description of the ‘search subset’ capability.) 

Manage Subsets – Use this choice to create new subset definitions, or to modify or 
delete existing subset definitions. For a full description, see the chapter on 
Subsetting the Collection (p.93). 

Display Subset Definition – This choice will bring up a window in which the 
record-selection criteria for the current subset definition are displayed. 

 

Options menu 

Sort Order (List view and Image Gallery view only) – Use this menu choice to 
modify the sorting order of the collection’s records. See the chapter on 
Sorting the Collection (p.91). 

List: Field Selection (List view and Image Gallery view only) – Use this menu 
choice to modify the set of fields that are displayed in the List view (and in 
the Image Gallery view), as well as to modify the order in which the fields 
are displayed. See the chapter on Selecting Fields for the List View (p.101). 

Set Field Selection from Profile (List view and Image Gallery view only) – Use 
this menu choice to set the fields displayed in the List view (and n the Image 
Gallery view) from a “field profile”. Choose this menu and a sub-menu will 
be displayed listing the available profiles. If no field profiles are defined, this 
menu choice will be disabled. You create new field profiles using the 
Manage Field Profiles dialog (also accessed from the Options menu). See the 
full description of field profiles in the chapter on Creating and using Field 
Profiles (p.103). 

Item Details: Field Order – Use this choice to change the order in which fields are 
displayed in the Item Details window, as well as in the data-entry window. A 
dialog box will be shown with a list of all the fields, in their current order. 
Select field names in the list and use the buttons at the right to move the 
selected fields up or down in the list. 

View Collection List / View Image Gallery / View Item Details – These three 
choices are the equivalent of clicking on the List, the Image Gallery and the 
Item Details tabs, respectively. They also provide shortcuts (<CTRL>-L and 
<CTRL>-D, respectively) for switching to the List view or to the Item 
Details view using the keyboard. 
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Limit Item Details to Only Fields Shown in List – This choice is a toggle. 
Normally this toggle is not selected (no check mark shown next to it on the 
menu), in which case the Item Details display shows all fields that contain 
any data.  If there are certain fields that you wish to hide, even in Item 
Details mode, you can do this by first switching the List view to include only 
those fields that you also wish to display in the Item Details view (using the 
dialog invoked by the Options menu List: Field Selection item, discussed 
above), and then turn this toggle on.  Note that the order of the fields shown 
in the Item Details display will also be the same as that shown in the List 
view if you select this option.  This allows you to create a completely custom 
Item Details display (choice of items and their order) by creating a field 
profile (see the chapter on Creating and using Field Profiles (p.103) for 
details on how to do this) that has just the fields you want to see, in the order 
you want to see them.  Then switch the List view to use this profile (using Set 
Field Selection from Profile, described above) and turn the Limit Item Details 
to Only Fields Shown in List toggle on. Now, when you switch to the Item 
Details display, you will see the custom field selection/order that you desire. 

Start Slide Show (Item Details view only) – Selecting this menu choice causes the 
Item Details view to advance from one record to the next, automatically, after 
a specified interval.  The interval is specified on the Item Details tab of the 
Preferences Dialog (see p.138).  The term “slide show” is used loosely, since 
what is being shown are not slides or pictures, but rather the data as shown in 
the Item Details view.  But the auto-advancing effect is similar to an 
automated slide show.  Once started, the slide show will stop when you 
switch to List view or Image Gallery view, ask to edit or add records, or 
when you invoke many of the choices available on the menus (particularly 
those choices that bring up dialogs).  To re-start the slide show, just re-select 
this menu item. 

Refresh Images – This choice is useful if you have replaced one or more image files 
with a new image.  Normally Recollector caches images, so that even if you 
replace an image file with another image (using the same filename), 
Recollector will continue to display the original image until the next time you 
open this collection.  However, if you choose Refresh Images, Recollector 
will re-read the image files immediately and redisplay any images in the 
collection window using the updated images. Note: Refresh Images does not 
update the images displayed in separate image-viewer windows.  You should 
close and re-open an image-viewer window to refresh its image display. 

Manage Field Profiles – Use this choice to create, modify or delete field profiles. 
See the chapter on Creating and using Field Profiles (p.103) for a full 
description. 

Manage Picklists – Use this choice to create, modify, delete, or assign picklists to 
fields.  When a picklist is assigned to a text field, the data entry/editing 
screen will display a drop-down list (a “picklist”) to allow a field’s value to 
be entered by simply selecting a value from the list. See the full description 
in the chapter on Using Picklists (p.107) 
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Preferences – Use this choice to set various preferences. See the full description in 
the chapter on Setting User Preferences (p.133). 

Small Font / Medium Font / Large Font – These choices let you change the size of 
text used. Select whichever size you find most comfortable for viewing data 
in the collection viewer window. If you have multiple collections open, 
changing the font size will change the display in all collection viewer 
windows. The fonts used in adding/editing windows also reflect the font size 
choice. However the font in any open adding/editing window will not change 
immediately. You must close and re-open an adding/editing window in order 
to get it to display using the new font size. 

 

Windows menu 

Data Adding/Editing Window – This menu choice is only enabled if the data-entry 
window associated with this collection is open (either on-screen or iconified).  
Choosing this menu item will raise the data-entry window above all other 
windows.  This can be useful if the window has gotten underneath other 
windows on your screen.  If the data-entry window is not currently open, this 
menu choice will be disabled. 

Collection Windows – This sub-menu gives you access to any of the currently open 
collection viewer windows. Any collection that you choose from this sub-
menu will be brought to the front.  Only currently open collections are listed 
in this menu. To open a collection that is not currently open, use Open Recent 
on the File menu. 

Image Windows – This sub-menu gives you access to a sub-menu listing all of the 
open image viewer windows associated with this collection.  If there are 
multiple such windows open, they can become obscured by one another or by 
other windows on your screen.  This menu gives you an easy way to bring 
any particular image viewer window to the top.  If no image viewer windows 
are currently open for this collection, this menu choice is disabled. If you 
have multiple collection viewer windows open, each manages its own list of 
image windows. 

Close All Image Windows – Use this menu choice to immediately close all image 
viewer windows for this collection.  If many image viewer windows are 
open, this is an easier way to clean them up than going to each window 
separately to close it.  This menu choice will be disabled if no image viewer 
windows are open. 

 

Help menu 

Recollector User’s Guide – This menu choice opens up the on-line User’s Guide 
(part of which you are currently reading). 

Check for Updates – This menu choice will open a browser window that will show 
you whether you are running the latest version of Recollector.  If you are not 
up-to-date, you will be invited to download the latest version of the program. 

About Recollector / Product Registration – Use this menu choice to display a 
dialog containing information about the version of Recollector that you are 
currently running, as well as contact information for customer support.  If 
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you are running the evaluation version (Demo Mode) of the product, a button 
on this dialog will let you enter a registration key, to convert the product to a 
fully licensed, unrestricted version. 

 

Interaction with the Collection Viewer window in List mode 

 

In addition to the menu choices, you can use the mouse and keyboard to interact with the 
collection viewer window in List mode. 
 

• Clicking anywhere on a row will cause the row to become selected (highlighted). 
Double-clicking on a row will both select the row and switch the display to Item 
Details mode for the selected record. 

• If a record in the List view shows a camera icon ( ) in the second column, clicking 
on this icon will select the row and will also cause the image associated with this 
record to be displayed in a new image viewer window.  If the record contains 
multiple images, the selected image will be shown initially. Arrow buttons (‘<’ and 
‘>’) are shown which can be used to switch to see other images from the same 
record. 

• You can re-order the columns in the List view by clicking-and-dragging on the 
column header (the row at the top of the list, where the field names are displayed). 
Drag to the right or left to move a column to a new position. You can also re-order 
the columns using the Field Selection dialog (p.101), chosen from the List: Field 
Selection choice of the Options menu. 

• You can change the width of a column in the List view by clicking and dragging, in 
the column-header row, on the separator line at the right-hand edge of a column.  
Drag to the left to make the column narrower; drag to the right to make it wider.  
You can also change the row height by clicking and dragging on the separator line 
between rows in the leftmost column of the list (the column that displays the row 
numbers). The change in row height is applied to all rows, not just the row on which 
you performed the operation.  If you make rows tall enough to show two lines of 
text, the program will wrap the displayed text so that you can read more than just 
one line’s worth of information. 

• Use the Show [Hide] Pix button to turn the thumbnail banner display on or off.  The 
thumbnail banner displays thumbnails of the currently selected record. 

• Use the Edit button to edit the currently selected record. 

• Use the Previous or Next button to move to the selection to the previous or next 
record. 

• You can use the arrow keys to move the selection to a different record in the list.  In 
addition to using the up or down arrow key to move a single row at a time, holding 
down the <Shift> key while clicking the up or down arrow key will move the 
selection to the first or last record in the list. The Page Up and Page Down keys will 
shift the selection approximately one page-full up or down. 

• Click on the Item Details tab to switch to the Item Details view on the currently 
selected record. 

• Pressing the <Enter> key will switch to the Item Details view on the currently 
selected record. 
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• Right-button clicking on the List will both select the clicked-on record and display 
an options menu: 

 

 
  

This menu provides choices letting you edit the selected record (equivalent to 
choosing Edit Record from the Edit menu or clicking the Edit button), or letting you 
switch to the Item Details view for the selected record.  

 

Interaction with the Collection Viewer window in Image Gallery mode 

 

In addition to the menu choices, you can use the mouse and keyboard to interact with the 
collection viewer window in List mode. 

 

• Clicking anywhere in a cell will cause that cell to become selected (highlighted with 
a gray background). Double-clicking on a cell will both select the cell and switch the 
display to Item Details mode for the selected record. 

• Holding down the <Ctrl> key and clicking on the image of the currently selected cell 
will bring up an image viewer window with the image. 

• Clicking on the blue right-arrow and left-arrow buttons (shown only for records that 
have more than one image), will change the displayed image to the next (or 
previous) image. 

• Use the Edit button to edit the currently selected record. 

• Use the Previous or Next button to move to the selection to the previous or next 
record. 

• You can use the arrow keys (up/down/left/right) to move the selection to a different 
record in the list.  The Home or End keys will move the selection to the first or last 
record, respectively. Holding down the <Ctrl> key will using the left or right arrow 
keys will also change the selection to the first or last record, respectively. The Page 
Up and Page Down keys will shift the selection (and the displayed area of the Image 
Gallery grid) approximately one page-full up or down. 

• Click on the Item Details tab to switch to the Item Details view on the currently 
selected record. 

• Pressing the <Enter> key will switch to the Item Details view on the currently 
selected record. 

 

Interaction with the Collection Viewer window in Item Details mode 

 

You may see links – identified by blue, underlined text – in the Item Details window 
display. These are of two different types: 
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• Images – Image fields contain links (which may be displayed as either thumbnail 
images or as text) to digital images.  (Image fields can also contain links to audio or 
video clips.) Image files on your local computer that are stored in any of the standard 
image file formats (JPG, BMP, GIF, TIFF, WMF, PNG, etc.), will be displayed as 
thumbnail image links. (If you prefer to not view image links as thumbnails, but 
prefer to see textual filenames, you can specify this on the “Image thumbnails” tab 
of the Preferences dialog – accessible via the Preferences menu choice on the 
Options menu.  In the same location you can also specify the size of thumbnail 
images, which default to 150 pixels on their longer edge.)  Click on an image link 
and the program will open a window and display the image file in it. For local image 
files the program will open a special image-viewer window.  If the record contains 
multiple images, the selected image will be shown initially. Arrow buttons (‘<’ and 
‘>’) are shown which can be used to switch to see other images from the same 
record. The image-viewer window has a button that allows you to switch between a 
scaled view of the image (scaled to fit in the window), or a full size image (with 
scroll bars to move around an image which is too large to fit).  A Print button lets 
you print the image (scaled to fit on a printer page), and a Copy button lets you copy 
the image (full size) to the clipboard, for pasting into other applications.  For remote 
files (or for local html pages), the program will open a web browser window and 
display the page/image there. 

• Hyperlinks – Links in fields other than image fields can be clicked on to provide 
additional information or capabilities.  Some of these links are to other records (ID # 
links), in which case clicking on the link will change the Item Details display to the 
indicated record. (See the example in the image, above, of the Item Details window: 
There is a blue-underlined link to the record with an ID # of 109.)  If you click on an 
ID # link, the program will search for a record whose ID # matches the one shown in 
the link, and, if found, will jump to that record in the Item Details window. See the 
Notes on Special Formatting Capabilities (p.52) for information on how to enter an 
ID #, in the data-editing window, so that it will be shown as a link in the Item Details 
display.  Other kinds of hyperlinks may do one of the following: 

1. Display additional information, footnote-style, in a small window at the 
bottom of the collection window. 

2. Play an audio or video clip (using Windows Media Player). 
3. Open up a web browser and display a web page. 

• Popup menu – Right-clicking on the Item Details window brings up a popup options 
menu: 
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This menu gives you access to the same functions that are accessed via the buttons at 
the upper right corner of the window as well as to some of the functions that can be 
accessed from the main menu. The “Copy full record to clipboard” choice is 
equivalent to choosing “Select All” followed by “Copy” from the Edit menu.  
 
If you right-click on either an image link or a hyperlink, the popup menu will have 
some additional items. If you right-click on an image link (either a thumbnail image 
or a textual image link), the popup menu will be either: 
 

  
 
or        
 

  
 

The popup menu shown on the left will be displayed when you right-click on an 
image that is stored as an image file on your computer. The “Display image in new 
window” choice is equivalent to simply clicking on the image link (with the left-
button of the mouse), as described in the first note in this section. The “Display 
image in web browser” choice will open a web browser window and display the 
image there. The “Print Image” choice will send the image to your printer. 
 
The popup menu shown on the right will be displayed when you right-click on an 
image that is a web address (http://…) or a link to a local file that is of type .htm or 
.html. 
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If you right-click on an audio/video link, which will be displayed as a hyperlink in 
an image/audio/video field as Play media (audio) or Play media (video), the popup 
menu will look like this: 
 

 
 
If you right-click on an “ID #” link, the popup menu will look like this: 
 

 
 

The first choice on the popup menu will perform the same action as simply clicking, 
with the left-mouse button, on the “ID #” link: The Item Details display will jump to 
the indicated record. 
 
Other kinds of hyperlinks (additional-information links, web page links) will display 
popup menus with appropriate choices. 
 

• Use the Edit button to edit the current record. 

• Use the Previous or Next button to move to the Item Details for the previous or next 
record. 

• Click on the List tab to switch to the List view. 

• Pressing the <Enter> key will move to the previous or next record (depending upon 
whether the most recent move was to the previous or next record; the program tries 
to keep going in the same direction). 

 

Opening collections from Windows Explorer 

 

Normally you open collections from within the Recollector program. However, it is possible 
to configure Windows so that double-clicking on a collection’s XML file from within 
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Windows Explorer will open that collection with Recollector.  To do this, you must 
configure Windows so that the default action taken to open XML files (files with an 
extension of “.xml”), is to start a program that will open Recollector using that XML file. 
 
Different versions of Windows have different interfaces for associating a file type with a 
particular program. For Windows 7 you will find this capability in the Control Panel, under 
the section titled Default Programs. In that section choose Associate a file type or protocol 
with a program. A window will come up that shows filename extensions in the left-hand 
column. Scroll down until you get to .xml. Select that line in the table and click the Change 
program button. In the window that comes up, click the Browse button and navigate to 
Recollector’s installation directory.  By default this directory is: 
 
    C:\Program Files (x86)\MapRecord Publications\CM 

 
In that folder select Open_Collection.bat and click Open. (Depending upon how you have 
Windows Explorer configured, the filename may not show the “.bat” extension, but may just 
be named Open_Collection.  That is the file to choose.) 
 
