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Acronyms List

Below is a list of acronyms that are used in this document.

NOAA National Oceanic and Atmospheric Administration
NMFS National Marine Fisheries Service

NOAA Fisheries | Alternate name for National Marine Fisheries Service
S&T Office of Science and Technology

VFF Voices from the Fisheries

VFF DB Voices from the Fisheries Database

LFK Local Fisheries Knowledge

LFK DB Local Fisheries Knowledge Database
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1 Introduction

This is the User Guide for the Voices from the Fisheries (VFF) Database Version 2.0.

The Voices from the Fisheries Database (VFF DB) is a searchable central repository for
consolidating, archiving, and disseminating oral history interviews related to
commercial, recreational, and subsistence fishing in the United States and its
territories. Thousands of interviews already exist, scattered in dozens of collections.
Many of these will be added to the Voices Database as MP3 digital audio files and/or
as interview transcriptions in PDF format files. The oral history interviews have been
conducted by professional researchers, by students as part of classroom projects, and
by other members of the public. A wide variety of people, both directly and
indirectly involved in fishing and fishing-related activities, are included among these
interviews.

The Voices from the Fisheries Database will be used as an electronic tool for entering
interview data and retrieving that data through web-based forms. The Voices from
the Fisheries Database is a powerful resource available to the public to inform,
educate, and provide primary information for all who are interested in our local,
human experience with the surrounding marine environment. The VFF DB supports
diverse users including NOAA Fisheries (NMFS) staff, non-NOAA scientists and
managers, educators, students, and the general public.

The Voices from the Fisheries Project and the VFF DB has evolved from the Local
Fisheries Knowledge (LFK) Pilot Project. The LFK Pilot Project began in 2003 with
funding provided by NOAA Fisheries (NMFS) Office of Science and Technology. The
LFK Pilot Project trained high school students in two high schools in Maine to conduct
oral history interviews with local fishermen and others in marine fishing-related
industries. The students were exploring the connection between local marine
fisheries, the marine environment, and their communities. As part of the LFK Pilot
Project, a database was created to provide a publicly accessible archive for these and
other marine related oral history interviews. The VFF DB replaces the original LFK
Database; that database has been decommissioned and the LFK interviews are now
available on the VFF DB. The LFK Pilot Project is now evolving under its new name
-Voices from the Fisheries- into a ‘one stop shop’ for those interested in the human
connection with our marine and aquatic environments, and our living marine
resources.

1.1 Document Purpose
This document provides VFF DB users with detailed guidance for performing data

entry, data retrieval, and report generation functions. It also provides instructions on
how to manage the interviews once a user has entered them into the VFF system.
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Text instructions and screenshots are provided to guide users in performing system
tasks. Business rules relating to data entry and system use are also outlined with this
guide.

1.2 Contact Information

If any assistance is required in operating the VFF DB, including adding new interviews
to the system, please contact the VFF DB Administrator at NOAA Fisheries' (NMFS)
Office of Science and Technology. The administrator can be reached by email at
voices@noaa.gov or by phone at (301) 713-2328 x 215.
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2 Step One: Getting Started

Every user must have a valid user account and password prior to accessing the
system. To obtain a user account and password, click on the How to Participate
button on the VFF Home Page, accessed at http://www.voices.nmfs.noaa.gov/.
Follow the instructions for obtaining a user account described under Step 1: Contact
the Voices from the Fisheries Project. You must complete a short downloadable
form describing your oral history project, and then email that form to the VFF DB
Administrator. The email link is provided in the section that tells you how to obtain
a user account and a password. After approving your project, the VFF DB
Administrator will email you a user name and a password that will give you access to
the VFF DB so you can add your oral history collection.

The VFF DB is accessed from the Voices from the Fisheries public website at
www.voices.nmfs.noaa.gov by clicking on the Add Interview link (see Fig. 2.0).

D Wokce from the Fisheries ; Home - Microsoflt Internet Lxplorer
e G Yew Fportes Dok b

Qo - © - ¥ & fh Osewh i retns £ - E-UJA 3
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About the Project
Search Collection
Add Interview
ow In Parbicipate - 2 LE
Links to Rebated Collections - % 'Idr;Lﬁm“
Biblography * I i 1 rﬂ ]

Frequently Asked Questions

Figure 2.0
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You can also access the application directly from the Voices from the Fisheries
Database Application URL link shown below:

https://www.st.nmfs.noaa.gov/vff/html/vff.html

This will open the following screen (see Fig. 2.1 below):

2 NOAA - Voices from the Fisheries (VFF)

YOICESS'

=FISHERIES

NOAA Fisheries | National Oceanic & (NOAA) | U.S. of Commerce
About NMF S | Disclaimer | Privacy Policy | NOAA Information Quality Guidelines | Contact Us

L]
=

o 1257PM
" 4010

Figure 2.1

2.1 Application Requirements

In order to use the application, your computer must conform to the following
requirements:

Mozilla Firefox, Microsoft Internet Explorer 6.0, Netscape Navigator 6.1 or 6.2
JavaScript Enabled

Minimum Screen Resolution 800x600

Popups allowed in browser for this application

Have Microsoft Office (Word, Excel) 2000 or higher installed

Have Adobe Reader 6+ or comparable software installed for viewing PDFs

Have Adobe Professional 6+ or comparable software installed for creating PDFs
for the application, or be able access the Adobe PDF file creation application
through your Microsoft Word Program.
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2.2 User Access Privileges
Users of the VFF DB are called Collection Owners.

The table (Fig. 2.3) below shows Collection Owner's access privileges.

System Functions Collection
Owner
1. Create Collections v
2. Create Interview v
Records
3. Generate Interview v
Record Reports

Fig. 2.3

As a Collection Owner, you will be able to create a Collection, create a Record for
each interview m_ilour Collection, and generate Interview Record Reports (Note:
Report Feature will be added in 2010).

2.3 System Characteristics

The VFF DB has several features to help users accomplish their tasks. These
features include: helpful hints, confirmation messages, menus, and error
messages.

2.4 Helpful Hints

Hints are used throughout all VFF DB pages to improve user friendliness (see Fig.
2.4). They appear when the user places his/her mouse pointer over the label of a

particular field. Hints assist the user in gaining a greater understanding of the
purpose of that field.