Once you have completed this, Windows will automatically try to open XML files using 
Recollector.  Note that when you double-click on an XML collection file to open it with 
Recollector, a new copy of the Recollector program will begin running, even if Recollector 
was already running.  Each running copy of Recollector will only know about the collection 
windows it has opened; it will not know about the collection windows opened by other 
copies of Recollector that are running at the same time.  For this reason, if you plan to work 
with more than one collection simultaneously, it is recommended that only the first 
collection be opened by clicking on an XML file in Windows Explorer. Additional 
collections that you want to have open at the same time should be opened from within 
Recollector (using the Open or Open Recent options on the File menu). 
 
Be aware that XML is a format used by a variety of software applications.  Therefore, you 
should use care when associating XML files with Recollector, since you might have another 
program on your computer which expects to be the default application for opening files of 
this type. 
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Sorting the Collection 
   
When the List view is displayed in the collection viewer window, the records are ordered 
according to the current sort criteria. You can change the sort order in one of two ways: 
 

• Double-click on the field name that is at the top of a column in the List display.  The 
selected column will become the primary sort key. (If any other columns were 
previously being used as sort keys, they will become secondary keys.)  Initially a 
column-header that you double-click on will cause the selected field to be the 
primary sort key in ascending order. If you double-click on the column-header for 
the field that is already the primary sort key, the direction of sorting for that field 
(ascending vs. descending) will be reversed. 

• Select Sort Order from the Options menu. (This choice is only available with the 
List view; it is not available with the Item Details view.) The following dialog box 
will be displayed (with different field names in the lists, of course, depending upon 
what fields are defined in your collection): 

 

 
 
The dialog shows the current sort keys at the right and the potential sort keys at the left. 
Move fields from one list to the other by selecting them from the lists and then clicking on 
the appropriate buttons located between the two lists. Change the sort key order, or the 
choice of ascending (ASC) or descending (DESC), by selecting one or more items in the 
right-hand list and using buttons at the right. 
 

Notes on sorting: 

 

• Sorting is numeric for currency, dimension and number fields (i.e. 100, 123, 1000 
are sorted numerically, whereas these values sorted as texts would be 100, 1000, 
123). Sorting is chronological for date fields. The program tries as best it can to 
interpret values in numeric fields as numbers and values in date fields as dates. 
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• The “ID #” field, though defined as a short-text field, is examined to see if all its 
values are numeric. If so, sorting for “ID #” is done numerically. 

• The changes you make to the sort order will be saved with your collection.  The next 
time you open the collection, even if you exited the program and re-started it, the 
last-used sort order will be remembered. 

• The criteria used for the current sort order are displayed at the bottom of the 
collection viewer window when in List mode. 
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Subsetting the Collection 
 
Normally the collection viewer window, in its List view, displays all the records in your 
collection.  However, if you wish to look at only a specific part of your collection – for 
example, all items acquired before 1990 – you can choose to restrict the viewer to just 
display a subset of the full collection.  The collection window and all its functions behave 
exactly the same when a subset is active as they do when the full collection is displayed; the 
only difference is that the only records shown are those which meet the criteria defined for 
the subset. 
 
Recollector provides two kinds of subsetting: 
 

• Search subsetting – This simple kind of subsetting is set up from Find on the Search 
menu.  It can be used to quickly reduce the set of displayed items to just those in 
which a particular text (usually a word or phrase) is found, either in a particular field 
or across all fields. This kind of subsetting is temporary: You set it up within a 
session, but it is not remembered.  The next time you run Recollector you need to 
use Search > Find again to set up the same search subset. 

• Full subsetting – This kind of subsetting is more elaborate than search subsetting. 
With full subsetting you can define more complicated inclusion criteria. These kinds 
of subsets are not temporary; they are retained as part of your collection, and do not 
need to be redefined each time you run Recollector. 

 
Search subsetting and full subsetting are independent capabilities. You can use both of them 
at the same time, where, for example, a full subset would reduce the set of displayed items 
based on the subset’s criteria, and an additional search subset would further reduce the set of 
displayed rows to just those that include a particular search text. 
 
This chapter describes both search subsets and full subsets. 
 

Search subsets 

 
A search subset reduces the set of displayed items to just those that include a specific text 
(usually a word or phrase). You must be in the List View or the Image Gallery to set up a 
search subset. Choose Find from the Search menu to set up a search subset: 
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Enter the text that needs to be found in a record in order to qualify for inclusion in the 
search subset. Also select which field the text must be found in.  This can be Any field, Any 
of the fields in the list display, or a specified single field.  In the example shown here, a 
record will be included in the search subset if “Paris” is found anywhere in the record. Since 
the Match Upper/Lower Case checkbox is turned off, a record will be included if it includes 
“paris”, “Paris”, “PARIS”, etc.  In addition, matching does not need to exactly match a full 
word. So if the word “Parisian” occurred in a record, it, too, would be included in the subset. 
 
Choose the second radiobutton (Create a temporary ‘search subset’ with just the matching 
records) and click OK.  Immediately the list will be reduced to just those records that meet 
the specified criteria. The fact that a search subset is active is shown by a note in the lower 
right corner of the collection window: 
 

 
 

A search subset stays in effect until you do one of the following: 
 

• Turn of search subsetting by choosing Clear search subset from the Search menu. 

• Choose Show full collection (no subsetting) from the Subset menu. 

• Select a different criteria for the search subset by using the Find dialog invoked from 
the Search menu. 
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Full subsetting 

 

The full subsetting capability of Recollector lets you define a set of conditions that must be 
met for a record to be included in the subset. You can define multiple such subsets for a 
collection. You give each subset a name, and, once defined, you can switch to any particular 
subset by choosing its name from the Subset menu.  Subset definitions are saved as part of 
your collection, so the next time you run the program, any subsets that you defined 
previously are available to be selected from the Subset menu. 
 
To define a new subset, or to modify or delete an existing subset, pick Manage Subsets from 
the Subset menu. The following dialog box will be displayed: 
 

 
 

The dialog box shown above, mostly empty, is what you will see before any subsets have 
been defined.  If any subsets have been defined for the collection, then the dialog will be 
filled in, reflecting the definition of one of the existing subsets. You can use the drop-down 
list to switch the display to show the definition of a different subset.  Here is an example of 
what the dialog box looks like when one or more subsets have been defined: 
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To create a new subset, click on the Create New Subset button. This will bring up the 
following dialog box: 
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Provide a name for the new subset by typing a new name to replace new subset.  The name 
you specify will show up on the dropdown menu that appears when you click the Select a 
Subset sub-menu on the Subset menu of the collection viewer window.  If you want, you can 
also create a hierarchy of sub-menus for your subsets.  This is useful if you have a large 
number of subsets, since it lets you group the subsets into multiple sub-categories, so that 
any single dropdown menu will have only a reasonably small number of choices displayed.  
To specify that a subset should appear on a nested sub-menu, precede the subset name by a 
sub-menu name and a colon.  For example, the following subset name: 
 

Countries:England 
 
would cause there to be a Countries sub-menu under the Select a Subset menu, and then an 
England menu item on the Countries sub-menu.  If you subsequently defined another 
subset, with the name Countries:France, the France menu item would join the England 
menu item on the Countries sub-menu. 
 
This kind of sub-menu hierarchy can be extended to additional levels by including 
additional colon-separated components as part of the subset name.  So, for example, if you 
added a subset with the following name: 
 

Countries:Scandinavia:Norway 
 
a Scandinavia sub-menu would be added to the Countries sub-menu, and the Norway menu 
item would be placed on the Scandinavia sub-menu.  You do not need to separately create 
the different levels of such multi-level menu hierarchies.  When the program encounters 
such a multi-level menu name, with multiple, colon-separated components, it creates 
whatever intermediate sub-menus are necessary to provide the full menu hierarchy. 
 
Note: Whitespace is ignored around the colons in these multi-level subset names.  So 
Countries:England and Countries : England are considered the same.  The program 
automatically converts the typed-in name to a standard (no whitespace) form. 
 
After the subset name has been entered, specify the criteria that have to be met for a record 
to be included as part of this subset. 
 
There are three kinds of criteria: 
 

• Criteria for text fields (applies to short text, one-line text, multi-line text and 
image/audio/video fields) – A text field condition specifies whether the text field 
contains, does not contain, is (fully matches), or is not the specified text. (Case does 
not matter; a lower-case word “chart” will match “Chart”, “CHART”, etc.) 

• Criteria for numeric fields (currency, dimension or number fields) – A number 
condition specifies whether the field contains a value that is less than, equal to, or 
more than a specified value. 
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• Criteria for date fields – A date condition specifies whether the field contains a date 
that is before, in, or after a specifed date. (Dates can be single years, or fully 
specified dates, e.g., “25-Feb-2007”). The choice of “in” is intended primarily for 
specifying single years. For example, if you want to include in the subset all items 
that you acquired in 2002, you could specify that the “Date acquired” field be “in” 
2002. This will pick up all records with a 2002 year in the “Date acquired” field, 
regardless of whether they also include month and day data. 

 
Alternatively, a condition can specify whether a given field is empty or is not empty. This 
can be useful if you want to define a subset based on whether data is missing for a particular 
field. 
 
To define a new condition: 
 

1. Select a field name from the drop-down list at the upper left. You can also 
select the initially displayed choice of “Any text field” which will allow a 
text match against any of the text fields in your collection. 

2. Select the desired relationship from the next drop-down list. 
3. Enter the comparison value in the text-entry box at the right. (If you specified 

“is empty” or “is not empty” in the previous step, the text-entry box will be 
hidden, since it doesn’t apply in these cases.)  If you specified “is” or “is not” 
for the relationship, and if you selected a field that has an associated pick-list, 
then the text-entry box will also have a drop-down list associated with it, and 
you can select any value from the pick-list by clicking on the down-arrow 
and then clicking on the desired value from the drop-down list.  This is just a 
convenience to save you from having to re-type in a value.  

4. Click the “Add to Subset” button. The condition will be added to the list 
shown in the window. 

 
If you have multiple conditions, they can be connected by “AND” or by “OR” operators. 
Adjacent AND conditions must all be met for a record to be selected for inclusion. An OR 
operator means that if the prior condition (or group of AND-connected conditions) is not 
satisfied, then the subsequent condition (or group of AND-connected conditions) will be 
tried.  Following is an example of a filled-in dialog box showing two conditions connected 
with an AND operator: 
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This specification will cause the subset to include all 17th-century items. 
 
If you have specified a condition using “is” or “is not” for the relationship, then you can 
specify multiple comparison values by including the desired values separated by a vertical 
bar [|] character. 
 
The following image shows a definition that specifies two values (Fine and Excellent) for a 
field named Quality.  Any record with a value for Quality of either Fine or Excellent would 
meet this condition. 
 

 
 
To modify a line of the subset specification, select it in the list, edit the terms of the 
condition at the top, and then click the Modify Line button. 
 
To remove a specific condition from the subset specification, click the condition in the list 
and click the Remove from Subset button. 
 
Click the Clear entire Subset button to get rid of all the lines in the subset specification. 
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Selecting a subset 

 

Use the Select a Subset sub-menu on the Subset menu to switch to any of the subsets you 
have defined. When you click on Select a Subset a sub-menu will appear showing the names 
of all the available subsets. Click on the desired subset. 
 
To turn off subsetting, choose Show Full Collection (no subsetting) from the Subset menu.  
This will return the collection window to a display of all the records in your collection.  
Turning off subsetting will also terminate any search subset, if one was in effect. No subset 
definitions will be lost when you turn off subsetting; you can switch back to using a subset 
at any time by again selecting a subset from the menu. 
 
Choose Display Subset Definition from the Subset menu to bring up a window showing the 
subset criteria currently in effect. If no subset is currently active, this will be reported. 

 

Notes on operating with a subset defined: 

 

• When a subset is defined, the label at the top of the collection viewer window will 
indicate this, and will show how many items are in the subset out of how many items 
are in the entire collection. 

• Operations that operate on the whole list (printing all records, exporting, searching 
and sorting) will only operate on the records that are included in the current subset. 

• When a subset is active and you add new records, a newly added record may or may 
not be in the subset, depending upon the value of its data fields.  If the newly added 
record is excluded from the subset, you will not see the record appear in the List 
view or Image Gallery view when you complete the data-entry operation.  Because 
of this, you may think that the entered data has not gone into the collection; 
however, it will successfully be added to the collection (even if not to the current 
subset), and a warning message will be shown to remind you that newly added 
records might not be seen due to the use of a subset. 

 

Examples of subsets 
 

Here are various examples of subset definitions, to give an idea of how subsetting can be used. 
 

Name Conditions Notes 
17th century 'Date' GREATER THAN 1599 

AND 'Date' LESS THAN 1700 
 

Wish List 'Status' IS wanted Uses a field (Status) to differentiate 
between ‘present’ & ‘wanted’ items. 

Items with images 'Image' IS NOT EMPTY  

Coins acquired in 2006 'Date acquired' IN 2006 Using simply a year (no month or day) 
with the IN operator correctly matches 
any date in the specified year. 

Texas Focus 'Region' CONTAINS Texas 
OR 'Title' CONTAINS Texas 

Tries to also include items where region 
might be broader (e.g. U.S. Southwest), 
but Texas is given significance as part 
of the title. 
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Selecting Fields for the List View 
 
In the collection window, the List view can display either some or all of the fields in your 
collection.  When you first create a collection, Recollector sets the List view to include all of 
the collection’s fields.  You can change this by selecting List: Field Selection from the 
Options menu. (This choice is only available with the List view; it is not available with the 
Item Details view.) The following dialog box will be displayed. (The actual fields shown 
will differ from what is shown here, depending upon the actual fields that you defined for 
your collection.) 
 

 
 
Select fields from the lists and move them from one list to the other using the buttons 
between the two lists.  To rearrange the position of a field in the List view, select one or 
more fields in the right-hand list and move them up or down using the buttons at the right. 
 
You can also change the position of items in the List view of the collection window by 
dragging with your mouse directly on the List. Click and hold on the column header of the 
column you wish to move, and then drag it to the left or right to re-position it. 
 
You can change the width of a column in the List view by clicking and dragging, in the 
column-header row, on the separator line at the right-hand edge of a column.  Drag to the 
left to make the column narrower; drag to the right to make it wider.  You can also change 
the row height by clicking and dragging on the separator line between rows in the leftmost 
column of the list (the column that displays the row numbers). The change in row height is 
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applied to all rows, not just the row on which you performed the operation.  If you make 
rows tall enough to show two lines of text, the program will wrap the displayed text so that 
you can read more than just one line’s worth of information. 
 
The fields that you select for inclusion in the List view will also determine which fields are 
displayed in the Image Gallery view. The first three fields in the List View are selected for 
display underneath the thumbnail images in the Image Gallery view. (However, if you have 
a field profile named Image Gallery defined, then the first three fields defined by that 
profile will determine which field values are shown in the Image Gallery view.  See further 
discussion of this in the section on field profiles: p.103.) 
 
Note: The changes you make to the selection of fields to display in the List, as well as their 
order and the width of the individual List columns, will all be saved with your collection, so 
that the next time you open the collection viewer, even after exiting and re-starting the 
program, the choices you last made will be preserved. 
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Creating and Using Field Profiles 
 

The List view of the collection window displays some or all of your collection’s data fields.  
At times you may want the List to show columns for all of the fields in your collection.  At 
other times you may want to only display a subset of the fields. You can change the 
displayed set of fields (and their display order) via the Field Selection dialog (p.101) 
accessed via the List: Field Selection choice on the Options menu.  But, in addition, you can 
save this information (a chosen set of fields, and their order) in a “field profile”.  Once you 
have created a field profile, you can use the Set Field Selection from Profile (on the Options 
menu), to quickly set the List’s display to match what is specified in the profile.  You can 
create multiple profiles; the profiles are saved as part of the collection. 
 
In addition to allowing you to save multiple custom List views, field profiles are also useful 
in conjunction with printing and exporting data. Printing from the List view and exporting 
data (either to Excel or to an ASCII file) both produce output that matches the List view: 
Only the fields that are shown in the List are printed/exported, and their order in the output 
matches the order in the List.  As an example, suppose you would like to periodically export 
data from your collection to Excel, just to do some spreadsheet computation on the price 
information in your collection database. You could create a field profile that specifies just 
one field: Price. Whenever you want to run your price computations, just use Set Field 
Selection from Profile to switch the List to display according to this profile. Then run Export 
to Excel.  You could then switch the List back to a fuller display by selecting a different 
profile (for example, you might have created a profile named “Full data” that includes all of 
the fields). 
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To create a field profile, select Manage Field Profiles on the Options menu. The following 
dialog box will be displayed: 
 

 
 

This picture shows what the dialog box looks like when you don’t have any profiles yet 
defined for your collection.  If you have one or more profiles defined, the dialog will start 
out with one of your profiles selected, as in the following example: 
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Use the drop-down list to switch to see other profiles that you have defined; selecting any 
profile causes the fields contained in that profile to be displayed in the larger area in the 
middle of the dialog box. 
 
To create a new profile, click the Create New Profile button. This brings up the following 
dialog box: 
 

 
 

Enter a new name for the profile you are creating. Then use the various arrow buttons to 
select which fields will be included in the profile (the “Shown fields”), or to modify the 
order of the selected fields.  The dialog initially displays the choices based on the current 
display in the List view.  The example shown here reflects what will be shown if the List 
view is currently displaying all of the collection’s fields. 
 
In the Manage Field Profiles dialog there are also buttons that allow you to edit or delete an 
existing profile. If you choose to edit a profile, the same dialog box that is used for creating 
a new profile will be shown, but the values it shows will reflect the profile you have asked 
to edit.  If you ask to delete a profile, the program will prompt you to confirm the deletion. 
 
Once you have created one or more profiles, you can request that the List view be changed 
to match a particular profile. You do this via Set Field Selection from Profile on the Options 
menu.  Selecting this menu item will bring up a sub-menu that lists all the field profiles that 
you have defined. Select the one you want and the List view will switch to match the 
selected profile. 
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The Image Gallery can make special use of a field profile.  If you have a field profile whose 
name is Image Gallery, then the program will use the first three fields defined in the profile 
as the three fields whose values are displayed in the individual cells of the Image Gallery 
view. The only thing special about this profile is its name: Image Gallery. It can be used in 
all the same ways, described earlier in this section, that other field profiles are used. But 
because it has this particular name (Image Gallery), the program will use it to determine 
which fields are shown in the Image Gallery display.  If there is no field profile defined with 
this name, the program will use the first three fields of the List view as the three fields to 
display in the Image Gallery view.  The Image Gallery field profile provides a way for you 
to have the Image Gallery view display a different set of fields than that shown in the List 
view. (Though the program will use up to three fields from the Image Gallery profile, the 
profile can have fewer or more fields. If it has fewer than three, only as many fields as are 
defined in the profile will be shown in the Image Gallery view.) 
 
Note: If you have multiple collections, the profiles you create are each specific to just one 
collection: the collection that was active when the profile was created. This is because 
different collections can define different sets of fields, and there is no guarantee that a 
profile created with one collection will work appropriately with a different collection. 
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Using Picklists 
 
A picklist is a standard set of values used for a field in your collection database.  For 
example, if you have a field named Quality for which each record should contain one of a 
standard set of quality terms (e.g.: mint/exellent/good/fair/poor), then you could create a 
picklist consisting of these five values.  You would then associate the picklist with the 
Quality field in your collection database.  As a result, in the data-entry window, the Quality 
field would display as a text box with an associated drop-down list containing the terms 
from the picklist: 

 

 
 

Note: Picklists can only be associated with short text and one-line text fields. 
 
Picklists are created, modified and deleted via the Manage Picklists dialog, which is 
invoked from the Options menu of the collection viewer window.  The first time you invoke 
the Manage Picklists dialog, the dialog will mostly be blank (since no picklists have yet 
been defined for the collection): 
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Click the Create button to create a picklist.  The following dialog will be displayed: 
 

 
 

Enter a name for the picklist, and then enter values in the text-entry field at the bottom, and 
click Add to add each value to the list.  You can change an existing value by selecting it 
from the list, typing in a revised text at the bottom, and clicking Replace.  You can delete 
one or more values by selecting them from the list and clicking Delete. 
 
You can add values to a picklist from an external file.  Click the Add values from file button, 
and you will be prompted to pick the external file.  Each line in the external file is taken to 
be a single value, and all of the file’s values are added, with the exception that blank values 
and values that match an existing value in the picklist are skipped.  The ability to add values 
to a picklist from a file is particularly useful when you have a picklist with many values, and 
you already have a file containing those values.  So, for example, if you want to create a 
picklist with all the two-letter abbreviations for states, it is easier to load this list of values 
from an external file (which can be easily created from lists of state abbreviations found on 
the web) than it is to type in all of the state abbreviations. 
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You can re-order the value list by selecting one or more values and using the arrow buttons, 
at the right, to move the selected values up or down.  You can also alphabetize the current 
elements in the list by clicking on the A…Z button. When the picklist values have been 
entered, click OK to return to the Manage Picklists dialog.  Here is what the Manage 
Picklist dialog would look like after entering the Quality picklist described at the top of this 
page: 
 

 
 

To associate a field with a picklist, make sure that the desired picklist is selected in to the 
drop-down list at the upper left.  Then select the desired field from the drop-down list at the 
lower right and click the Associate button. 
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The following shows what the Manage Picklists dialog looks like after selecting Quality 
from the drop-down list at the lower right and clicking Associate: 
 

 
 

In this example the field and the picklist happen to have the same name (Quality).  This is 
not required; picklist names and field names are independent, and you can associate multiple 
fields with the same picklist. 
 
The Strict checkbox determines whether, during data-entry, a field is required to exactly 
match one of the values on the associated picklist (or blank: an empty, blank, value is 
always allowed for any field).  If you choose strict behavior, only values that appear on the 
picklist are allowed, thereby forcing you to use a “controlled vocabulary” for the associated 
field. By default, picklists are not strict, and in the data-entry window you will be allowed to 
type any value into a text field, whether or not it is on the field’s associated picklist.   
  
Other buttons on the dialog allow you edit the values (or name) of an existing picklist, 
delete a picklist, or remove the association between a field and a picklist.  (Since a field can 
only be associated with one picklist, if you associate a field with one picklist, and that field 
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had previously been associated with a different picklist, the program will automatically 
remove the prior association.) 
 
If you have set up multiple collections, and you have created a picklist in one collection, 
which you would also like to use in the second collection, you can use the Copy picklist and 
Paste picklist buttons.  Note that these copy and paste operations do not utilize the Windows 
clipboard, but are handled entirely within the program.  Therefore the Copy and Paste 
operations must be done within a single session of Recollector, copying the picklist from 
one collection, switching Recollector to the second collection, and then opening the Picklist 
Manager dialog in the second collection and pasting the picklist.  This may seem a bit 
cumbersome, but if you have created an elaborate picklist (e.g. one listing all of the 50 states 
in the US), it is still much easier, and more accurate, to use this built-in copy and paste 
capability than re-creating the long picklist from scratch for the second collection. 
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Generating Printed Reports (with a wizard) 
  
This section describes how you can easily generate a printed report, for your entire 
collection or for a subset, and customize the report to fit your needs.  This is done using a 
“wizard” invoked by selecting Generate Printed Report (with wizard) from the File menu. 
 
A printed report consists of three sections: 
 

1) A cover page. 
2) The body of the report, containing entries for all the records.  This section will have 

as many pages as needed, with each page printed compactly, containing as many 
entries as will fit. 

3) [Optional] One or two indexes, allowing you to index the entries in the report by one 
or two of the database’s fields. 

 
Here is a view of what the main part of the report (the body) looks like, with a thumbnail 
image of a single page, on top, and a full-sized view of a couple of entries from that page, 
below: 
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This example shows several features of the report that reflect its compact format: 

• Not all fields in the collection database are shown; only those fields that you select 
will be included in the report. 

• Multiple records are printed on a single page. 
• Images are shown as thumbnails, large enough to help identify the object, but small 

enough to allow a compact overall presentation. You can select the maximum 
thumbnail size, and the program will scale the images to stay within the specified 
size limit. 

• The images, which represent a field in the database, are shown without field labels, 
since a label such as "Image" is, in most cases, unnecessary. 

• Where there is space to include more than one field on a single line, this is done. 
• An entry number (in the left-hand margin) precedes each entry. These numbers are 

used in conjunction with the report's indexes (described below). 
• In the example shown here, the entries are sorted by the ID # field. You can specify 

any field for sorting the entries in your report. 

After you pick Generate Printed Report (with wizard) from the File menu, the wizard 
window will be shown. The wizard takes you through a sequence of steps, letting you 
provide the information needed to configure the report you want. The following illustrations 
show the sequence of pages displayed by the wizard. You move from one page to the next 
by clicking on the Next button. You can also use the Back button to go back to an earlier 
step to modify selections made earlier. Only when you get to the last page is there a Finish 
button that will start the actual processing and printing of the report. 

Initial wizard page (introduction): 
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Wizard page for step #1: 

 

Choose whether your report will cover your entire collection, or just a specified subset. (If 
you have not defined any subsets for your collection, this page will only allow you to report 
on the entire collection.)  Note: If a search subset is currently in effect, this page of the 
wizard will also include a checkbox, Omit records not in the current Search Subset.  This 
allows you to choose whether the report should honor the search subset that is currently in 
effect. By default, this checkbox is selected.  If you turn the checkbox off, the search subset 
will be temporarily turned off while the report is generated, and records will be included 
regardless of whether they meet the conditions of the search subset. 

On this step you can also choose the font size that will be used in printing your report. The 
font family used in the report will be the same as the display font currently used by the Item 
Details view.  This font can be chosen from the Item Details tab of the Preferences dialog. 

You can also specify a header image. This image will be displayed centered in the upper 
margin of each page of the report (except for the cover page, where the image will be shown 
near the bottom of the page).  The header image allows you to decorate or “brand” the report 
by putting a standard illustration (perhaps an icon, or a styled text title) atop each page. 
Because the upper page margin is a thin, horizontal area, it makes sense to choose an image 
that is horizontal in shape.  For example, the following image is appropriately shaped to be 
used as a header image: 
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You can use any of the standard image file formats (jpg, gif, png, etc.) for the header image, 
but you should avoid using images that contain transparent areas, since the drawing of the 
header image does not support image transparency.  The header image should not be more 
than 64 points high.  If it is higher than 64 points, the program will scale the image to a 
smaller size so that it fits in the header margin. 

Wizard page for step #2: 

 

Choose which fields to include in the report's entries, and also choose the order in which the 
fields will be listed within each entry. 

• If you select the first radiobutton, all the fields in the collection will be included in 
the report, and they will be presented in the same order as they are displayed in the 
Item Details view of your collection.  (The list at the lower right will show the set of 
fields and their order.) 

• If you select the second radiobutton, the fields that are currently displayed in the List 
view will be the ones shown in the report.  (The list at the lower right will show this 
set of fields and their order.) 

• If you select the third radiobutton, then you can precisely customize the set of fields, 
and their order, that will appear in the entries of the report.  Click the Choose button 
to bring up a dialog that lets you select the fields that you want.  (This dialog is 
essentially the same as the Field Selection Dialog.) The list at the right will reflect 
whatever choices you make in the dialog. 

• If you select the fourth radiobutton, a drop-down list will appear below the 
radiobutton box, allowing you to select a Field Profile. The fields that are defined by 
the selected Field Profile will be shown in the list at the right.  (If you have not 
defined any Field Profiles, this radiobutton choice will be disabled.)   
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Once you are familiar with generating reports and have found a report format that you are 
happy with and that you expect to re-use in the future, it makes good sense to define a Field 
Profile that reflects the set of fields (and their order) that you want to use in your reports.  
(See the chapter on Creating and using Field Profiles (p.103) for details on how to define a 
Field Profile.)  Once you have created an appropriate Field Profile, it is easy to complete 
this step in the wizard: Just select the third radiobutton and then select the particular Field 
Profile from the drop-down list.  

This page in the wizard also lets you make some choices for images. If your selection of 
fields contains any image fields, these will be displayed as thumbnails in the report. In 
general, images are self-explanatory and so there is usually no need to show a label (with 
the field name) in front of each image. If, for any reason, you do want to include field name 
labels for images, turn off the Omit field labels for images checkbox. (Note that if an image 
field name is enclosed within parentheses, as in the (Image link) field shown in the example 
above, the field name label is always suppressed, both in printed report entries and in the 
Item Details view.) This page is also where you specify the maximum height and width for 
thumbnail images in the report. 

Wizard page for step #3: 

 

Choose how you want the entries in the report to be ordered. You can either use the current 
sort order of the List view, or you can choose any field as the sorting field (whether or not 
the field is one of those selected, in the prior step, for inclusion in the report’s entries), as 
well as choosing ascending or descending order. 
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Wizard page for step #4: 

 

If you want your report to contain indexes, specify that here. Each index will be in the form of 
an alphabetized list, one line per entry, showing the value of the chosen index field, along with 
the corresponding entry number in the report. (Each entry in the report is numbered in the left-
hand margin, as can be seen in the example at the top of the page.) You can also request that the 
index show the value of the ID # field (in addition to the index field and the entry number). The 
following image shows part of a page containing an index: 
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Note that if an entry’s value for the index field is too long to fit on a single line, the index 
entry truncates the text and appends ellipses (…). 

At the bottom of this page in the wizard is a check box that lets you specify that a summary 
page be included in your report. On this summary page the totals for all currency-type fields 
will be listed.  (Only currency-type fields that are among the fields chosen for inclusion in 
the report will be shown.  If you have a currency field that was not selected for inclusion in 
step #2 of the wizard, that field’s total will not be listed.)  The totals are computed across all 
the records included in the report, so if you are reporting on a subset, the totals are just for 
those records that are included in the subset. 

Note: Totals for currency fields will be treated in a special way if your collection contains a 
number-type field whose name is Quantity* (exactly as shown here, with capital ‘Q’ and an 
asterisk as the last character in the field name). If a Quantity* field exists, then its value will 
be multiplied by the currency field’s value in calculating totals. This allows you to handle 
the case of a collection with multiples, by having just a single record for the set of duplicate 
items, with the number of duplicates specified in the Quantity* field.  The currency field 
should reflect the price/value for just a single item, and the computation of totals will be 
done by multiplying the currency value by the Quantity* value.  (If Quantity* is left blank 
in a record, a default value of 1 will be assumed.) 

The currency-field summary page is printed immediately after the record-by-record section 
of the report and just before the indexes. 
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Generating the report 

After you have gone through the pages of the wizard and made your choices, click the 
Finish button. The program will ask whether you want to proceed to a full run, or whether 
you would like to generate just one page, as a test of the choices you have made: 

 

As you can see from the information displayed in this dialog, if you request a test page then 
only the first page of the report (excluding the cover sheet, and also excluding the currency-
field summary page and any index pages) will be printed. After printing the test page, the 
program will ask you whether to go ahead and execute a full run, or whether to re-enter the 
wizard to make adjustments to your choices. If you choose to go back into the wizard, all of 
the choices will be as they were when you previously completed the wizard's steps, so you 
will only need to make selections for anything that you now want to change. On pages 
where no changes are needed, just click Next to move to the next page, and repeat until you 
get to the last page and can click Finish. 