Yisihle Columns
Edit |Interview Hame |Status Last Updated |Last Updated
By Date

§ |l st COMPLETE |test 07/05/2008
Intervieww

g (Sens2nd COMPLETE |LFi_8PPS 05/28/2008
Interwigs

§|Click to Edit Interview| | COMPLETE |LFK_spPs 034042008

V) |interview 2 COMPLETE | LFK_8PPS 030442003

Fig. 2.4
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2.5 Confirmation Messages

Whenever users perform an action such as saving a new record, updating existing
records, or deleting some records, a message asking for confirmation of the action
will be displayed (see Fig. 2.5).

Microsoft Internet Explorer @

?(/ Do wou really wank ko delete this record?

ey

[ ok i [ Cancel l

Fig. 2.5
Whenever users complete an action such as saving a new record, updating existing

records, or deleting some records, a message indicating that the action is completed
will be displayed (see Fig. 2.6).

Microsoft Internet Explorer g|
L E User is saved!
L]

Fig. 2.6
2.6 Main Menu Toolbar

The VFF DB main menu allows the user to access the system’s modules: Collections,
User Guide, My Account, and Logout.

Collections User Guide NOAA - Voices from the Fisheries (VFF) Welcome username My
Account Logout

e Collections - This menu option will allow an authorized user to add, edit and
delete a Collection, and to add, edit and delete Interview Records.

e User Guide - This menu option will allow authorized user to access User Guide.

e My Account - This menu option will allow an authorized user to change his/her
password.

e Logout - This menu option will allow an authorized user to logout of the system.
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2.7 Screen Layout and Mode Switch

The VFF DB screen is divided into two frames below the Main Menu Toolbar. The
left side is the Search Frame and the right side is the Edit Frame. To change the
size of the Search Frame and Edit Frame, use the following approaches:

¢ Change the size of the Search or Edit frames. Drag the border bar between
the Search Frame and the Edit Frame to increase or decrease the size of the

frame (see Fig. 2.7).

2} NOAA - Voices from the Fisheries (VFF) - Microsoft Internet Explorer

File Edit View Favorites Tools Help

|| A s
eﬁack M > \ﬂ @ _,ﬂ /- ) Search . Favorites €‘} [_-_-_\v =) J ﬂ ‘ﬁ
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lSearch Web” AUpgrade your Toolbar Mow | (= mail - ‘ Help ~

NCAA - Voices from the Fisheries {VFF Welcome jwhitmore! | MyAccount | Logout |

Search Collections Collection

Collection
Maime: * To add your Interview{s) to VFF, a Collection has to be createdfirst to hold the Interviewis).

* For school projects, use the "Curriculum’ tab to enter Curriculum infomation related to the project.
* To add an Interview to a Collection, click the "Create Interview™ link of the corresponding Collection to start,

>

Callection Mame:*

- I
D Preferred Citation for this
[ Ellsworth High Schoal-Maine Collection

Citations should incluce MName
of Project Leader L eaders,
date collection completed,
name of collection, location
sehere original collection is
housed (if housed first here,
use Yoices from the Fisheries
sy WOICES NMTs noss. ooy,
A and geographic location A
collection relstes to

Owvner's Orgnization: ELLSWORTH HIGH SCHOOL %
4— —’ [ Save Collection ] [ New Collgtion U

[E3

&) 2 Internet

g =

Search Frame]

Fig. 2.7
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3 Step Two: Create a Collection

With User Access Privileges you can create a Collection. You must create a
Collection to hold the interviews that you are going to add to the VFF DB. You
cannot add interviews until you have created a Collection for holding them. The
Collection is like a drawer in a file cabinet that can hold many individual files; in this
analogy, each file is the record of an individual interview.

3.1 How to Create a Collection

If not already logged into the application, log into the application with your User
Name and Password. If you do not already have a User Name and Password, see
Getting Started Section for more information about how to log into the application.

e You can create a new Collection by performing any of the following tasks (see
Fig. 3.1 below):

a. Select Collections Menu option from the Main Menu Toolbar
b. Click on the Create Collections option from the Search Frame
c. Click on the New Collection button in the Edit Frame

e Enter the required information into the Collection Tab (see Fig. 3.1 on page
12), including the following:

a. Enter the Collection Name
b. Enter your Preferred Citation for the Collection

i. Suggestion: You can prepare written text, e.g., preferred
citation, etc. in a text document, and then copy and paste the
text to speed entering the requested information. This will be
very useful if you have more than one collection to create.

11
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2 NDAA - Voices from the Fisheries (VEE) - Microsoft Internet Explorer, |Z||E‘E|

File Edit View Favorites Tools Help
X A 5 A . 5 B g
eBack > | |ﬂ @ ﬂ s ) sgarch \}\? Favorites {‘] = - _J ﬁ ‘ij
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Search Collections Collection Curriculum

Collection I:
Hame: * To add your Interview(s) te VFF, a Collection has to be created first to hold the Interview(s).

* For school projects, use the "Curriculum” tab to enter Curriculum infomation related to the project.
* To add an Interview to a Collection, click the "Create Interview” link of the corresponding Collection to start,

Collection Mame:* Ellsweorth High School-haine |

Prafarr_ad Citation for this Ellsworth High School Local Fisheries Knowledge Project, Candice m.
Collection: Joyce Whitmore, Project Leaders, 2003-2005. Interviewes conducted by studerts New Collection
at Ellswiorth High School in Ellswarth, Maing as part of the NO2AMMES Local
Citations should includz Name | Fisheries Knowledge Pilot Project. Interviews are accessed on NOAA's Veices Name Goes Here
of Project Leadsril saders, from the Fisheries website, wiww voices nmfs nosa gov
A Y date collection completed,
Clle here to name of collection, location
where ariginal collection is
create NeW housed (if housed first here,
Collection use Yoices from the Fisheries
Wy VOICES . Nmfs Noas gov),
and geographic location
callection relates to. /

Preferred Citation for

the Collection Goes =

Here
—
{ save Collection ‘ [ New Collection ] [ Delete Collection ]
4 3 —
™
& Done 2 @ ntermet
4 start | % abbott-2a.. | @Y pocumentt... | O LA 5 Anoss-vo.., B T fmsT 7 Deskiop @) 10:37 AN

Fig. 3.1

e Click on the Save Collection button. You will get the following message.
Click on OK to complete the process (see Fig. 3.2).