When the wizard has completed and the report has been generated, the program returns to 
wherever it was before you invoked the report wizard.  Any choices you made in the wizard, 
with regard to fields, subsets, font size, thumbnail size, etc., are changed only for the 
duration of producing the printed report, and the program’s prior settings are reverted to 
automatically when the report is complete. 

A few hints for generating printed reports: 

• As noted on the dialog, above, it may take some time to generate the entire report, 
especially if you have included images (since it takes the computer a while to re-size 
each image to the requested thumbnail size).  A progress dialog will be displayed 
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that shows you how the report generation is progressing (and includes an Abort 
button, in case you decide that you want to cancel the current report).  Pages will 
begin to be sent to the printer as they are ready, even as the program is still working 
on formatting subsequent pages. 

• Since the report sends its output to a printer, you can use any printer that has been set 
up for your system. For example, if you have a “virtual” printer that generates PDF 
(e.g. Acrobat Distiller) rather than sending output to a physical printer, you can 
easily generate a PDF file for your entire collection. 

• If your printer supports duplex printing (printing on both sides of the page), this is 
useful in reducing the amount of paper needed when generating a long report. 
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Generating a Collection Web Site (with a wizard) 
  
You can view your collection on your own computer, but if you want to share your 
collection with others, you might want to create a web site that displays the items in your 
collection. Once you put the pages of that web site onto a web server, it can be seen by 
anybody who is connected to the internet. 
 
This section describes how you can generate a set of web pages that constitute a web site of 
either your entire collection or of a subset.  The set of generated web pages is referred to 
here as the “collection web site.”  Recollector lets you easily generate a collection web site 
by using a “wizard.” The wizard is invoked by selecting Generate Web Site (with wizard) 
from the File menu. This section of the User’s Guide describes the choices you can make in 
the wizard to customize the contents of your collection web site. 
 
Note: This facility of Recollector generates local copies of a set of web pages that constitute 
the collection web site.  However, to share the web site with others the pages need to be 
uploaded to the server of a web hosting provider.  Setting up an account with a web hosting 
provider and uploading your local collection web site to the provider’s web server are not 
described here and are not part of the functionality provided by Recollector.  If you do not 
yet utilize a web hosting service, there are many companies that offer this service, some for 
free or for a very modest fee.  (Try Googling free web hosting sites.)  These hosting services 
provide information on how to upload local web pages to the server, so that your web site 
can be accessed by anybody connected to the internet.  (If a hosting service does not 
describe how to upload pages to its server, then it is probably a hosting service that you 
want to avoid.) 
 
A collection web site consists of two parts: 
 

4) The per-item pages.  There will be one web page generated for each record in the 
original collection (or each record in the collection subset, if you are creating a web 
site for just a subset). 

5) [Optional] An index page, allowing you to index the entries in the web site by one of 
the database’s fields. 
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The following image shows an example of a generated web page for one item from a 
collection: 

 

As can be seen in this example, the web pages for individual collection items have an 
appearance very similar to the Item Details view within Recollector.  Most of the features of 
the Item Details view are carried over into the web pages: 

• Thumbnail images, that act as clickable hyperlinks to larger image displays. 

• Hyperlinks to other records and to footnote-style extended information displays. 

• Text formatting (e.g. underlining, italics, and special characters). 

In addition, you can control which fields are shown in the web pages.  Within Recollector, 
the Item Details view usually displays all of the fields for which data is present.  When you 
want to share your collection more widely, by creating a publicly accessible web site, you 
may not want to share some of the pieces of information that you have.  For example, you 
may not want to share information about acquisition (who you acquired the item from, how 
much you paid, etc.).  The web site creation wizard lets you specify which fields to include 
and which to exclude. 
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After you pick Generate Web Site (with wizard) from the File menu, the wizard window 
will be shown. The wizard takes you through a sequence of steps, letting you provide the 
information needed to configure the web site pages you want. The following illustrations 
show the sequence of pages displayed by the wizard. You move from one page to the next 
by clicking on the Next button. You can also use the Back button to go back to an earlier 
step to modify selections made earlier. Only when you get to the last page is there a Finish 
button that will start the actual processing and generation of the files for the web site. 

Initial wizard page (introduction): 
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Wizard page for step #1: 

 

The very first time you run this wizard, you will need to specify a parent directory, where 
the folder containing the web site files will be placed.  Use the Browse button to navigate to 
and choose an existing directory.  In the future, when you run the wizard again, this parent 
directory field will be filled in for you, with the value specified the last time that you used 
the wizard, though you can still use the Browse button to choose a different destination 
directory. 

All of the files that constitute the web site will be created within a folder (directory) located 
in the specified parent directory.  Use the Folder name field to choose a name for this 
folder.  The program will initially suggest a name based on the name of your collection.  
The full pathname of the folder where the web site files will be created is formed by joining 
the parent directory and the folder name.  In the image shown below, the full pathname for 
the target folder is C:\Web Staging Area\Map Collection.  You will be warned if the 
specified folder already exists, since existing files in that folder may be overwritten. 

Choose whether the generated web site should consist of HTML files (with .html filename 
extensions) or of PHP files (with .php extensions). The default choice is HTML files.  
However, if you plan to integrate your web site into a larger web site environment that uses 
PHP, you can request the generation of PHP files. In addition to generating files with the 
requested filename extension, if you choose PHP then the generated files will also include 
code that allows customizing the appearance of the page using PHP.  This is discussed more 
fully in the section on customizing your pages at the end of this chapter. 
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In this step of the wizard you can also choose whether to create a web site from your full 
collection, or only from the records contained in a particular subset. (See the chapter of the 
User’s Guide on Subsetting the Collection (p.93) to learn about subsets and how to create 
them.) Note: If a search subset is currently in effect, this page of the wizard will also include 
a checkbox, Omit records not in the current Search Subset.  This allows you to choose 
whether the report should honor the search subset that is currently in effect. By default, this 
checkbox is selected.  If you turn the checkbox off, the search subset will be temporarily 
turned off while the report is generated, and records will be included regardless of whether 
they meet the conditions of the search subset. 

The following image shows this step of the wizard after having specified a parent directory 
and after having requested that the web site be based on the records of a particular subset: 

 

Wizard page for step #2: 
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Choose which fields to include in the web site’s pages, and also choose the order in which 
the fields will be listed on each page. 

• If you select the first radiobutton, all the fields in the collection will be included, and 
they will be presented in the same order as they are displayed in the Item Details 
view of your collection.  (The list at the lower right will show the set of fields and 
their order.) 

• If you select the second radiobutton, the fields that are currently displayed in the List 
view will be the ones shown.  (The list at the lower right will show this set of fields 
and their order.) 

• If you select the third radiobutton, then you can precisely customize the set of fields, 
and their order, that will appear in the web site’s pages.  Click the Choose button to 
bring up a dialog that lets you select the fields that you want.  (This dialog is 
essentially the same as the Field Selection Dialog.) The list at the right will reflect 
whatever choices you make in the dialog. 

• If you select the fourth radiobutton, a drop-down list will appear below the 
radiobutton box, allowing you to select a Field Profile. The fields that are defined by 
the selected Field Profile will be shown in the list at the right.  (If you have not 
defined any Field Profiles, this radiobutton choice will be disabled.)   

Once you are familiar with generating a web site and have found a format that you are 
happy with and that you expect to re-use in the future, it makes good sense to define a Field 
Profile that reflects the set of fields (and their order) that you want to use.  (See the chapter 
on Creating and using Field Profiles (p.103) for details on how to define a Field Profile.)  
Once you have created an appropriate Field Profile, it is easy to complete this step in the 
wizard: Just select the third radiobutton and then select the particular Field Profile from the 
drop-down list.  
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This page in the wizard also lets you make size choices for thumbnail images. If your 
selection of fields contains any image fields, these will be displayed as thumbnails in the 
web pages. Specify the maximum height and width for thumbnail images. (Each thumbnail 
image on a web page itself acts as a hyperlink which, when clicked on, will bring up a full-
resolution version of the image in the user’s web browser.  So the size specification for the 
thumbnail does not affect the resolution with which your images can be seen on the web 
site.  The thumbnail size specification simply lets you control how much space on each 
individual web page thumbnail images are allowed to occupy.) 

If, in the Item Details view for your collection, an image field’s name is hidden (because 
you have parenthesized the field name, as described in the Adding a Field section (p.27) of 
the Modifying a Collection’s Fields chapter of the User’s Guide), then the image field name 
will also be hidden in the generated web page (as shown, for example, in the image at the 
top of this page).  Also, if you have requested that unlabeled images be centered in the Item 
Details view (which you can request on the Item Details tab of the Preferences dialog), they 
will also be centered in the generated web pages (also as shown in the image at the top of 
this page). 

Wizard page for step #3: 

 

Choose how you want the pages in the web site to be ordered. Each web page contains 
Previous and Next links that allow the user to step through the set of pages.  The sort order 
specified here controls that chain of links; it has no other effect. You can either use the 
current sort order of the List view, or you can choose any field as the sorting field (whether 
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or not the field is one of those selected, in the prior step, for inclusion in the web site’s 
pages), as well as choosing ascending or descending order. 

Wizard page for step #4: 

 

In addition to the one-page-per-item part of the web site, you can also create an index page 
(named index.html) If you want your web site to contain an index page, specify that here. 
You can specify up to three fields to be displayed in the rows of the index page.  The rows 
in the index page are sorted by the first of the selected fields.  All of the entries in the index 
page are hyperlinks to the corresponding pages.  If you have specified more than one field 
for the index page display, all of the fields on any given row will act identically as 
hyperlinks to the same page. 

You can choose to include one or more image fields for the any of the three index fields. If 
you do that, then the index will show a thumbnail, rather than text, in the cell of the index 
table. If a record has links to more than one image in an image field use in the index, the 
first two images found will be shown. (Additional images, if you have more than two for a 
single field of a given record, will not be shown in the index page, but will be shown on the 
details page for the record.) The thumbnail images on the index page behave, like texts, as 
hyperlinks to the details page for the given record.  By default, the thumbnail images on the 
index page are scaled to a height of 100 pixels. You can change this to any value between 
10 and 500. 

The following image shows an index page (with all index fields containing text): 



 129

 

Note that long text values may be truncated (with ellipses … added) when displayed in the 
index. 

After you have gone through the pages of the wizard and made your choices, click the 
Finish button. The program will ask whether you want to proceed to a full run, or whether 
you would like to generate just one page, as a test of the choices you have made: 
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As you can see from the information displayed in this dialog, if you request a test page then 
only one web page will be generated, and no index page will be generated. The test page 
will be displayed in your web  browser and then the program will ask whether to go ahead 
and execute a full run, or whether to re-enter the wizard to make adjustments to your 
choices. If you choose to go back into the wizard, all of the choices will be as they were 
when you previously completed the wizard's steps, so you will only need to make selections 
for anything that you now want to change. On pages where no changes are needed, just click 
Next to move to the next page, and repeat until you get to the last page and can click Finish. 

When the wizard has completed and the web site has been generated, the program returns to 
wherever it was before you invoked the wizard.  Any choices you made in the wizard, with 
regard to fields, subsets, thumbnail size, etc., are changed only for the duration of producing 
the web site, and the program’s prior settings are reverted to automatically when the 
generation is complete. 

Web site structure 

The generated web site is located within the folder specified in the first step of the wizard.  
Within that folder will be found the following: 

• Files for the individual pages corresponding to the items in the collection.  If your 
collection uses the ID # field and has discrete ID # values for each record, then the 
filenames will be derived from the ID # values.  For example, if a record has an ID # 
value of 123, then the web page generated for this record will be named 123.html (or 
1.php).  If, however, your collection records do not have discrete ID # values, the 
program will simply assign sequential, numerical filenames for the individual files 
for the web site (i.e., 1.html, 2.html, etc., or 1.php, 2.php, etc.). 

• An index file, named index.html (or index.php).  This file will only be generated if 
you requested an index in the fourth step of the wizard. 

• Several javascript and other support files for the web site.  The following files will 
be present (and must accompany the other files if you move your web site to a 
server): 

o bg-pup.png 
o header.js 
o footer.js 
o jquery.js 
o popup.js 
o popupstyles.css 
o header.php   [only present if you requested the generation of PHP files] 
o footer.php    [only present if you requested the generation of PHP files] 

• A folder named images.  This folder contains the full-resolution versions of any 
images contained in your web site’s pages. 

• A folder named thumbnails.  This folder contains the thumbnail-sized versions of 
any images contained in your web site’s pages. 
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If you move your web site to the server of a web hosting provider, you must move all of the 
files in the above list, and you must maintain the directory structure (with images and 
thumbnails as sub-folders).  The only exception is the case of a web site without images (or 
thumbnails).  If the images and thumbnails sub-folders are empty, they do not need to be 
present on the server. 

Customizing the appearance of the web pages 

Most of the customization in the design of the web site’s pages is done in the second step of 
the wizard.  In particular, this is where the selection of the fields, and their order of 
appearance, is determined, and this is also where the size of thumbnail images is set.  
However, you can also specify additional content that should appear at the top (header) or at 
the bottom (footer) of each of your web site’s pages.  This is done by editing the header.js 
and footer.js files that are found in the web site’s folder.  These javascript files allow you to 
specify lines of text (including HTML formatting codes) that should appear before or after 
the rest of the page’s contents.  A typical use for this would be to put a general title atop 
each page (e.g. John Smith’s Shell Collection).  These javascript files can be edited in any 
text editor (for example, notepad), and they contain an instructional comment at the top, to 
help explain their use.  Here is the contents of header.js: 

/* 
Insert any lines of HTML content you want at the top (header) 
of each web page.  Each line must be in the form of a document.write 
statement, with double-quoted contents, terminated with a semicolon, such as: 

 document.write("<h1 align=\"center\">John Doe's Gem Collection</h1>"); 

Note, as in the example above, that you must escape any double-quote characters 
(by preceding each with a backslash character) that are part of the content you are 
including. 

The document.write lines can include either simple text or text along 
with HTML tags (as in the example above). 

You may include as many document.write lines as you want. An empty one 
is shown below, as an example. */ 

document.write(""); 

To implement the title example shown above (John Smith’s Shell Collection, shown as a 
large-font [“h2” is “Heading 2”, that implies a moderately large font size], centered title), 
you could edit the header.js file and add the following line at the end: 

document.write("<h2 align=\"center\">John Smith's Shell Collection</h2>"); 

Similarly, to add custom content to the bottom of the page, edit the footer.js file. 
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If you are generating files for a PHP web site, then there are two additional header/footer 
customization files: header.php and footer.php.  These files are included at the top and 
bottom of each of the individual .php files that are generated.  Initially these files have no 
active content.  Here is header.php: 

<?php 
/* This is where you can enter whatever is needed to add a custom header to your page */ 
?> 

You can include whatever PHP code you want (including requests to include other .php files 
at this point), in order to customize the appearance of the web page. 
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Setting User Preferences 
 
Recollector lets you control certain aspects of its behavior via a Preferences dialog. This is 
accessed via the Preferences choice on the Options menu.  The Preferences dialog is a 
tabbed dialog. Select the tab at the top to access preference choices related to different 
aspects of the program. Preferences apply to all of your collections. So when you bring up 
the Preferences dialog from one collection window, all the choices you make will also apply 
to any other collection window that is open or that is subsequently opened. 
 

Images 
 

The Images tab lets you specify certain aspects of Recollector’s handling of images. 
 