Microsoft Internet Explorer E|

! E Caollection is created!

Fig. 3.2

3.2 How to Create and Edit a Collection Curriculum

This step is only used for Collections that are part of a school or community
education project. We encourage teachers and community educators to share
their curricula with others.

e You must first create a Collection before you can create a Curriculum to go
with a Collection.

e Select the Curriculum tab. The screen in Fig. 3.3 will appear.
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e Select a Subject from the dropdown list. You can select one or more
subjects. If you want to select more than one subject like the example
shown below, you must select and save each one individually. When you
save a Subject, it will appear below the Comment field as shown in Fig. 3.3
below.

e Enter Comment (Note that the maximum characters you can enter in
the box is 2000, including spaces and punctuation.) This is the place
to put comments about curriculum associated with your oral history
classroom or public education project. When you save a Comment, it will
appear below the Comment field as shown in Fig. 3.3 below.

Select Subjects Here

OAA - Voices fro e erie 050 erne plo O
File Edit ‘View Favorites Tools  Help :,'
Qe © - 4 [& G| Psower Frroons @ \2 B- 1) B
Adcress @] hktps: fumu.st.nmes.noaa.govviFhtml/vfF. bl \ v B ks ®
Google |G~ v G B+ bookmarksw [ 46 blocked \ " check v % - | Send tow () settings~ @1 -
T - [search web || 4k Uparsde your Toobar iow ~ | E\wal « | Help
o NOAR - VoIces Troli e FISHeres (VFF]  \ TUETC O WIRIereT | My Account | Coguar | |

Search Collections Collection Curriculum
el
hame;
* This Tab only applies to School Collections

-~

e
/

Curriculumn Subjects

Enter your Comments
Here.

i F Create Collecti

B8] Ellcworth High
1 Ellsworth High

Commert:
maximum 2000 characters)
You have sntersd 0

(spaces includecd)

Edit | Curriculum Subject Comments

This collection of interviews was crested as part of Ellsworth High School's participation in the NOAA
Fisheries Service (NMFS) Local Fisheries Knowledge Pilat Project 2003-2005. 411 (th graders participated
in this interdisciplinary project that involved English, History, Social Studies, and Biology classes. To read
ahout the LFK Project, go to hitp: v st nmis nosa.govfkproject’.

Thizs collection of interviews was crested as part of Elsworth High School's participation in the NOAA

%7 |English

Fisheries Ssrvice (NMFS) Local Fisheries Knowlsdge Pilot Project 2003-2005. All 10th graders particiated
in this intereiscipinary project that involved English, History, Social Studies, and Biology classes. To read
about the LFK Project, 0o to bittp: w5t nmfs nosa.govAfkproject!

This collection of intervieves was crested as part of Ellzworth High School's participsation in the MOL&
Fisheries Service (MMFS) Local Fisheries Knowledge Pilot Project 2003-2003. &1 10th graders participated
in this interdisciplinary projsct that invalved English, Histary, Secial Studiss, and Bidlogy classes. Ta read
about the LFK Project, go to hitp: v st nmis nosa.govfkproject

R |History

R |Science

This collection of interviews was crested as part of Ellsworth High School's participstion in the NOAS

£

3
w

€] Done & Internet

4 start | & Abbote-da... | O Docment... System... | & Ibexfors..  Bnoaa-vo.. B T fmsT €

Deskiop ™ ) 10:44 AM

Fig. 3.3

e Click the Save button. You will get the following message (see Fig. 3.4).
Click the OK button.

Microsoft Internet Explorer

1] The Curriculum Subject is successfully added to this Collection!
LY
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3.3 How to Upload Files in the Curriculum Tab

NOTE: The Voices Project accepts interviews and associated materials in the
following file types: interview transcription and other text files in .PDF format;
picture files in .BMP, .JPG, and .JPEG formats; audio files in .MP3 format; and
digital video files in .AVI, .MP4, .MPG, and .WMV formats.

(Instructions are repeated on the VFF DB system screen.)

® NOAA - Voices from the Fisheries (VFF) | =

— Search Collections—————————— *
Collection

~ Colection Curriculum

Name: Save New
e ]

—Files

Upload all files related to this Curriculum. We accept the following file
types: textfiles in .PDF farmat, picture files in .BMP, .JPG, and JPEG
formats; audio files in MP3 format; and digital video files in LAVI, .MP4,
MPG, and WMV formats. These file types minimize download time for
those accessing interviews. No other file formate are accepted.

1. Click the "Browse" button to select a file to be uploaded.
2. Click the "Upload” link next to the file to upload the file.
3. Wait until the progress bar changes to "Done”.

Steps to upload files (No word limit for attached files) ‘ ‘

Upload Field

12530M |

- [F a0
Bl 0o

NOTE: In a file name, there can only be one period which is placed between the
file name and the file extension (i.e., .pdf or.mp3). An example of a correctly
formatted file name is GeorgeJones.mp3. No other symbols (such as # & * “ [ +)can be
used in the file name. Use will result in the file not working in the data base. You
will get an error message when you try to upload the file. To change a file name,
the file must be completely resaved using a correctly formatted name. You cannot
just “rename” the file using the RENAME function because the incorrectly formatted
name will stay embedded in the file and you will still get error messages.

e Scroll down the Curriculum Tab page to the Upload Files section using the
scroll bar on the right side of the Curriculum Tab screen.

e Click the Browse button and locate the file(s) on your computer.

e Select the file to upload. It will appear in the Upload field.

e Repeat the process for each file to be uploaded.

14
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upload field.

3.4 How to Delete a Collection

Click the Upload All button. The uploaded files will appear below the

To delete an uploaded file, click the Edit icon associated with the
file and delete the file.

If not already logged into the application, log into the application. [See Getting
Started Section for more information about how to log into the application.]

A NOAA - Voices from the Fisheries (VFF) - Microsoft Internet Explorer
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COTECan
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et (A
Marme
S ——®
=

= b Create Collection
B Pl tiiohcoton
T Ellswarth High School-Mai

Collection Mame:*

BYP | Freferred Ctation for this

|ection:

deffions should include Name
of Project LeacerLeacers,
date collection completed,
name of collection, location
wwhere original collection is
housed (it housed first here,
use Yoices from the Fisheries
“wwwe woices nmfs noaa gov),
and geographic location
collection relates to,

Owner's Orgnization:

Curriculurn

* To add your Intenview(s) to VFF, a Collection has to be created first to hold the Interview(s).
* For school projects, use the "Curriculum™ tab to enter Curriculum infomation related te the project,
* To add an Interview to a Collection, click the "Create Interview™ link of the corresponding Collection to start,

VETCOME IWNRIoTer | wy Account [ Comout [, i

Ellzworth High School-Maing

Ellswiorth High School Local Fisheries Knowledoe Project, Candice MacBeth and
oy VWhitmore, Project Leaders, 2003-2005 . Irterviews condusted by students
at Ellzworth High School in Ellsworth, Maine as part of the NOAAMNMES Local
Fisheries Knowledge Pilot Project. Interviews are accessed on MOAL's Voices
from the Fisheries website, v woices.nmfs.noas gov.

ELLSWIORTH HIGH SCHOOL %

[ Save Calection | [ Mew Collection ]< Delete Collction \’

<

< > B
M

&) Done =) @ Internet
4 start 3 [ pocument1., | T LFK System.., | & Inboxfors... Fuoas-vo.., Bl T fmsT ” Deskiop & ) 10:57 AM

the Edit Frame.

Fig. 3.6

Enter the name of the Collection in the Search textbox and click the
Search button (Fig. 3.7),

or just click on the Collection name (Fig. 3.8) in

Seé?.lll\%ﬁiohs
Collegfion

wit )
Iamig

4

[ Se%ﬁ_ﬂ, Reset ]

Fig. 3.7
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(1 Mew VFF Collection

|
':

Fig. 3.8
e Once the collection information appears in the results screen, click on the
name of the collection in the Search results for the collection information
to appear in the Edit Frame.

e After the Collection information is displayed in the Edit Frame, click on the
Delete Collection button to delete the collection (see Fig. 3.9 below).

3.5 How to Edit a Collection

e If not already logged into the application, log into the application.
[See Getting Started Section for more information about how to log into
the application.]

e Select Collection from the Main Menu Toolbar

e Enter the name of the Collection in the Search Collection section in the
Search Frame.

e Click on the Collection Name to select a Collection. The Collection
selected will be populated in the Edit Frame for manipulation (see Fig. 3.9)

2 NOAA - Voices from the Fisheries (VFF) - Microsoft Internet Explorer Ex
File Edit Wiew Favorites Tools  Help o

Q=+ - ©  [¥] @ & ) search ¢ Favories £2) -2 EB-LE 3

cliress | 2] bttps: o st.nmfs noaa.goviyffhtmifof. il v Beo ks
Google [G~ v o By v ¥ bockmarkse Ednblocked S check w4 - s Send tow () settings» | ) -
Y7 - [ searchweb ]| 4 Upgrade your Tookbar tow + | Email - | Help -
~
Collections NOAA - Voices from the Fisheries (VFF) Welcome jwhitmore! | MyAccount | Logout |
Search Collections Collection Curriculum

i
Naime: * To add your Interview(s) to VFF, a Collection has to be created first to hold the Interview(s).

* For school projects, use the "Curriculum” tab to enter Curriculum infomation related to the project.

* To add an Interview to a Collection, click the "Create Interview™ link of the corresponding Collection to start,

Collection Mame: Ellzwirth High School-baine

referred Citation for this Ellsworth High School Local Fisheries Knowledge Project, Candice MacBeth and
ollection: Joyce Wihitmare, Project Leadsrs, 2003-2005. Interviews conducted by studsrts
&t Ellswarth High School in Ellsworth, Maine as part of the NOASMMFS Local
Fisheries knowledge Piot Project. Interviews are accessed on NOAA's Vaices
of Project Leader/Leaders, from the Fisheries webshte, wwiw voices nmis nosas.gov

date collection completsd,

riame of collection, location
where original collection is
housed (if housed first hers,
use Voices from the Fisheries
W vOICES MMIS 0BG JOW),
and geographic location
collection refates o

(8] - Mai
(Z1 Ellswerth High Schosl-Mait

Citations should include Name

Owner's Orgnization: ELLSWORTH HIGH SCHOOL %

[ savecolecton | [ mWewCollection | f[ DE\EtECUlv
¢ > A

&] Done B Intermet

r
[ abbott-da.. | 8 Documentt... | N LFKSystem.. | & Inboxfors.. B noas-vei.. B ° fwsT  Desktop 7 () 11:53 AM
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Fig. 3.9
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4 Step 3: Create a New Interview Record

4.1 How to Create a New Interview Record

If you are not already logged into the application, log into the application with a
user who belongs to the role with rights to create an interview.

[See Getting Started Section for more information about how to log into the
application.]

Che  Edt Yew

Q- © M@ G P Forwens @ 2- 5 @ - JE B
4 ] et [ivvews. sttt et g o s Hmiff bl * B =
Gox s w0 ® () mtngse &) irbure EESR in Contribute ] Post to Blog
-
MOAA - Volces from the Fisheries (VFF) Welcome best_owner! | MyAccount | Logeut |
Search Collections

Begn Record

b

Ralease Consent

HOAA Woices of the Fisheries Datshase
nerenafier TEutmiser,? am hereby o, . Stotmants, rame, mages of
| Seness, voice, andkr Fefermed 1o “Submission”) 30 NOAA for use I MOAATS Yoices of the

Fiararies Datatase. Ris L e materisls S £ part 1 NOAR'S n
e VFF Dutaase Illwlllra\.usstﬁrl»l!u-lﬂ.l wough & wetsstn ol GBiver meddn, | neder stafed afid e Lhet NOAA, wil retan
Sutmeszan. Addtonaly Ilvd.n'a\lrel o grand bo NOAA @ Betime, royaly-fres,
rermathisive, |..nnmu.— werkbwide vight i s, reprickace, bansrd, displar, e o, greparn derbraive wirks feies, distrude, aned