 
 

• Show image links as – Normally, in the Item Details view, Recollector displays 
image links as thumbnails (except for links to images on remote computers, or links 
to HTML files on the local computer, which are always displayed textually). 
However, you can specify that you want image links to always display as text. (This 
will cause the program to run a bit faster, since it will not have to spend time 
generating thumbnail images. Also, the Item Details display of your data will be 
somewhat more compact, since thumbnail images require more space than text.) 
Note: If you have requested to show image links as text, the thumbnail banner (the 
optional display of thumbnail images at the top of the List view) will not show any 
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images.  The Image Gallery view, however, will always show images, regardless of 
the setting of this preference. 

• Maximum thumbnail size – Specify the desired maximum size of thumbnails. The 
specified dimensions are in pixels. The default for both height and width is 150 
pixels. Values between 10 and 1000 are allowed.  In creating the thumbnail, for 
display on the Item Details view, the image will be scaled so that neither the height 
nor the width exceed the specified maximums. 

• Generate highest-quality thumbnails when printing – There are two different 
methods that the program uses to convert a full-size image into a thumbnail. The 
faster of these methods is used to generate on-screen thumbnails.  But if you print 
Item Details you have the option of requesting that a more complicated, but slower, 
method be used, which may produce slightly higher-quality images.  The difference 
in image quality is probably not noticeable, but if you are generating a printed record 
of your collection, and you want the best possible images, you can turn on this check 
box. (A thumbnail image will, of course, be no sharper than the original image from 
which it is generated. But the goal is to produce a thumbnail that looks as close to 
the original – except for the smaller size – as possible.) 

• Image size in Image Gallery – Choose a maximum size for the thumbnail images 
displayed in the Image Gallery view. The specified size (which must be between 25 
and 300 pixels), is the maximum edge size (length or width, whichever is larger). 
Specifying smaller sizes will allow the Image Gallery view to display more cells in 
the window, but less detail will be visible in a smaller image. 

• Initial size for image viewer windows – Specify the initial size for image viewer 
windows. The default size is 600 pixels wide by 450 pixels high. If your screen 
resolution is high, you may want the initial size to be larger. Image windows are 
resizable, but rather than always having to manually enlarge each image window, 
you may just prefer to have these windows always be larger when initially displayed. 
The size specified is in pixels. The minimum allowable size in either direction is 200 
pixels; the maximum is the pixel width/height of your screen. 
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Data Entry/Editing 
 

The Data Entry/Editing tab provides access to two choices affecting the behavior of the 
window used for adding or editing data: 
 

 
 

• Warn on illegal numeric or date field data – Normally, during data entry or 
editing, Recollector allows you to enter any kind of data in any data field.  If you 
would like the program to provide a little bit of checking, you can turn on this 
check box.  If this choice is selected, the program will not let you exit a data-
entry/editing screen if any of the numeric data fields (currency, dimension or 
number fields) contain non-numeric data or any of the date fields contain non-
date data.  Be advised, though, that Recollector’s rules for what is an allowable 
number or date are very lenient: “$123.45 or more” is treated as a valid number 
(because part of the text can be extracted and interpreted as a number) and “99-
XYZ-2005” is treated as a valid date (because part of the text, 2005, can be 
interpreted as a year).  Only values that cannot possibly be interpreted as 
numbers or dates will be flagged. 

• Format for dates inserted by the calendar helper – Next to each date-type 
field in the data-entry/editing window is a calendar button. Clicking on the 
button brings up a calendar that can be used to choose a particular date. When 
the date is chosen, the selected date is inserted into the date field’s text-entry 
box. This preference determines how the date is formatted as text. Choose the 
desired formatting style from the dropdown list. The dropdown list shows an 
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example date (July 4, 1976) displayed in a variety of formats. Note that some of 
the date formats use the European-style convention of day preceding month (e.g. 
“04/07/76”), while others use the American-style convention of month preceding 
day (e.g. “07/04/76”). (See the next paragraph for another preference related to 
American vs. European date formats.) This preference for date formatting is also 
applied when you type in a full date in any interpretable format (with day, month 
and year) rather than using the calendar helper.  So, for example, if you type in 
2/15/14 and the date format is set to “July 4, 1976”, the date will automatically 
get reformatted to “February 15, 2014” when you leave the date field (by tabbing 
to another field or clicking on another field or on one of the edit window’s 
buttons). If a typed-in date is only a partial date (for example, “1850” or “April, 
2014”), or includes additional parts (for example, “Wednesday, 4/4/76”) no 
reformatting of the typed in value is done. 

• Interpretation of numeric dates – This choice lets you control how the 
program interprets dates that you enter with numeric month and day values (e.g. 
10/11/2006).  By default such dates are interpreted by the “American” 
convention of month-before-day. Choose European style to have the 
interpretation be day-before-month.  The only effect of this choice is on sorting: 
When sorting is by a date column, the program tries to convert the text value in 
the date field into a valid date, and then does chronological sorting.  The results 
of sorting can differ, depending upon whether numeric dates are being 
interpreted by American or European conventions. For example, 10/11/2006 is 
earlier than 11/10/2006 by American sorting, but 10/11/2006 is later than 
11/10/2006 by European sorting. 

• Decimal symbol interpretation – This choice lets you choose between the two 
common styles of displaying numbers (including currency and dimension 
values): (1) With a period (.) as the decimal separator and comma (,) as the 
grouping separator for groups of three digits; or, (2) With a comma (,) as the 
decimal separator and a period (.) as the grouping separator for groups of three 
digits. This preference is intended primarily to ensure correct sorting of numeric 
values that contain periods and/or commas as either decimal or grouping 
separators.  This preference also affects the display of currency information in 
the Summary window and the Item Details display of currency field values. 

• Height (in lines) of long-text data-entry boxes – The data-entry/editing window 
normally provides text-entry boxes that are 5 lines high. (The boxes are 
scrollable, both horizontally and vertically, so you can always access and edit 
longer text, but the visible portion shows 5 lines by default.)  If you prefer boxes 
that display fewer or more lines, you can select a number here (between 2 and 
20). 

• Compact layout for wide entry/editing windows – Normally Recollector lays 
out the fields in the data entry/editing window from top to bottom (though it will 
sometimes position two short text fields side-by-side, to conserve a bit of space).  
This is not the most efficient use of screen space, and if your collection has a 
large number of fields, you may find that not all the fields fit in the edit/editing 
window without scrolling up or down.  An alternative compact layout strategy is 
available that is considerably more efficient in its use of screen space, such that 
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with most collections you can display all of the fields at once, with no need to 
scroll.  The program only switches to compact layout mode when two conditions 
are met: 
 
1. The data entry/editing window is sufficiently wide. The threshold is 65 

“character units” (based on an average character width). Expanding the 
window to be near full-screen width (or maximizing the data entry/editing 
window to full-screen size) will, on most displays, cause this threshold to be 
met. If you resize the data entry/editing window larger or smaller, crossing 
the 65-character threshold, the window will automatically switch between its 
normal layout strategy (for narrower windows) and the compact layout 
strategy (for wider windows). 

2. The compact layout preference checkbox must be set on this tab of the 
Preferences dialog.  If the checkbox is not set (by default it is not set), the 
normal layout strategy will be used in all cases. 

 
Note concerning normal vs. compact layout: With normal layout, fields are 
laid out, top-to-bottom, according to the Item Details field order. With compact 
layout, fields whose data type uses wide text-entry boxes (one-line text, long text 
and image fields) are laid out on the left side of the data entry/editing window, 
and fields that use short text-entry boxes (short text, number, date, currency, 
dimension) are laid out on the right side. Within each of these two sections, 
fields are laid out according to the Item Details field order. If the total height of 
the laid out fields on the left side is longer than that of the fields on the right (or 
vice versa), fields will be shifted right (or left) to approximately equalize the 
height of the two sides, thereby minimizing the overall space used and helping to 
make all fields visible at once. 

• Auto-generate ID # when adding records – The ID # field in the data-entry 
window is accompanied by a button (labeled Assign next ‘ID #’ value) whenever 
the other records in the collection contain numeric values. This button can be 
used to assign the next sequential numeric value and put it into the ID # field.  If 
you turn on this preference, then the assignment will happen automatically when 
you ask to add a new record. 
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Item Details 
 

 
 

The Item Details tab lets you control several aspects of the way data is displayed or 
printed for the Item Details view: 
 

• Display font - The font used when displaying or printing Item Details is 
normally Times New Roman.  However, if you prefer a different font, you can 
select one from the drop-down list.  (Though the drop-down list only lists four 
fonts, you can also type in any other font name that corresponds to a font that is 
installed on your system. But be careful if you type in a font name, because an 
unrecognized name will result in the Item Details view being displayed in some 
font other than the one you expected.) 

• Normal or compact display – Normally each field is displayed on a different 
line in the Item Details window.  If you prefer a more compact display, in which 
more than one field is displayed on a line if the fields are short enough, then 
select the Allow multiple fields on a line (compressed display) radiobutton.  This 
choice also affects printing of Item Details. 

• Center thumbnails – If you have image fields for which the field label is 
suppressed (see description of suppression, further on in this paragraph), and you 
are using a normal (not compact) display, then you may find it visually more 
appealing to have your thumbnail image(s) centered on the screen (or printout 
page), rather than aligned at the left-hand edge.  Turn on this checkbox to request 
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that thumbnail images be centered.  Note that this centering will only be applied 
to fields whose field label is suppressed, and that suppression of field labels in 
the Item Details display is accomplished by changing the field name to a name 
enclosed in parentheses, for example: “(Images)”.  (See the section titled Adding 
a Field, on p.27, in the chapter on Modifying a Collection’s Fields, for a fuller 
description of the effects of parenthesizing field names.) 

• Always include two-digit fractional part for currency values – Normally 
whole-number currency values are displayed without a decimal point or 
fractional digits. You can use this preference to turn on the display of “.00” as 
part of all whole-number currency values.  When your collection contains 
currency data with fractional components for some values (for example: 20.75), 
you may prefer to always display the two-digit fractional part for all currency 
values, even when the value is a whole number (for example, 150.00).  That is 
the purpose of this preference.  Note: This preference also affects the display of 
currency values in the List view and the Image Gallery view. It also affects the 
display of currency values in printed reports and in generated web site pages. 

• Pagination when printing Item Details for all items – When you select Print 
Details for All Entries from the File menu, normally each entry is printed on a 
new page.  If your entries are short, then this may result in quite a bit of empty 
space on each page.  If you prefer a more compact printout format, select the 
Allow multiple entries per page radiobutton, in which case the program will not 
automatically skip to the top of the next page for each item. Rather, if there is 
still adequate space available on the current page, the next record will be begun 
on the same page (separated from the prior record by a horizontal line).  Note: 
The most compact printout of your data can be achieved by using both this 
option and the compact display option discussed just above, as well as switching 
to Small Font on the Options menu prior to printing.  The size of thumbnail 
images also affects the page space required for printing; you can reduce the 
thumbnail image size from the Images tab of the Preferences dialog. 

• Slide show interval – The Options menu of the collection window contains a 
Start Slide Show choice (available only when displaying Item Details).  If this is 
selected, then the current Item Details is displayed for an interval, and then the 
display automatically moves to the next record.  The preference specified here 
determines the length of time, in seconds, that each Item Details is displayed 
before switching to the next record.  By default this interval is 10 seconds. Any 
value between 1 second and 300 seconds (5 minutes) is allowed. 

 
Note: Several other aspects of the Item Details display are controlled from the menus 
and from other dialogs: 

 

• The order of displayed fields is controlled from the dialog invoked by the Detail 
Field Order on the Options menu. 

• Normally the Item Details view shows all fields that contain data.  But you can 
limit the Item Details display (or printout) to just those fields that are currently 
included in the List view. Selecting Limit Item Details to Only Fields Shown in 
List on the Options menu does this.  Note that the order of the fields shown in the 
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Item Details display will also be the same as that shown in the List view if you 
select this option.  This allows you to create a completely custom Item Details 
display (choice of items and their order) by creating a field profile (see the 
chapter on Creating and using Field Profiles (p.103) for details on how to do 
this) that has just the fields you want to see, in the order you want to see them.  
Then switch the List view to use this profile (using Set Field Selection from 
Profile, described above) and turn the Limit Item Details to Only Fields Shown in 
List toggle on. Now, when you switch to the Item Details display, you will see 
the custom field selection/order that you desire. 

 

Auto-save 
 

 
 

The Auto-save tab lets you control whether the program should automatically save 
your collection back to disk on a regular basis.  Normally no auto-save is done.  To 
enable auto-save, click the Auto-save button and also specify an auto-save interval, 
in minutes. If auto-save is enabled, the program will check every time the specified 
interval has elapsed, and if any changes have been made to your collection, the 
collection will be saved to disk, just as if you had chosen Save from the File menu.  
(Auto-save will not write the collection back to the disk if nothing has been 
changed.) 
 
Note: When auto-save is not enabled, you will be prompted whether to save your 
changes when you close the collection or exit the program, if any changes have been 
made to the collection since the last time the collection was saved.  If auto-save is 
enabled, then any unsaved changes will automatically be saved, without prompting. 
If you find the prompts annoying, but don’t actually want auto-save, you can achieve 
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this effect by enabling auto-save, setting the auto-save interval to a very large value 
(for example, 10000 minutes). This way no timer-based saving will occur, but, when 
you close the collection or exit the application, any unsaved changes will be saved, 
without any additional prompting. 
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Securing your Collection: Encryption and Backup/Restore 
 

Encrypting and Password-Protecting your Collection 
 
Collection files can be encrypted, using a user-chosen password.  If you choose to encrypt 
your collection, you will be prompted to supply the password each time you open the 
collection.  An encrypted collection file is in XML format, just like an unencrypted 
collection file.  However, in an encrypted collection file, each of the pieces of data about 
your collection is encrypted into what looks like meaningless characters in the file.  This 
means that if your computer is ever lost or stolen, your collection data will not be accessible 
to the person who has it. 
 
When a collection is password-protected, Recollector will prompt you to supply the 
password each time the collection is opened. If you enter an incorrect password, Recollector 
will let you re-try entering the correct password. After five failed attempts to provide the 
correct password, Recollector will abort the attempt to open the collection. When you start 
up Recollector, the program tries to open the collection that was open when you last used 
the program.  If that collection was a password protected one, Recollector will prompt for 
the password as soon as the program is started. If the correct password is supplied, the 
collection will be opened. If you cancel out of the password-entry dialog, Recollector will 
continue running, but it will not open the collection. 
 
Once a collection is given a password and the collection file is encrypted, you must 
remember that password to gain access to your collection. There is no way to recover a 

lost password!  There is no way to unencrypt a file or remove password protection 

without first providing the current password! Therefore, be very careful to remember the 
password you assigned to your collection. Otherwise your collection data will be useless, 
and your effort in setting up your collection will have been wasted.  For this reason, you 
should probably not password protect your collection unless you feel that the privacy of 
your collection data is more important than the risk of losing your data by forgetting your 
collection’s password. 
 
You protect a collection with a password by choosing Set Password from the File menu of 
the collection viewer window.  You can also use this choice to change the password.  If your 
collection is already password protected, you can choose to remove that protection (which 
will result in the collection file no longer being encrypted) by choosing Set Password from 
the File menu and clicking the button labeled Remove password protection for this 
collection. 

 
Notes regarding password-protected collections: 
 

• Password protection is on a per-collection basis. If you have multiple collections, 
each collection is either unprotected or it is protected by its own password. However, 
you can choose to use the same password for multiple collections. 

• Encrypted collection files are portable between the MS/Windows version and the 
Mac version of Recollector.  A collection encrypted under one version can be 
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transferred to the other system, and opened on that version of Recollector after 
supplying the original password. 

• As with all passwords, it is a good idea to choose a password that is not too short (8 
characters or more is a good idea) and not easily guessed by others. There are no 
restrictions on either the length or on what characters can be used for a collection 
password. Passwords are case-sensitive: abcd1234 is not the same as ABCD1234. 

• Encryption and decryption add work to the process of saving and reading collection 
files. You will probably notice that saving and opening your collection takes longer 
when the collection is password protected. 

• In an encrypted collection file, only the data values for your collection items are 
encrypted. Other parts of the collection file (metadata, information about picklists, 
profiles, subset definitions, etc.) are not encrypted. Encrypted collection files are 
pure text files, in XML format, just like unencrypted collection files. However, if 
you open an encrypted collection file with a text editor, you will not see readable 
data values; all data values are replaced by what look like nonsense characters, 
which are actually the encrypted data. 

• When you export your collection for download to the Recollector App, the exported 
download file is not encrypted, even if your collection file is password-protected and 
encrypted.  This is because the Recollector App does not include the ability to 
decrypt password-protected data. Therefore, if you are concerned about the security 
of your collection data, you should delete the exported download file once you have 
successfully transferred it to your mobile device where the Recollector App is 
running. 

• If you back up your collection (see the next section), a password-protected collection 
will be backed up with its password-protected encryption.  If the backup is 
subsequently restored or copied, its password will need to be provided before the 
restored or copied collection can be opened. 

 

Backing Up a Collection 
 
It is always a good idea to periodically back up your collection data.  Recollector provides a 
built-in facility for performing backups of your collection and, when necessary, restoring 
your collection data from backup or making a copy of your collection from a backup. 
 
You back up a collection by choosing Backup Collection from the File menu of the 
collection viewer window.  If you have more than one collection, you back them up one at a 
time.  Only the currently selected collection is backed up through the procedure described 
here, so to back up a different collection you must switch to the collection viewer window 
for that other collection, and then again select Backup Collection from the File menu on the 
collection viewer window. 
 
The Backup Collection command will bring up the following window: 
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Each backup that you perform will create a new folder (directory) to contain the backup 
files. In the Collection Backup dialog you specify where this new folder should be created.  
The very first time you use this backup facility, the destination for the backup folder will be 
shown as C:\, but in subsequent sessions the destination will be shown to be whatever was 
selected the last time you performed a backup.  You can use the Browse button to bring up a 
directory-selection window that will let you navigate to any directory on your system where 
you want the new backup folder to be created.  The example shown above, with a directory 
on drive F: as the destination for the backup folder, is on a system where F: is a removable 
flash drive (also known as a thumb drive, memory stick, or USB flash drive).  This is a very 
sensible place to do backups to, since the flash drive is independent of your computer’s 
main hard drive, and therefore the data will be recoverable in the future, even if your hard 
drive should suffer a complete failure. 
 
In the dialog you also specify whether to back up just the collection file, or whether to also 
back up all of the individual media (image, audio and video) files, as well as any associated 
files (from F-type special hyperlinks) used in the collection.  If you are planning to copy 
your collection to another machine, you should back up both the collection file and the 
media/associated files.  If you are just doing the backup for security purposes, you may want 
to back up only the collection file, particularly if you have previously backed up the other 
files or are able to recover those files easily from some other source.  The files that will be 
backed up, in addition to the collection file, if you choose to do the full backup, are image 
files that are specified in any image-type fields, any media file that are specified in M-type 
special hyperlinks, and any associated files that are specified in F-type special hyperlinks. 
 
When you click OK the backup will begin.  If you have chosen to include media files the 
backup may take several minutes to complete, and a progress window will show the course 
of the backup process. 
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When completed, the backup will have created a new folder that contains the various backup 
files, as shown in the Explorer window displayed here: 

 

 
 

The name of the backup folder is created from the name of the collection and the date and 
time at which the backup is performed.  In the example shown here, the backup was done on 
June 23, 2009 at 14:01 (2:01pm) for a collection named Tribal Art, so the backup folder is 
named Tribal Art_23JUN2009_14_01.  Inside the folder are two files: 

• An XML file that is simply a copy of the current collection file. This file always 
has a filename extension of .xml. 

• A text file named BackupDescriptor.txt. 
If you chose to also back up images, audio, video, and associated files, there will be a sub-
directory named Images, inside of which will be individual additional files.  (The names of 
the files in the Images directory are specially generated so that they can be properly 
restored, if necessary, in a future restore operation.) 
 
The BackupDescriptor.txt file is a text file that contains information needed to correctly 
restore the collection. 
 

Restoring or Copying a Collection 
 

Once you have made a backup of your collection, you can use that backup to restore your 
collection (in case your collection file has been inadvertently deleted or corrupted).  You can 
also use the backup to make a complete copy of your collection to another computer (or to a 
different location on the same computer).  Making a copy of your collection is useful if you 
have more than one computer, and you want to periodically synchronize your collection 
information by copying the latest version of your collection data to another computer. 
 
To restore or copy a collection from a backup copy, select Restore or Copy a Collection 
from Backup from the File menu of a collection window or click the Restore or copy a 
collection from backup button in the Start-Up Window. A file selection dialog will then 
open.  Use this dialog to navigate to and select the .xml file is the backed-up copy of the 
collection that you wish to restore or copy.  You will then be asked whether you want to 
perform a Restore operation or a Copy operation.  The next two sections on this page 
describe the subsequent actions, depending upon whether you have chosen to do a restore or 
a copy.  As mentioned above, if you plan to copy your collection, you should do this from a 
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backup that includes the collection’s media (image, audio and video) files.  Otherwise the 
copied collection will not contain any images or audio/video clips. 
 

Restore 
 
Note: Normally you will only need to restore a collection if your collection has been inad-
vertently deleted, the collection file has become corrupted, the disk on which your collection 
resides has been damaged, or you have made changes to your collection which you decide 
are not wanted (and you want to revert your collection to an earlier backed-up state). 
 
If the collection that you are restoring would cause the existing .xml collection file to be 
overwritten, the program will prompt you of this (showing the modification dates and sizes 
of both the file to be overwritten and the file which you are restoring).  If the restored 
collection included media files, the restore operation may take a few minutes, and a progress 
window will show the course of the restore process. 
 
If you restore a collection that is not currently among the collections that Recollector knows 
about, the restored collection will be added as a new collection to your list of collections.  
(Note that if you restore a collection from a backup that did not include media files, the 
images and audio/video clips in the restored collection may or may not be visible/playable, 
depending upon whether the media files referenced by the collection are in their expected 
locations.  Any image file that is not found will be displayed, in the Item Details view, as 
the text pathname of the expected file, rather than as a thumbnail image.) 
 
If any parts of the restore operation could not be successfully completed (for example, if a 
media file was to be restored to a directory that no longer exists), you will be notified of 
these problems. When the restoration is complete, a window will inform you that the 
restored collection has now been set as the current collection, and you will be asked if you 
want to show that collection. 
 
A log of the restore operation is written to the same folder to which the collection file was 
restored.  This file is named CollectionRestoreLog.txt and can be viewed in any text editor.  
The log notes each file that was restored, as well as each file for which the restore could not 
be completed.  The log file overwrites any previous version of CollectionRestoreLog.txt, if 
one existed from a prior restore operation. 
 

Copy 
 

If you have chosen to make a copy from the backup, the program will prompt you for where 
to put the collection (.xml) file.  Use the file dialog to navigate to the directory where the 
copied collection should be placed. You can keep the name of the collection file the same as 
it was in the backup copy (which is what the file dialog initially displays), or you can 
modify the name, but you should make sure that the file type (.xml) stays unchanged.  
 
Once the destination collection file has been specified, the program will copy the collection 
from the backup.  In addition to the collection file itself, an images folder will be created in 
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the same directory that contains the new collection file. The images folder will have the 
same name as the collection file (without the .xml file-type) with _Images appended.  So if 
the new collection file is named CoinCollection.xml, then the program will create a 
directory named CoinCollection_Images in the same directory.  All of the images (as well as 
any audio or video clip files) from the backup will be placed in this image folder, and the 
image folder will be set as the Image Directory for the copied collection.  (This will be done 
even if the original collection, from which the backup was made, did not have an Image 
Directory specified.) 
 
If the original collection, from which the backup was made, included an Image Directory, 
then any images or audio/video files that were located in the Image Directory (or its sub-
directories) will be placed in the corresponding location in the copy.  So, for example, if the 
original collection had an Image Directory named pix, and one of the collection’s images 
was located in a sub-folder named pix\closeups, then a closeups sub-folder (of the _Images 
folder) will be created when the copy of the collection is made, and the image will be put 
into the new closeups sub-folder.  In this way, any directory hierarchy that existed in the 
original collection’s Image Directory will be preserved in the copy.  Any images (or 
audio/video files) in the original collection that were not located in the Image Directory 
hierarchy will be placed in the top-level _Image folder.  If there is more than one media file 
with the same name to be put into the same folder by the copy operation (but which had 
been in different folders in the original collection and so were not causing any name 
conflict), the program will modify one or more filenames by appending numbers, as 
necessary (e.g. turning photo.jpg into photo1.jpg) in order to guarantee that all media files 
have distinct names.  The copied collection file itself will be automatically updated to reflect 
any such filename modifications. 
 
When the copy operation is completed, the new (copied) collection will be added to the set 
of collections that Recollector knows about, and you will be asked whether you want to 
show the newly copied collection.  If any parts of the copy operation could not be 
successfully completed, you will be notified of these problems. 
 
A log of the copy operation is written to the same folder to which the collection file was 
copied.  This file is named CollectionCopyLog.txt and can be viewed in any text editor.  The 
log notes each file that was copied, as well as each file for which the copy could not be 
completed.  The log file overwrites any previous version of CollectionCopyLog.txt, if one 
existed from a prior copy operation. 
 

Note regarding space requirements for backups 
  

Since each backup creates a new folder and new copies of your collection file, you may find 
that the disk space used by backups grows faster than you might have anticipated, 
particularly if you include images (and audio or video) in your backups.  For this reason you 
may want to periodically review your backup folders and clean up (delete) some of the older 
backup folders that you don’t think you would ever want to restore from (since more recent 
backups are available). 
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Viewing your collection on an Android device 
 
The Recollector App is a freely available app for Android smartphones or tablets that works 
in conjunction with the PC version of Recollector.  With the Recollector App you can carry 
your collection database with you, on an Android smartphone (or Android tablet).  Note: 
There is an equivalent version of the Recollector App that runs on Apple’s iPhone,  iPod 
touch and iPad.  See the chapter on Viewing your collection on an iPhone,  iPod touch or 
iPad (p.154) for more information. 
 
The Recollector App works as a read-only viewer for your collection data.  You do not add 
or edit data with the App; you continue to update your collection using the version of 
Recollector that runs on your PC.  But any time that you want to send a copy of your 
collection to your Android device, you can now do that, and take your collection data with 
you on the road, on a device that fits into your pocket. 
 
There are three steps you need to take in order to use Recollector App: 

1. Install the Recollector App on your Android device. 
2. In the PC version of Recollector, save your collection data for export to the App. 
3. Move the download file created in the previous step to your Android device. 

Once you have completed these steps, you will be ready to view your collection data on 
your Android smartphone.  The following sections describe these three steps in more detail. 
 

Installing the Recollector App on your Android device 

 

The Recollector App is available, free, in the apps section of Google Play (fomerly known 
as the Android Market). Search in Google Play for “Recollector”.  The Recollector App is 
aimed at Android Version 2.2 (also known as “Froyo”) or later, though it will also run on 
Version 2.1.  It will not run on earlier Android versions, so if you search for Recollector on 
Google Play from a smartphone that is running an earlier version of Android, you will not 
see Recollector App listed.  If you do see Recollector App listed on Google Play, then you 
can be sure that it will run on your Android device. 
 
Installing the Recollector App is no different from installing any other Android app.  You 
just locate it at Google Play (search for “Recollector”) and click “Install”.  This step only 
needs to be performed once.  Even if you want to download and view multiple collections, 
you only need one copy of the Recollector App.  Of course, if updated and enhanced 
versions of the App are released, then you may re-install the App to bring it up to the latest 
version. 
 

Once installed, you will see the Recollector icon among your applications.  If you start the 
Recollector App, you will see only the sample collection (a small collection of polar maps) 
that ships with the application. The sample collection is just intended to let you get familiar 
with the Recollector App before you have actually moved your own collection data down to 
your Android device. Read the next sections to learn how to export your collection data 
from Recollector, running on your PC, and move it to your Android device.  Once a 
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collection database has been moved to the Android device, the Recollector App will find 
your collection and let you start viewing it. 

 

Saving your collection data for export to the Recollector App 

 

Choose Export for download to the Recollector App from the File menu of the collection 
viewer window to generate a data file for downloading.  If there is a currently active subset 
in effect (either a regular subset or a search subset, or both), you will be asked whether you 
want to export just the records in the subset or all the records in the collection.  The export 
will produce a single file that contains both the text and image data for all the records in the 
currently open collection (or in the current subset of that collection, if you requested to limit 
the export to just the records in the subset). 
 
You will next be prompted to specify a name and location for the download file.  By default, 
the file will have the same name as the collection file itself, except with _App appended to 
the leading part of the filename.  So, for example, if your collection file is named 
MapCollection.xml, the suggested name for the download file will be 
MapCollection_App.xml. It is recommended that you accept the suggested filename, but, if 
you prefer, you can change the name, as long as the filename extension remains .xml.  You 
can also specify the directory in which the generated download file is placed.  By default, 
the program suggests that it be put into the same directory as the collection file. 
 
Keep a note of the name of the download file and the directory in which it was placed, since 
you will need to navigate to this file later on, when you are transferring it from the PC to the 
Android device. But note: If you connect your Android device to your PC with a USB cable 
(see “Approach #1” in the section, below, on moving the download file to your Android 
device), then you can choose a folder (such as the Recollector folder) on the device’s disk as 
the directory for the export operation.  This way, you will avoid having to move the file to 
your device as a separate step, since it will be written directly to the device’s SD card in this 
export step. 
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The program will also ask you to specify how images should be chosen for inclusion in the 
download file: 

 

When your collection is sent to the Recollector App, images are sent in thumbnail format.  
Even so, particularly for collections with many images, the images can add considerable 
size (and, consequently, download time) to the download file.  Therefore you are given 
several options for the handling of images: 

• Include ALL images – This choice is appropriate the first time you download a 
particular collection.  Thumbnails for all of the collection’s images will be included.  
Consequently, this choice creates the largest possible download file and will require 
the longest download time. 

• Include only one image per record – This choice may make sense if you have many 
images with each record, yet you don’t anticipate a need for all of that imagery when 
looking at your collection with the Recollector App.  The program will only include 
the first image found for a record and skip the other images. 

• Include only images added or updated since the last export – This choice is usually 
the most sensible option for second and subsequent downloads, when you just want 
to get your Recollector App version of the collection database in sync with your PC 
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version.  With this choice, the program only includes images that are new or whose 
file modification date differs from the modification date when the image was last 
downloaded for export to the Recollector App.  Note: This choice will be disabled 
the first time a collection is exported for download to the Recollector App, since no 
prior download history will be available. 

• Exclude images – This choice makes sense if you are not interested in bringing 
images along with the data from your collection.  It also makes sense if you know 
that you have not added or updated any images since the last export to the 
Recollector App. In this case (when no images have been added or changed since the 
last export), you would produce the same image-free download file as you would get 
from the previous choice (include only images added or updated since the last 
export).  However, processing speed for generating the download file will be faster if 
you specify up front that images are to be excluded. 

Notes regarding images: 

• The size of the thumbnail images created for export is initially set according to the 
thumbnail image size specified in the Preferences dialog (opened from the Options 
menu).  Depending upon the size of the screen on your Android device, you may 
wish to increase or decrease the thumbnail size settings before proceeding with the 
export operation.  The note in the dialog also shows you the current thumbnail height 
and width settings.  To change these settings, click the Adjust thumbnail size button 
and specify modified sizes on the subsequent dialog.  It should be noted that the file 
size for a download file increases exponentially with the thumbnail size.  A 
thumbnail image size of 400x400 pixels will require approximately four times as 
much space (and have a four-fold longer download time) as a 200x200 pixel 
thumbnail. 