’ o devrioped
P Evasts 1neensive ] ete. which sy third-parties are included. featured,
- CorkertT), Wi the Submigzion, oF 53 the satent t whih any porton of the

frem sy

, tiied,
v s 3 T ety G = Bl

fér 10 other COBCIONS N NOAA, NOAA, M 0084 0F ncnmue-.u I sccoesance win B precedres
apolmnrmue-.u ot rtsecied 1or NOAA'S CoBSchons This consent and rekeane shal be Bndng on me, 82 wel & on My legsl
repreertalives, hews, o aLHigE

=] Tully awarn B hune iy wtate et | aem of lngal age snd competent o
witest that been tothe WFT System for pubic sccess.

e

@ ot

Fig. 4.1

e Select Collections from the Main Toolbar Menu. To create a new Interview
Record you first have to open the Collection that will hold the new record.
You can do this in the following ways:

1. Enter the name of the Collection in the Search Collection Section in the
Search Frame, or

2. Click on the Icon to select the Collection. The collection selected will be
populated in the Edit Frame for manipulation, or

3. In the Search Frame where the project tree is displayed, click on the
Collection name to expand the options list within the Collection folder.

e Then..

4. Click on the Create Interview button to create an Interview Record. Enter

the required information in all the Tabs described below. Note the required
fields are in red.
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e Begin Record Tab

Check the box at the bottom of the Release Form (see Fig. 4.2) to indicate
that you have read the release form and are fully aware of its contents.
You will not be allowed to proceed beyond this point unless you check
the box. By checking the box you are warranting that you have obtained
a signed release form from all who participated in the interview you are
about to add to the database. You are also warranting that you have
fully informed the interviewee that you are putting his or her interview
on the NOAA VFF Database where it will become available to the general
public. Be sure to read the release in detail before accepting it.

Begin Record

Release Consent
Release Form
HOAA Voices of the Fisheries Database
|, hereinafter referred to as ?Submitter,? am hereby submitting interviewe, presentstion, video, photographs | statements, name, images or
likeness, voice, andior weritten materials in digital form (hereinafter referred to "Submission") to NOAS, for use in NOALTs Yoizes of the
Fizheties Database. 1 iz understood by the materials composing the Submission are to be retained as part of NO&L's permanent collzctions in
the VFF Database, and will be accessible to the public through & website and other media. | understand and sgree that MO, will retain
ownershi;ﬂ:f the physical property comprising the Submission. Additionally, | hersby agree to grant to MOAA & lifetime, rovaty-fres,
nonexclusive, transterable, worldwide right to use, reproduce, transmit, display, perform, prepare derivative works from, distribute, and
authorize @e redistrioution of the materials in the: Submission in any medium known now o to be developed.
If Submission Contains Third-Party Material, Likeness, etc. Tothe extent ta wwhich any third-parties are included, featured,
interviewwed photographed, etc. Chereinafter ?Third-Party Contert™?), within the Submission, or to the extent to which any partion of the
Submission was collected from third-parties, | hereby warrant and represent that | have obtained written consent from any and all interested
person(s) associsted with the Third-Party Contert found within the the Submission, including persons who have been interviewed | filmed,
wdeotape’,aud\otaped, photographed, or otherwise have been depicted within the materials, and that such third-perty consent is sufficiert
to allosw me to grant permission to NO&AS to use it as part of the NOAL, Yoices of the Fisheries Program.
If Submisgion Contains Third-Party Material, Likeness, etc., Yet Third-Party Consent Hot Received To the extent to which
consent could not ne obtained for Third-Party Contert, | hereby swwarrant and represent that | have exercised due diligence to obtain a signed
release frogm the person(s) from whom such content has been collected. | sttempted to contact the third-party(z) st the last known address
by mailing 0 that third-party & letter describing the project and containing release forms for signature, but the letter was returned as
undeliverable with no forwarding address, andfor | tried to contact themn through ather means including telephone, emnail, contacting their
relatives, @hclfor other reasonable means, but have been unable to locate the person, or have ascertained that they are deceased Further,
writh respect to any materials submitted as part of the Submission, | hereby warrant and represent that |l indemnify and hold harmless
MO&L, frobany and all claims and demands arising out of or in connection with the use of the Submission, for any damages or costs in
defending any claim of infringement,, lilbel, defamation, invesion of privacy, right of publicity, of any other claims relevant to NOLATs use of
the Submizsion. Should any part of the Submizsion be found to include materials that NOAA deems inappropriste for retertion with the
collection 9 for transfer to other collections in NOA&  MOAS may dispose of such materials in accordance with its procedures for
disposition of materials not needed for NOAA's collections. This consent and release shall be hinding on me, a5 well a5 on my legal
rresaci@ives, heirs, and assigns

1 Invsl eNd the Release Form and am fully aware of its contents. | hereby state that 1 am of legal age and competent to
attest thal rel$ase has been obtained for interview submission to the VFF System for public access.

Fig. 4.2

After you click on the check box, the screen will condense so you can enter the
following information (see Fig. 4.3):

Either:
1. Check the Anonymous checkbox, if the interviewee does not
want his/her name to appear, but is otherwise willing to have the
interview placed in the database.

Or enter the interviewee's name as follows:
1. Interviewee’s First Name (required unless "Anonymous")
2. Last Name (required unless "Anonymous")
3. Middle Name (optional)
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Then enter the following:

1. Interview Date (required, estimate if exact date not known)

fields.

NOTE: For Steps 2 and 3 below, prepare a text file ahead
of time and copy and paste into the Abstract and Comments

2. Abstract (Note: maximum number of characters is 4000
including spaces and punctuation. You can copy and paste from a
text file.) This will appear in the search screen and help those

who search the VFF DB decide if the interview contains content of

interest to them.

3. Comments (Note: maximum number of characters is 4000

including spaces and punctuation. You can copy and paste from a
text file.) This provides a place to add additional information you
feel helps frame the interview.

Begin Record

Release Consent

I have read the Release Form and am fully aware of its contents. | hereby state that 1 am of legal age and competent to
attest that release has been obtained for interview submission to the UFF System for public access. View the Release

Form

*indicates required fields

Anonymous: O

Interviewee's
Last Hame:*

First Name: *
Intervisw Date |

Abstract:

(maximum 4000
chargocters)

“ou have entered 0
(spaces includsd)
Comiments:
(maximum 4000
characters)

“ou have entered 0

(spaces included
Save Data in This Tab

Micldle Mame:

Create Mew Interview

Fig. 4.3

4. Click on the Save Data in This Tab button to create the

interview record. You will receive the following message (see Fig.