• You also have the option of downloading images in their full resolution, as well as 
the thumbnails.  This, of course, may produce an extremely large download file and 
a very long download time.  The Recollector App will, in any case, display your 
images from the downloaded thumbnails.  However, the Recollector App lets you 
long-click on an image, in which case the image is sent to the Android Gallery 
(photo viewing) application.  If you downloaded full images (as well as thumbnails), 
then, in Android Gallery, the full resolution images are displayed, and, even on the 
small screen of a smart phone, you can pan and zoom, sliding the image around and 
viewing different sections of the image at a higher resolution.  Because of this 
capability, you may want to consider downloading your collection with full-size 
images.  However, be sure that the SD card on your Android device has adequate 
free space for the large download file.  You might also want to consider attaching 
your Android device to your PC (via a USB cable), because transferring a large file 
will, in general, be much quicker when transferred to a USB-mounted SD card than 
will downloading the same file over the internet. 

• The Recollector App gathers all images for a given collection into a single folder on 
the Android device.  Therefore images within a single collection are identified only 
by their simple filename (e.g. 123.jpg), and not by the full pathname (e.g. 
C:/myimages/mapcollection/123.jpg) that they had on the PC.  The PC version of 
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Recollector allows you to include images from different directories.  Therefore, on 
the PC, it is possible (but not likely) that you have two data records in a collection 
pointing to two image files with the same simple filename but different full 
pathnames (e.g. C:/myimages/mapcollection/123.jpg and C:/added_images/123.jpg).  
This case will not be handled properly by the Recollector App.  The download file 
will contain only one of the two images, and both records that pertain to the two 
original images will, in the Recollector App, point to the same image.  In other 
words, one of the two records in the Recollector App will include an inappropriate 
image.  This is a very unlikely event, since one would not typically have two 
different images, for two different records in your collection, with the same simple 
filename.  To make explicit a practice that you probably are already following: Use a 
distinct simple filename for each and every image in a given collection (regardless of 
what directories the images are stored in). 

Note: Audio and video clips that are included in your collection are not exported to the 
Recollector App.  Only image files referenced in image/audio/video fields are exported. 

Once you have chosen the image-inclusion strategy, the program will write out the 
download file.  Progress dialogs will report the records and images as they are written. 

Normally the program exports data for all fields in your collection (other than image fields, 
if you requested no images to be included).  However, only fields included in the List View 
are exported if you are in Limited Item Details mode.  This is the mode that you can turn on 
with the menu toggle on the Options menu: Limit Item Details to Only Fields Shown in List. 
In this mode, only those fields that are included in the List View are shown in the Item 
Details view.  And, similarly, when you are in this mode, only those fields shown in the List 
View will be included in the download file for the Recollector App.  (Images are treated 
specially: They are exported based on the choices described above for handling images in 
the download file, regardless of whether the image fields are included in the List View.)  
This special handling of export when in Limited Item Details mode provides a way for you 
to export just a specific set of fields (rather than all of your collection’s fields), when 
sending your collection to the Recollector App.  If you are in Limited Item Details mode, 
the program will warn you before executing the export; the warning will remind you that not 
all of your fields will be included in the download file. 

Note that the download file, like the original collection file, is an XML file (with filename 
extension .xml).  In fact, the original collection file can be used as the download file, though 
doing this would exclude all images.  Therefore, even though you could simply download 
your collection’s data file and use it with the Recollector App, it is strongly recommended 
that you export a separate download file, as described in this section, and download that 
exported file. 

Moving the download file to your Android device 

Unless you wrote out the download file directly to the SD card (mounted as a removable 
drive on your PC) in the previous step, the download file must be moved from the PC to the 
SD (flash memory) card of your Android device.  There are several ways to do this.  Two 
methods will be described here, though there are other approaches and tools that have been 
developed for downloading data to Android devices.  Whatever method you use, there is one 
rule that you must adhere to: 
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The Recollector App download file must be placed on the device’s SD (memory) 

card, either in the top-level (root) directory (often referred to as the /sdcard 

directory), or in a top-level folder on the SD card (e.g. /sdcard/downloads).  It 

must NOT be placed in a sub-directory deeper in the SD card file hierarchy 

(e.g. not in a folder with a pathname like /sdcard/shared/temp). 

The very first time you run the Recollector App, it creates a sub-directory named 
Recollector on the SD card (i.e. /sdcard/Recollector).  This is one of the top-level folders 
that you can use as the target for a download operation. 

Approach #1: Connect your Android phone to your PC with a USB cable. 

Android devices generally come with a USB cable which can be used to connect your 
Android device to your PC, via a USB port.  Follow the documentation that came with your 
Android for specific instructions on how to use a USB cable to connect your device to a PC 
and mount your device's SD card as a removable disk drive on the PC.  Once mounted, you 
can use Windows Explorer to drag and drop your collection export file from your PC to the 
root directory or to one of the top-level directories on the SD card.  Alternatively, if you 
plug your device into your PC and mount the device’s SD card as an external disk prior to 
exporting a download file, then you can choose a top-level directory on the SD card as the 
target directory for the export step.  This way you completely avoid having to move the file 
from your PC to your device as a separate step, since it will be written there in the previous 
export step. 

Approach #2: Use Dropbox. 

Dropbox is a popular file sharing service (available for free, but with paying options for 
users who desire more storage space for shared files).  If you have Dropbox installed on 
both your PC, you can also connect to Dropbox from the Recollector App running on your 
mobile device. A detailed description of how to use Dropbox to transfer your collection file 
can be found at the following web page: 
http://www.maprecord.com/DropboxWithRecollector.html. 

Using the Recollector App 

Once you have moved your collection download file to the SD card of your Android device, 
the Recollector App will be able to locate the file.  For instructions on how to use the 
Recollector App’s features, see the Recollector App’s User’s Guide, which you can access 
within the Recollector App by clicking the Menu button and choosing Help. 
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Viewing your collection on an iPhone, iPod touch or iPad 
 
The Recollector App is a free iPhone/iPod app that works in conjunction with the PC 
version of Recollector.  There is also an iPad version, named Recollector App HD. With the 
Recollector App you can carry your collection database with you, on an iPhone, iPod touch 
or iPad.  Note: There is an equivalent version of the Recollector App that runs on Android 
smartphones and tablets.  See the chapter on Viewing your collection on an Android device 
(p.148) for more information. 
  
The Recollector App works as a read-only viewer for your collection data.  You do not add 
or edit data with the App; you continue to update your collection using the version of 
Recollector that runs on your PC.  But any time that you want to send a copy of your 
collection to your iPhone, iPod or iPad, you can now do that, and take your collection data 
with you on the road, on a device that fits into your pocket. 
 
There are three steps you need to take in order to use Recollector App: 

4. Install the Recollector App on your iPhone or iPod touch (or Recollector App HD on 
your iPad). 

5. In the PC version of Recollector, save your collection data for export to the App. 
6. Move the download file created in the previous step to your iPhone, iPod or iPad. 

Once you have completed these steps, you will be ready to view your collection data on 
your iPhone, iPod or iPad.  The following sections describe these three steps in more detail. 
 

Installing the Recollector App on your iPhone, iPod touch or iPad 

 

The Recollector App and Recollector App HD are available, free, at the iTunes app store. 
Search in iTunes under Apps for “Recollector”.  The Recollector App is aimed at iOS 
version 4.3 or later.  It is not designed to run on earlier iOS versions. 
 
Installing the Recollector App (or Recollector App HD) is no different from installing any 
other free iPhone or iPad app.  You just locate it in the iTunes app store (search for 
“Recollector”), select the Free app and click “Install App”.  This step only needs to be 
performed once.  Even if you want to download and view multiple collections, you only 
need one copy of the Recollector App.  Of course, if updated and enhanced versions of the 
Recollector App are released, then you may re-install the App to bring it up to the latest 
version. 

Once installed, you will see the Recollector App icon among your applications.  If you start 
the App, you will see the list of available collections.  Initially only a sample collection (a 
small collection of maps) is shown.  This sample collection is shipped with the Recollector 
App so that you can try out the App before using it with your own data.  Once you have 
downloaded your own collection data, this sample collection will not be shown in the list of 
available collections.  Read the next sections to learn how to export your collection data and 
move it to your iPhone, iPod or iPad.  Once a collection database has been moved to your 
iPhone, iPod or iPad, the Recollector App will find your data and let you start viewing it. 
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Saving your collection data for export to the Recollector App 

 

Choose Export for download to the Recollector App from the File menu of the collection 
viewer window to generate a data file for downloading.  If there is a currently active subset 
in effect (either a regular subset or a search subset, or both), you will be asked whether you 
want to export just the records in the subset or all the records in the collection.  The export 
will produce a single file that contains both the text and image data for all the records in the 
currently open collection (or in the current subset of that collection, if you requested to limit 
the export to just the records in the subset). 
 
You will next be prompted to specify a name and location for the download file.  By default, 
the file will have the same name as the collection file itself, except with _App appended to 
the leading part of the filename.  So, for example, if your collection file is named 
MapCollection.xml, the suggested name for the download file will be 
MapCollection_App.xml. It is recommended that you accept the suggested filename, but, if 
you prefer, you can change the name, as long as the filename extension remains .xml.  You 
can also specify the directory in which the generated download file is placed.  By default, 
the program suggests that it be put into the same directory as the collection file.  Keep a note 
of the name of the download file and the directory in which it was placed, since you will 
need to navigate to this file later on, when you are transferring it from the PC to the iPhone, 
iPod or iPad. 
 
The program will also ask you to specify how images should be chosen for inclusion in the 
download file: 

 

When your collection is sent to the Recollector App, images are sent in thumbnail format.  
Even so, particularly for collections with many images, the images can add considerable 
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size (and, consequently, download time) to the download file.  Therefore you are given 
several options for the handling of images: 

• Include ALL images – This choice is appropriate the first time you download a 
particular collection.  Thumbnails for all of the collection’s images will be included.  
Consequently, this choice creates the largest possible download file and will require 
the longest download time. 

• Include only one image per record – This choice may make sense if you have many 
images with each record, yet you don’t anticipate a need for all of that imagery when 
looking at your collection with the Recollector App.  The program will only include 
the first image found for a record and skip the other images. 

• Include only images added or updated since the last export – This choice is usually 
the most sensible option for second and subsequent downloads, when you just want 
to get your Recollector App version of the collection database in sync with your PC 
version.  With this choice, the program only includes images that are new or whose 
file modification date differs from the modification date when the image was last 
downloaded for export to the Recollector App.  Note: This choice will be disabled 
the first time a collection is exported for download to the Recollector App, since no 
prior download history will be available. 

• Exclude images – This choice makes sense if you are not interested in bringing 
images along with the data from your collection.  It also makes sense if you know 
that you have not added or updated any images since the last export to the 
Recollector App. In this case (when no images have been added or changed since the 
last export), you would produce the same image-free download file as you would get 
from the previous choice (include only images added or updated since the last 
export).  However, processing speed for generating the download file will be faster if 
you specify up front that images are to be excluded. 

Notes regarding images: 

• The size of the thumbnail images created for export is initially set according to the 
thumbnail image size specified in the Preferences dialog (opened from the Options 
menu).  The note in the dialog shows you the current thumbnail height and width 
settings.  To change these settings, click the Adjust thumbnail size button and specify 
modified sizes on the subsequent dialog.  It should be noted that the file size for a 
download file increases exponentially with the thumbnail size.  A thumbnail image 
size of 300x300 pixels will require approximately four times as much space (and 
have a four-fold longer download time) as a 150x150 pixel thumbnail. Because the 
iPhone screen is 320 pixels wide, it is a good idea to keep the maximum width at a 
number less than this.  Specifying maximum pixel dimensions of 200x200 generally 
produces pleasing results. Due to its larger screen, if you are targeting the iPad, 
larger sizes will work well. 

• You also have the option of downloading images in their full resolution, as well as 
the thumbnails.  This, of course, may produce an extremely large download file and 
the longest download time.  The Recollector App will, in any case, display your 
images from the downloaded thumbnails.  However, if a full-size image has also 
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been provided, then the Recollector App lets you click on a thumbnail image, which 
will cause the full-size image to be displayed in a pan-and-zoom format.  Normally 
full-resolution images are larger than the device’s screen, so you will need to slide 
the image around to look at different parts of the overall image. 

• The Recollector App gathers all images for a given collection into a single folder on 
the iPhone/iPod/iPad device.  Therefore images within a single collection are 
identified only by their simple filename (e.g. 123.jpg), and not by the full pathname 
(e.g. C:/myimages/mapcollection/123.jpg) that they had on the PC.  The PC version 
of Recollector allows you to include images from different directories.  Therefore, 
on the PC, it is possible (but not likely) that you will have two data records in a 
collection pointing to two image files with the same simple filename but different 
full pathnames (e.g. C:/myimages/mapcollection/123.jpg and 
C:/added_images/123.jpg).  This case will not be handled properly by the 
Recollector App.  The download file will contain only one of the two images, and 
both records that pertain to the two original images will, in the Recollector App, 
point to the same image.  In other words, one of the two records in the Recollector 
App will include an inappropriate image.  This is a very unlikely event, since one 
would not typically have two different images, for two different records in your 
collection, with the same simple filename.  To make explicit a practice that you 
probably are already following: Use a distinct simple filename for each and every 
image in a given collection (regardless of what directories the images are stored in). 

Note: Audio and video clips that are included in your collection are not exported to the 
Recollector App.  Only image files referenced in image/audio/video fields are exported. 

Once you have chosen the image-inclusion strategy, the program will write out the 
download file.  Progress dialogs will report the records and images as they are written. 

Normally the program exports data for all fields in your collection (other than image fields, 
if you requested no images to be included).  However, only fields included in the List View 
are exported if you are in Limited Item Details mode.  This is the mode that you can turn on 
with the menu toggle on the Options menu: Limit Item Details to Only Fields Shown in List. 
In this mode, only those fields that are included in the List View are shown in the Item 
Details view.  And, similarly, when you are in this mode, only those fields shown in the List 
View will be included in the download file for the Recollector App.  (Images are treated 
specially: They are exported based on the choices described above for handling images in 
the download file, regardless of whether the image fields are included in the List View.)  
This special handling of export when in Limited Item Details mode provides a way for you 
to export just a specific set of fields (rather than all of your collection’s fields), when 
sending your collection to the Recollector App.  If you are in Limited Item Details mode, 
the program will warn you before executing the export; the warning will remind you that not 
all of your fields will be included in the download file. 

Note that the download file, like the original collection file, is an XML file (with filename 
extension .xml).  In fact, the original collection file can be used as the download file, though 
doing this would exclude all images.  Therefore, even though you could simply download 
your collection’s data file and use it with the Recollector App, it is strongly recommended 
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that you export a separate download file, as described in this section, and download that 
exported file. 

Moving the download file to your iPhone, iPod touch or iPad 

The download file must be moved from your PC to your iPhone, iPod or iPad.  There are 
two primary ways to do this. One is to use Dropbox and the other is to use iTunes. In 
general, using Dropbox is the easier method.  However, if you are transferring a large 
collection with many images (particularly if you are exporting full-resolution images as well 
as thumbnails), then using iTunes will allow for much faster transfer of your collection data 
to your mobile device. 

Approach #1: Using Dropbox 

Dropbox is a popular file sharing service (available for free, but with paying options for 
users who desire more storage space for shared files).  If you have Dropbox installed on 
your PC, you can also connect to Dropbox from the Recollector App running on your 
mobile device. A detailed description of how to use Dropbox to transfer your collection file 
can be found at the following web page: 
http://www.maprecord.com/DropboxWithRecollector.html. 