4.4). Click OK.

Microsoft Internet Explorer E|

! E Record is created!

Fig. 4.4
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5. Click on the Continue to Next Tab button next to the Save
Data in This Tab button to move to the remaining tabs so that
you can enter the rest of the information about the interview,
or just click on a Tab heading to move to that Tab’s screen.

e Enter Demographic Info Tab

Demoaraphics
Sex

Ethnicity:

Englizh iz
Secaond
Language:

Residence Location

Location not
Faund?

Eeqin Record Enter Demographic Info | Enter Interview Topics Upload Files Subrit Interview R

A Range:

Courty: Region;

Fig. 4.5

Demographics Field: Enter the following information in the
Demographics Field (see Fig. 4.6):

1.
2.

Sex (of the interviewee, drop down list)
Age Range (select from drop down list age range for the
interviewee at the time the interview was conducted)

3. Occupation (select from the drop down list)
4.
5. English is Second Language (Check this box only if

Ethnicity (select from the drop down list)

English is the second language for the interviewee.)

. Primary Language (When English is Second Language is

checked, the Primary Language box opens. Type in the
Primary Language.)

Demographics

Sex: | Male W

Age Range: | 50-59 hd

Occupation: | Commercial Fisherman-Active b

Ethnicity: | &frican-American of Black

Englizh iz
Secaond

Language:

ana“f Portugese
Language:

Fig. 4.6
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Residence Location Field: Enter the following information in the

Residence Location field. First click the Search Location button. Enter
as much of the information as you know in the fields provided (see Fig.

4.7).

Some of the fields will provide drop down lists from which you can

select an option, e.g., select the state of residence from the State list,

etc. When you use the Search Location function and the list appears,

click on the Select Icon next to the correct location to populate the
Residence Location fields. The Residence Location fields are:

1. Region (This is the region of the country within which the

State is located. It will fill in automatically once you
select the State, County, and Community you want
through the Search Location process.)

2. State (State where the interviewee lived when the
interview was collected)

3. County (County where the interviewee lived when the
interview was collected, if known)

4. Community (Community where the interviewee lived when

the interview was collected)

Residence Location
[ Close Search ]

Search Locations

Region; e State: A

County: b Cammunity: 7

State: Caurty: Regian:

Cammunity:

Location not
Found? D

Fig. 4.7

5. Click on the Search button to view the Search Location
results. The Reset button allows you to start over.
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6. Click on the Select Icon next to the correct location to
populate the Residence Location fields (see Fig. 4.8).
Saint George, Alaska has been selected.

The scroll bar to the right of the screen will let you move the screen

Residence Location

Close Search ]

to view all the results. \

[ Search ][ Reset ] ~

Results 1-20 of 20

Select

State

County

Region

Community

S

ALASKA

ALEUTIAMNS WEST

ALASHA,

Pribilof Izland Regional Educational Attendance Area

1§

ALASHA

ALEUTIANS WEST

ALASHA,

Aleutian Region Regional Educational Atendance Area

N

ALASHA

ALEUTIANS WEST

ALASHA,

Saint George

s

ALASHA

ALEUTIANS WEST

ALASHA,

Aleutians West Census Subarea

Y

ALASKHA

ALEUTIAMS WEST

ALASHA

Unalaska City School District

|

State: |

Community; |

Location nat

County: Redion:

If you can't find the location

you want, check this box.

Found? 2o

Fig. 4.8

7. Click on the Save Data in This Tab button

When you complete the above you will get a screen that
looks like Fig. 4.9 below with the values filled in.

9. Click on the Continue to Next Tab button

[ [ S————r—yyo

v o B v F toomeise Bhecboced et v 4 1 Send o=

ik Upgrade your Tockar o = | (SlMal - | el -
OTCHS TIOM TVE FISTaTes (VFF]

] nter Demographic Info | freer irtervew Topscs Pl

P g Rurge
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e Enter Interview Topics Tab

We recommend that you prepare a list of the major topics included in each
interview you are donating to the VFF DB before you begin entering the
information about an interview. This will speed the entry of this information.
You can enter as many topics and subtopics as you want, but you must enter at
least one Topic. You are not required to enter any Subtopics. The Topics and
Subtopics are used by the database search application to find interviews with
particular content by anyone searching the VFF DB.

Enter the following Topic Information:

1. Topic (This is a dropdown list. Select one or more major
Topics. You must select them one at a time and save each
one as you select it by clicking the Add Topic button.)

2. Subtopic (Once you select a Topic, you can move to the
Subtopic drop down list associated with that Topic. Select
one or more subtopics, selecting them one at a time by
clicking the Add Subtopic button.)

3. The Topics and Subtopics will appear in the Topics
included in this Interview frame as you select them. You can
delete any of them by clicking the Delete icon next to the
item (see Fig. 4.10 below).

Topics
Select one of more TOPICS from the drop dowen list below that best describe the contents of the intervies you are uploading.
Theze TOPICS will be uzed az key words when athers search the databaze.

Topics Available

Topic: Buziness and Economics of Fizhing and Cther Marine  » [ Add Topic ]
Subtopic/) Aouacutture “ [ Add Subkapic ]

Topics included in this Intendew

Fig. 4.10
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There are various ways to enter the Species Information. You can enter
only common names, only scientific names, or both common and
scientific names. You can enter multiple names, one at a time (see Fig.
4.11).

1. You enter a common name by typing it in the Species
Common Name Field.

2. You enter a scientific name typing it in the Species
Scientific Name field.

Species
e zelecting & topmN
Search Species

Cpen Search

ou wvill be able to select one ar more sub-topics far that topic from a drop doven SUBTOPICS list.

Species Scientific Mame:

Species Common Mame:

Species included in this Interview

[ Continue to Next Tab ]

Fig. 4.11

3. Click the Save Species button. Repeat for each
additional species.

We provide a species search look up table if you want to find the
scientific name for a species for which you only know the common name.
To access the species lookup table, click the Open Search button (see
Fig. 4.11 above).

1. Enter the Species Information that you do know in the
appropriate field and click on the Search button to find a
species. The species fields are:

a. Scientific Name (enter this if you know it)

b. Common Name (enter this if you know it)

c. TSN (Taxonomic Serial Number, enter this if you
know it)

d. When the results appear, select the one that you
want.

e. The Reset button allows you restart a search.
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Note: The search function is very particular, e.g., to get the scientific name

when performing species searches.

for Lobster, you must enter American lobster in the Common Name field, and
you must capitalize "American”. Otherwise, you get no hits. Keep this in mind

Searc ies

Close Search
F——————

Search Species

|3

Scientific |
Marme:

Camman
Marme:

Search (||

Found Mo Recard

| £

Fig. 4.12
2. Click on the Close Search button.
3. Click on the Save Species button (see Fig. 4.11 above).

4. Move on to the next tab (see Fig. 4.11 above).

25

Updated: 4/28/2010




e Upload Files Tab
You are now ready to Upload Files related to the Interview record.

NOTE: The Voices Project accepts interviews and associated materials in the
following file types: interview transcription and other text files in .PDF format;
picture files in .BMP, .JPG, and .JPEG formats; audio files in .MP3 format; and
digital video files in .AVI, .MP4, .MPG, and .WMV formats.

(Instructions are repeated on the VFF DB system screen.)

x &8 % g
& NOAA - Voices from the Fisheries [VFF) |

(e https://www.st.nmfs.noas.gov/ v/ html/vff.html

— Search Collections

Begin Record Enter Demographic Info Enter Interview Topics | Upload Files Submit Interview Print Record
Collection o )

i Upload all files related to this INTERVIEW RECORD. We accept the following file
| Reset types: interview transcription and other text files in .PDF format; picture fies in .BMP,
JPG, and JPEG formats; audio files in MP3 format; and digtal video files in AVI,
MP4, MPG, and MMV formats. These file types minmize downioad time for those
b Create Callection accessing interviews. No other fie formats are accepted

EE R Warmen T the Nét England Fixhan Steps to upload files (No word limit for attached files)

1. Click the "Browse" button to select a file to be uploaded.
2. Click the "Upload" link next to the file to upload the file.
3. \Wait until the progress bar changes to "Done”.

Upload Field

n

ntinue To Next Tab

Done

P m® c mEBGE 0T S 25

Fig. 4.13

NOTE: In a file name, there can only be one period which is placed between the
file name and the file extension (i.e., .pdf or.mp3). An example of a correctly
formatted file name is GeorgeJones.mp3. No other symbols (such as # & * “ [ +)can be
used in the file name. Use will result in the file not working in the data base. You
will get an error message when you try to upload the file. To change a file name,
the file must be completely resaved using a correctly formatted name. You cannot
just “rename” the file using the RENAME function because the incorrectly formatted
name will stay embedded in the file and you will still get error messages.

1. Click the Browse button, and locate the interview file you want to upload
to the VFF DB. Select the file. It will appear in the Upload field (see Fig.
4.13 above).
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2. Repeat the process if there are multiple files associated with this single
interview, e.g., multiple MP3 digital audio files, a PDF text file log of the
MP3 audio files, a PDF text file transcription of the interview, etc.

3. When all files to be uploaded have been selected, click the Upload All
button.

4. The uploaded files will appear below the Upload field. If you do not see a
file that you thought you had uploaded, repeat the upload process.

5. Double check that each file is good (not "corrupted”) by clicking on it to
see if it will open in your computer environment. If it will not open, you
may have to resave it, and go through the upload process again to make
sure it is okay. It will also be checked by the VFF DB Administrator to make
sure it will open before it will be approved for the VFF DB.

6. You can remove a file that you have uploaded by clicking on the Delete
icon next to it (see Fig. 4.14 below).

/A NDAA - Voices from the Fisheries (VEF) - Microsoft Internet Explorer |’-_HE|E|
File Edit View Favorites Tools Help :;'
» = 0 =
e Back * > lﬂ lg lj g ) Search 5 :( Favorites {:‘] < - .__", < J ﬂ 3
Address |ﬁj https: e, st.nmfs. noaa.gov e hbmlifF  heml V‘ Go | Links
Google |G+ v Goo & Ef » €9 Bookmarksv Sh4eblocked P Check » - | Sendtor () setings~ &1 -
Y_’ - | [ Search Wah_] | Ak Upgrade your Toolbar Mow  ~ | =] Mail ~ ‘ Help = |
]| 14 [0 NUAA - VOICEs Trom the FISeries (VFF] TIETCaNTE 2 =T g e 11 | |
Search Collections Begin Record Enter Demagraphic Infa Enter Interview Topics Upload Files Submit Intervisw AlrF
Collection |: r
Mame: —

Steps to upload files (No word limit for attached files)

1. Click the "Browse" button to select afile to be uploaded.
2. Click the "Upload” link next to the file to upload the file.
3. Wait until the progress bar changes to "Done”™.

s ¢ Creste Collection
=+{23 Ellswerth High School-Mail

Create In

DANMNER CURTIS
(-] Ellswerth High Schoel-Mail

v
< > J
b/
Done Internet
[ ©
YJ start. | 55 Abbotdamieson... | 42 Microsoft Offi.. ~ | & InboxforSusan... G NOAA-voicesfr.. T ST * Desktop ” @) 3:43PM
)

7. Go to the Submit Interview Tab by clicking on the tab.
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e Submit Interview Tab

1. Click on the Submit for Approval button to submit your
interview to the VFF DB system administrator so that your
interview can be approved and made available to the public
(see Fig 4.15).

Begin Record Enter Demoaraphic Info Enter Inkerview Topics Upload Files Submit Interview

To make your interview available to the public, you have to submit your intervies
to the %FF Administrator for approval.

Fig. 4.15

2. Once submitted the status of the Interview will change
from Pending to Submitted. You will the following message:

Microsoft Internet Explorer, E|

' "_-. Inkerview Status is Changed!
L

Fig. 4.16
3. Click OK.

4. Once the interview has been changed to Submitted
status, you cannot make changes in the Interview Record,
unless you reverse the status back to Pending.