Approach #2: Using iTunes 

The transfer of your collection data is done using iTunes on your PC.  (iTunes for Windows 
is available as a free download from the Apple web site at 
www.apple.com/itunes/download.)  Once you have iTunes installed on your PC, follow 
these steps to download the export file to your iPhone/iPod: 

• Connect your iPhone, iPod touch or iPad to your computer using the USB cable 
which comes with your Apple device. 

• Launch iTunes on your PC. 

• In the menu bar (or at the left in the iTunes window, in the section titled DEVICES, 
if you are running an older version of iTunes) you will see your iPhone, iPod or iPad 
device.  Click the device name or icon to select it. On a recent version of iTunes 
(12.3), this selection looks like this (showing an icon for the connected iPad): 

 

 

• Once you have selected the device, select “Apps”. Depending upon the version of 
iTunes, “Apps” might appear in the menu bar at the top of the iTunes window, or in 
a panel at the left-hand side. On version 12.3 of iTunes, you will see Apps in the 
panel at the left: 
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• Use the scroll bar at the right side of the iTunes window to scroll down to the bottom 
of the window, so that the section titled “File Sharing” can be seen: 
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• In the list of Apps that support File Sharing you will see Recollector (or Recollector 
HD).  Select it by clicking on the app name in the list. 

• In the Recollector Documents panel, to the right, click the “Add” (or “Add File”, 
depending on the version of iTunes) button at the bottom.  This will bring up a file 
selection dialog.  Use this dialog to navigate to and select the export file (e.g. 
AtlanticShellCollection_App.xml) that you exported from the PC version of 
Recollector (as described earlier on this page in the section on Saving your collection 
data for export to the Recollector App).  iTunes will copy the export file from the PC 
to your iPhone, iPod or iPad, and when the transfer is complete, you will see the file 
listed in the Recollector Documents list in the iTunes window: 

 

Using the Recollector App 

Once you have moved your Recollector App download file to your iPhone, iPod or iPad, the 
Recollector App will be able to locate the file.  For instructions on how to use the 
Recollector App’s features, see the Recollector App’s User’s Guide, which you can access 
within the Recollector App by clicking the Options button and choosing Help.  The 
Recollector App Help also describes how you can update your collection information on 
your iPhone/iPod/iPad.  Usually this requires just exporting the latest version of the 
collection file, including only images that are new or modified since the last download, and 
then downloading this (usually small) export file.  The Recollector App will automatically 
merge in the updated information with the prior version of your collection database. 
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Frequently Asked Questions (FAQ) 
 

Are there any restrictions on the fields that I can add to my collection database? 

 

Not really.  When you initially create a database, you choose from one of the available 
templates, which provides you with a starting set of fields.  But this is really just a 
convenience, so at least some of the fields that you will have in your database are there 
right from the start, without your having to individually specify them.  But you are free 
to add any additional fields that you want (or modify or delete any of the fields provided 
by the template).  There is no limit to the number of fields that a collection can have 
(though, of course, if your collection has hundreds of fields, you will likely find it 
somewhat cumbersome to edit and view your collection entries).  The only restrictions 
regarding fields are these: 
 

• Your collection must have an ID # field (though you are free to change its name, 
and you are free to never actually put any data into this field, if you don’t want to 
use it). 

• Fields must be one of the eight provided data types; you cannot create new data 
types. 

• Each field must have a name, and field names must be distinct. 
 

Can I change the order of fields in either the Item Details display or in the List 

display? 

 

Yes, you can change the field order in both places. To change the field order in the Item 
Details display, pick Item Details: Field Order from the Options menu on the collection 
viewer window. Use the dialog box that comes up to select and move fields to new 
positions.  The choices you make here will affect not only the field order displayed in 
the Item Details display, but also the field order displayed when printing single records, 
and the field order shown in the data-entry/editing window. 
 
The order of fields in the List view of the collection window is completely separate. It is 
controlled by the dialog that you access by choosing List: Field Selection from the 
Options  menu.  You can also change the order of fields in the List view by clicking and 
dragging on the column headers in the List display: Click a column header and then, still 
holding the mouse button down, drag to the right or left until you get to the place to 
which you want the column moved. 
 
Both kinds of field order (Item Details and List) are saved as part of the collection, so 
these choices will be remembered from one session to the next. 

 

Can I get text to be displayed in italics in the Item Details view? 

 

For text fields, select the text that you wish to display in italics.  Then right-click on the 
text box bring up the options menu, and choose Italic.  This will convert the selected text 
to italics.   
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You can’t specify italic text for non-text fields (i.e. dates, numbers, currencies, 
dimensions or image/audio/video fields). 
 

Can I get text to be underlined in the Item Details view? 

 

For text fields, select the text that you wish to display as underlined.  Then right-click on 
the text box bring up the options menu, and choose Underlined.  This will convert the 
selected text to be underlined.  
  
You can’t specify underlined text for non-text fields (i.e. dates, numbers, currencies, 
dimensions or image/audio/video fields). 
 

Can I get a large amount of text in a long text field to be broken into separate 

paragraphs for display in the Item Details view? 

 

To get text in a field to be formatted as multiple paragraphs, include an extra blank line 
between sections of text that you want to be separate paragraphs.  Separate paragraphs 
will be formatted in the Item Details display (or when printed) as hanging paragraphs 
(with a hanging indent). 
 

How do I create a link for text in the Item Details view that will jump from one 

collection record to another one when I click on it? 

 

To create a link that will function as a jump from one map record to another, you must 
use the “ID #” field of the record to which you want to link.  Include this ID # in the text 
for a field.  If the field is a text field, select the text representing the ID #, and then right-
click on the text box to bring up the options menu and choose Jump-to link.  The ID # 
will be displayed as a link (underlined and colored blue), and, in the Item Details view, 
when clicked on, the Item Details display will jump to the corresponding record. When 
selecting the text to use as a jump-to link, do not include any text other than the actual 
ID # value. 
 
You can’t specify jump-to links in non-text fields (i.e. dates, numbers, currencies, 
dimensions or image/audio/video fields). 
 
You can also use the R-type (‘R’ for “record jump”) special hyperlink to create a jump-
to link whose visible text is something other than the ID # value of the destination 
record.  Instructions on how to create this type of special hyperlink are included in 
chapter on Adding and Editing Data (p.38). 

 

Can I get a larger text-entry window in the data-entry/editing dialog, for entering large 

amounts of text into a field? 

 

Yes, right-button click in the text box for the field you wish to edit.  This will pop up the 
options menu.  Choose Edit field in larger pop-up window. As a short-cut, you can also 
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hold down the <CTRL> key and double-click on the text box.  This will also bring up 
the larger text-entry window, however this method only works if the text box you 
double-click on is not completely empty. 
 
Note also that when you type into a multi-line text-entry box (either within the data-
entry dialog or in the larger window you can bring up), there is no auto-wrapping of text. 
As you reach the right-hand edge of the window, typed-in text continues on the same 
line and the window simply scrolls to the right.  At any point, if you want to re-wrap the 
text to fit, just right-button click on the text box to bring up the options menu, and 
choose Re-wrap text to fit. 
 
Another change you can make to help with adding or editing long text fields is to 
increase the size of the editor’s multi-line text entry boxes.  This size is set on the Data 
Entry/Editing tab of the Preferences dialog. (Choose Preferences from the Options 
menu, and click on the Data Entry/Editing tab.) 

 

I made some errors editing or adding data. How can I undo my changes? 

 

Recollector does not have an “Undo” menu choice. (Text entry fields in the data editing 
window do have Undo choices on their right-click options menu; so you can undo just-
performed typing or editing operations.) However, you can use Revert, on the File 
menu, to undo all the changes you made since the last time in the session that your 
collection was saved to disk.  (If your collection has not yet been saved to disk in the 
current session, Revert will restore the collection to the state it was in when you began 
the current session.) 
 
If you have saved your collection to disk in the current session, Revert will give you the 
choice of throwing away the changes made since the last save or all the changes in the 
current session. 
 
In general, it is a good idea to do fairly frequent saves (Save, on the File menu) when 
you are making lots of changes to your collection (editing or adding new records).  That 
way, if you realize that you just made a mistake, doing a Revert will only throw away 
the changes made since the last save, and you will probably only have to re-do a small 
amount of work, if any.  To guarantee that changes are saved to disk on a timely basis, 
you can turn on auto-save from the Preferences dialog. Choose Preferences from the 
Options menu and select the Auto-save tab.  Pick “Auto-save” and select an auto-save 
interval. 
 
If things get a bit more desperate, and you realize that you have made a number of 
mistakes, and you saved the collection to disk with mistakes present, you can always 
choose to Revert to the state of the collection as of the beginning of the session. You will 
have to re-do this session’s work, but at least you will have your collection in a state that 
excludes all the mistakes of the current session. 
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Can I have more than one collection database? 

 
Yes, you can have as many different collections as you want. Recollector keeps track of 
each new collection that you create in a separate file. You can have multiple collections 
open at the same time; each will be shown its own collection viewer window. 

 
Each collection is completely independent of the others, so you can set up each 
collection with whatever choices are appropriate (fields to use, currency and dimension 
units choice, sorting order, etc.). 

 

Can I make changes to my collection outside of Recollector, by editing the collection 

file in a text editor? 

 
No and yes. (Read on.) 
 
No, definitely, in the case that your collection file is password-protected and encrypted. 
Otherwise, read on. 
 
No, in the sense that if you edit the collection file outside of the Recollector 
environment, you risk corrupting the file in such a way that you may not be able to open 
the file the next time you try to do so with Recollector. 
 
Yes, in the sense that the collection file is a text file, in XML format, which can be 
opened and modified by any text editor.  In other words, there is nothing, physically, 
that prevents you from opening the collection file with, for example, notepad, and 
making changes. 
 
If you want to make changes to your collection, the way do this is within the 
Recollector program, not outside of it by editing the collection file. 
 
If you really feel compelled to edit the collection file directly (and you consider yourself 
a guru on XML file structure), you are obviously on your own. I can think of no good 
reason why this should ever be necessary.  At the least, you should make a backup copy 
of the collection file before making any changes to it, because in the likely case that the 
edited version can no longer be successfully opened by Recollector, at least you will be 
able to gracefully fall back to restoring the file to its prior state from the backup copy.  
See the chapter on Securing your Collection for more information (p.142). 

 

Can I rename an existing collection? 

 

Yes. Select Modify Fields or Image Directory from the Edit menu of the collection 
viewer window. In the dialog that comes up, the collection name is shown in a text entry 
field at the upper right.  Edit the text in this box to change the collection name. 
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Can I change the currency or dimension units that I initially specified for my 

collection? 

 

Yes. Select Modify Fields or Image Directory from the Edit menu of the collection 
viewer window.  In the dialog that comes up, the currency and dimension units are 
shown as radio buttons at the bottom right.  You can use the radio buttons to change the 
choices.   
 

How can I move my collection to a different location (or different computer), or 

rename the collection file? 

 
Your collection is stored as a single file.  (If you have forgotten where your collection 
file is stored, choose Summary from the File menu.  The summary window shows the 
full pathname for the collection file.)  Exit Recollector before moving the collection file. 
You can move this file to a new location (or rename the file) using any tools available 
on your computer for moving files (e.g. Windows Explorer).  Or you can copy the file to 
a different computer.  Of course it only makes sense to move the file to a different 
computer if you have also installed (or are planning to install) Recollector on this 
computer. 
  
If you moved (or renamed) the collection file on the same computer where it previously 
resided: 
 

If you moved or renamed the collection file, Recollector will notice that the 
collection file is not there with its previous name and location, so it will not be 
seen in the program’s list of recently opened collections. However, you can open 
the collection file from within Recollector (using either Open from a collection 
window’s File menu, or by clicking the Browse to find and open a collection file 
button in the Start-Up Window).  The collection will be opened and added to the 
list or recently opened collections, with its new name and/or location. 
 

If you moved the collection file to a new computer: 
 

Recollector will not yet be aware of the collection whose file you have just 
moved to this computer.  But you can open the collection file from within 
Recollector (using either Open from a collection window’s File menu, or by 
clicking the Browse to find and open a collection file button in the Start-Up 
Window).  The collection will be opened and added to the list or recently opened 
collections. 
 

If your collection includes images, you should read the section of the User’s Guide 
regarding the specification of an Image Directory (p.28). 
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How can I delete a collection? (I was just testing out Recollector and made a “pretend” 

collection, but now it shows up in the list of my collections, but I just want it to go 

away.) 

 

Recollector does not provide a mechanism for deleting a collection.  However, you can 
simply use Windows Explorer to delete the collection file. If the collection had an image 
directory, you might want to consider deleting it as well, since deleting the collection 
file will not delete the collection’s associated images. 
 

How can I get Recollector to recognize a collection that I deleted but have now 

restored from a backup? 

 
When you use Recollector capability to restore a collection, it automatically reads in the 
collection file, opens it in a collection window and automatically adds it to the list of 
recently-used collections. 

 

Will my collection be lost when I upgrade to the next edition of Recollector? 

 

No. When you move to the next edition of Recollector, nothing is changed with regard 
to your collection.  Collection files contain version number information, and if a new 
version of Recollector, containing new features, needs to update your collection file, it 
will do this automatically.  The only possible problem is using an older version of 
Recollector on a collection file that was created by a newer version of the program.  
Recollector, however, recognizes this situation and an older-version program won’t let 
you open a later-version collection file – an error message will be shown indicating this 
situation. 
 

I really messed up doing data-entry and just exited the program. Can I undo the mess 

I made? 

 

You may be in luck. In each session, the first time that Recollector saves your collection 
back to the disk it makes a backup copy of the collection file as it was before the session 
began. This file is located in the same directory as the collection file and it has the same 
name as the collection file, except with “.bak” appended (e.g. MyCollection.xml.bak). 
Before re-starting Recollector, do the following: 

1. Navigate (using Windows Explorer) to the directory where your 
collection file is stored. 

2. Make a backup copy of the collection file; for example, copy 
MyCollection.xml to MyCollection.saved. This backup copy is just in 
case you really mess up and clobber the xml.bak file as well. At least 
you should still be able to get back to the way things were before you 
started this exercise. 

3. Delete the collection file (e.g. MyCollection.xml). 
4. Copy the xml.bak file, giving the new copy the name of the normal 

collection file (e.g., copy MyCollection.xml.bak to MyCollection.xml). 
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You should now be able to start Recollector and, when you look at your collection, it 
should be exactly as it was the last time you invoked the program, before you made the 
(messed-up) changes to your collection. 
 
Note: If you have been making regular backups of your collection (using the built-in 
back-up facility), then you always have the option of restoring your collection from the 
most recently backed-up version of your collection. See the chapter on Securing your 
collection (p.142) for information on the Recollector’s built-in backup and restore 
facilities. 
 

I added some jump-to links. They show up OK (as blue-underlined links), but when I 

click on them nothing happens. 

 

There are three possible reasons why clicking on a jump-to link doesn't perform the 
expected jump: 

1. The ID # shown in the link doesn't exist in the collection. Make sure 
that you actually have a record with this ID # in your collection. 

2. You currently have a subset defined, and the record with the ID # that 
you are trying to jump to is not included in the current subset. 

3. The text that you selected to turn into a jump-to link has some extra 
characters that aren't part of the actual ID #. For example, if the text 
that you have made into a jump-to link is #123, but the actual ID # for 
the corresponding record is just 123 (without the leading '#' character), 
then the jump-to link won't work. Change the jump-to link to include 
just the characters that form the ID # value of the record that you are 
trying to link to. In the current example, leave the '#' character out when 
selecting the text to turn into a jump-to link. 

 
 