5. It may happen that after submitting an interview, and
before the system administrator has approved if for the VFF
DB, you decide you want to change some of the information
that you entered for the interview. It may also happen that
you change your mind about submitting it at all, and you
want to delete it. You can do this quite easily.
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6. Click the Unsubmit for Approval button. The interview
will revert to Pending status allowing you to make changes
in the information you have entered (see Fig.4.17 below).

3 NOAA - Voices from the Fisheries (VFF) - Microsoft Internet Explorer (= (=3
File Edit View Favortes Tools  Help -

Qs - () - [x] [ @D O s Srraons @ (- L LB S

Ackhess | ] https: fwww,st.reofs.noss. gov)yFF e fuFF.Rel

v B |uks ?

Google |G- v Gadgd By~ ¥y bookmaksy Bhecblocked % check v - [ send tar () settings~ @) +
Y - Search wieb || b Upgrade your Toolbar Now ~ | (=9Mail ~ | Help ~
CalEeta NUAR - VOICES TFo the FISRErTes (VFF| VeTCaTE [ g meutng e
Search Collections Begin Record Enter Demagraphic Info Enter Interview Topics Uplaad Files Submit Interview F

i I
Hame:
Ta make your interview available to the public, you have to submit your intervies
to the VFF Administrator for approval
U £an only modify an interview record when the Status is PENDING. If you have
SUBMITTED the interview, you can reverse the status o PENDING o make
changes by clicking the UNSUBMIT FOR APPROYAL bulton belaw. Once you have
i F Create Collection completed the changes, resubimt the interview record. When status becomes
=123 Ellsworth High Schaal-Maii | APPROVED you cannot make changes to the record
: b Create Interview
H B oAnNER CURTIS
12 Ellsworth High School-Mair Status:
Lo b Greate Interview
B eoeHEsSLER

| Unsubrit For approval |

< >
~
&] pore & Intermet
]
74 starl >

Fig. 4.17

NOTE: If you wish to edit or delete an interview which has been Approved, you must
contact the VFF administrator for assistance.
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Print Record (This feature will be on line in 2010.)

After you enter all the information into an Interview Record, you
may want to print a Record of what you have entered. The VFF DB
provides a way to do this. Several types of reports are available for
viewing in PDF format. In all cases, click on the report and a window
will open showing the information. Only one example is shown
below; each report is designed with the same format.

1. Interview Members
2. Interview Curriculum (for school and public education
projects only)
3. Interview Interviewee
4. Interview Topics and Subtopics
5. Interview Species
6. Interview File Information
ramm Vaicees from thee Fisheries (VFF) - Microsaft Internet Explares B2 [LBEXE
e L View Fgeortes Took b ,',"
e - ® [ @) @ 0 sewen Ewveees {%) -l M - Q03
s | 48] Nitpe oo, 2 tnst. rends. ra. QoM e » B
Google [(Gvdress % o () Settings~ .f-“ (Bl n Contrbues Pt to B .
Colecions MNOAA - Voices from the Fisheries (VFF) Wlcorm tiest_owner! | My Accounl | Logoul | #
::::l:ﬂlﬂﬂhﬂi piond Fies Fywrr—— Prink Record Al
{.‘i SA-bedt ik, : D lriernet =
Fig. 4.18

To open an Interview Report, click on the link to view the specific
Report of interest (see Fig. 4.18 above).

A new screen will open showing the report (see Fig. 4.19 below). You
can then save it or print it.
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B http: e, st-185t. 0. noan. pavireports/rwservistifk_pdfitrapart-Ifk_prajact_intarview_members - Microsaft ntarnat Exp B ahes

Fle Lt Golo Faverkss el i
S @ W R G P preme @ B3-S F K B
. 8] hiwpaejussses. st-test rés.noan. gerepoetsjrwsande il _pdfiseportefl_project_interview_membersi_Interview_IDm 4967 _Project_Tie| 65 v B ks ™
Google G- v ® Dietingse @ v Corebue EIES 0 Contrite ] Post a Blog
‘;ﬁljl_]&' i ikl Y € e ® [ |- | Aae- S S
-
NATIOMAL OCEANIC AND ATMOSPHERIC ADMINISTRATION
VOICES FROM THE FISHERIES DATABASE SYSTEM
COLLECTION INTERVIEW OWNERS REPORT
COLLECTION INFORMATIO
Collectlon Hame:  Original VFF Collection
Publication Reference:  This ia the eriginal VFF Collection
COLLECTION INTERVIEWS

Interview Id: 148 Interview Name: John S Jones

Conducted Year: 2008 Status Date: 17-SEP-D8 Consent Form Signed?: ¥

Abstract: Testing Information

c :  Testing

COLLECTION OWNER
-
ke Zoom

Fig. 4.19
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4.2 How to Delete an Interview Record

1.

If not already logged into the application, log into the application.
[See Getting Started Section for more information about how to log into
the application.]

Select Collection from the Main Menu Toolbar
Enter the name of the Collection in the Search Collection section in the

Search frame. A Collection tree will appear that includes all the
Collections that the User has created (see Fig. 4.20).

3 NOKA - Veices from the Fisheries (VFF) - Microsoft Internet Explorer
Fle Edb Vew Fovorkes Tooks  Hel ar

Qe+ ) [ Bt P e @ (-5 F-JE 3
55 | ] Pitps: oo 52 . resaa or i hesdfvid hed ~ B
G- v oo B v 1y Socmuiew h7bocked W check v 4 - o Serd b D setegse v

Google
w7 - Search web || Lk Ungrate your Tookar iow = | Ml » | Hep =

e S Qe Fisheries (VFF) wiescome whitimorel | My Account | Looos |
Saateh Collactises rher Demmoxgiphec brfn | Enter Stnrviem Togics Lk Flesi b, Bterviem 2l
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Click on the Folder Icon next to the Collection name to select that
Collection

The Interview Records that are part of the Collection that you select will
appear below the Collection name.

Select the Interview Record that you want to delete by clicking on it.

The interview information will appear in the Edit frame to the right. Make
sure that you select the Begin Record Tab (see Fig. 4.20).

Click on the Delete This Record button.

Confirm the deletion process.
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Small commercial fishing operation, St. Croix, U.S. Virgin Islands. Photo Credit: Susan
Abbott-Jamieson

The End
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