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Dat a Ent ry Inst ruct ions 
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Crew  o f  t he f our -m ast  st eel b ark Art hur Sew all at  Hiogo , Jap an, 1902 

 

 

The Point : 

 

 The p o in t  is t o  t ake in f o rm at ion  ab out  m ar iners w h ich  is f ound  

in  var ious kind s o f  d ocum ent s and  t yp e it  in t o  a d at ab ase, so  t hat  

p eop le can  f ind  it . The d at ab ase w ill be accessib le on  t he Museum ’s 

w eb sit e. All t he d at a f ield s w ill be searchab le. Dat a ab out  sailo rs is 

d if f icult  t o  f ind , and  w e w ish  t o  m ake it  availab le t o  scho lars, 

st ud ent s, f am ily researchers, and  o t hers. Peop le w ill b e ab le t o  learn  

som e t h ings ab out  t he sailo rs f rom  t he d at ab ase, and  t here w ill be 

in f o rm at ion  in  t he d at ab ase ab out  w here t he o r ig inal d ocum ent s 

are, so  t he researcher  can  alw ays get  back t o  t he o r ig inals. 

 

 

The Basics: 

 

 The nam e o f  t he d at ab ase is t he Merchant  Mar iners Must er . We 

w ill call it  3M f o r  shor t . 
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 The b eginn ing o f  t h is p ro ject  is being sp onsored  b y a gran t  

f rom  t he Council on  Lib rary and  In f o rm at ion  Resources (CLIR), 

f und ed  b y t he And rew  W. Mellon  Found at ion . 

 As p ar t  o f  t h is CLIR gran t , w e w ill en t er  d at a f rom  45 d if f eren t  

m anuscr ip t  co llect ions t hat  all have m ar iner -relat ed  

d ocum ent s. Lat er , w e w ill go  b ack and  en t er  d at a f rom  o t her  

co llect ions w e have. Since w e are alw ays get t ing new  

co llect ions, t he p ro ject  w ill never  end . No, never . 

 

 You w ill b e assigned  one o f  t he co llect ions t o  w ork on , and  you 

w ill have access t o  t he d et ailed  f ind ing aid  alread y creat ed , and  

t o  t he co llect ion  it self . 

 

 

Get t ing St ar t ed: 

 

1. You w ill need  t o  ob t ain  t he f ind ing aid  (w e call t hem  

inven t o r ies) f o r  t he co llect ion  you have b een assigned . You can  

have it  in  hard  copy o r  on  screen  as a Word  d ocum ent . READ IT, 

so  you know  w hat  t he heck is go ing on . 

 

2. You w ill need  t o  get  t he m anuscr ip t  co llect ion  it self . They are 

in  num b ered  seq uence on  t he shelves o f  t he lib rary. 

 

3. Each  o f  t he co llect ions w h ich  have b een p rocessed  b y t he 

arch ivist s as p ar t  o f  t he CLIR p ro ject  have d ocum ent s w h ich  

d iscuss o r  d escr ib e ind ivid ual nam ed  seam en or  m ar iners. The 

f o ld ers in  w h ich  app rop r iat e d ocum ent s resid e are m arked  

w it h  a p encil d o t  in  t he up p er  r igh t . 

 

4. For  each  record  in  t he d at ab ase, you need  t o  have a nam e f o r  

t he m ar iner . If  t he d ocum ent  d oes no t  ind icat e t he sailo r ’s 

nam e, t hen  it  d oes no t  b ecom e an  en t ry in  t h e d at ab ase. 

 

5. For  a f ew  o f  t he f ield s in  t he d at ab ase, you m ay need  t o  do  a 

sm all am ount  o f  sup p lem ent ary research , p rob ab ly w it h in  t he 

m anuscr ip t  co llect ion . Th is w ould  b e f o r  t h ings like t he nam e 

o f  t he vessel, cap t ain , p or t s o f  dep ar t ure and  ar r ival, et c . You 

w ill be show n how  t o  d o  t h is. 

 

6. The w orst  o f  it  is go ing t o  b e read ing t he hand w r it ing, and  

d ecid ing w het her  t o  t rust  t he sp elling. You w ill get  b et t er  at  

t h is w it h  exp er ience, and  t he hand w r it ing w ill get  easier  t o  
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read  w hen you have sp ent  m ore t im e w it h  a p ar t icular  w r it er ’s 

d ocum ent s. 

7. If  at  any t im e in  t h is p rocess you d o  no t  und erst and  w hat  is 

go ing on , p lease ask a q uest ion  o f  a st af f  m em b er  o r  a m ore 

exp er ienced  vo lun t eer . 

 

8. PREPARATION - Very f ew  o f  t he d ocum ent s you w ill b e w orking 

w it h  d o  no t  have anyt h ing t o  d o  w it h  a sp ecif ic voyage. You 

w ill p rob ab ly w ant  t o  est ab lish  ahead  o f  t im e t he out line o f  

t he voyage your  d ocum ent  is ab out : vessel nam e and  r ig , 

cap t ain ’s nam e, p or t  and  d at e o f  dep ar t ure, p or t  and  d at e o f  

ar r ival. These m igh t  b e f ind ab le in  t he d ocum ent  you have in  

your  hand s, b ut  you m ay have t o  look t h rough o t her  

d ocum ent s o f  t he sam e co llect ion  t o  f ind  t he d et ails. The 

d at ab ase is also  go ing t o  ask you f o r  t he vessel’s d at e o f  

const ruct ion , b ecause vessel nam es get  rep eat ed  so  o f t en . If  

your  d ocum ent  and  associat ed  d ocum ent s in  t he co llect ion  d o  

no t  g ive t he act ual d at es o f  t he b eginn ing and  end  o f  t he 

voyage, you w ill just  have t o  leave t hose f ield s b lank. You m ay 

have t roub le d et erm in ing one o r  b o t h  o f  t he p or t s, also , so  

t hose f ield s m ay have t o  b e b lank. A f ew  d ocum ent s – 

seam en ’s p ro t ect ion  cer t if icat es, f o r  exam p le – d o  no t  ref er  t o  

sp ecif ic voyages at  all, and  you w ill just  leave all t he voyage 

f ield s b lank. 

 

9. Have no  f ear . You w ill be an  exp er t  soon . 

 

 

Doing t he Work: 

 

1. You w ill b e assigned  a user  nam e and  p assw ord . You w ill b e 

show n how  t o  get  t o  t he 3M d at ab ase on  t he In t ernet . The 

ad d ress is h t t p ://d ev1.m ainem ar it im em useum .org/ad m in /. Th is 

ad d ress w ill b r ing yo u t o  a w ind ow  w here you can  sign  in . Do  

no t  d o  t h is un t il you have b een b r ief ed  on  t he w ho le p rocess. 

 

2. When you have signed  in , you w ill see w hat  is called  t he 

Dashb oard . Dow n t he lef t  sid e o f  your  screen  are links t o  all t he 

t yp es o f  in f o rm at ion  t hat  can  b e record ed  in  t h is d at ab ase. Do 

no t  b e in t im id at ed . You w ill p rob ab ly on ly ever  open one o f  

t hese links. 

 

3. And , t he one you op en is in  t he Mar iner  sect ion , and  is called  

Financial Records. If  you click on  it , you w ill see a list  o f  all t he 

m ar iners w hose d at a has b een ad d ed  t o  t he d at ab ase, w it h  t he 

http://dev1.mainemaritimemuseum.org/admin/
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m ost  recen t  at  t he t op . Just  leave t hem  alone, and  op en up  

your  ow n record , t o  st ar t  t yp ing in  your  f ir st  sailo r ’s 

in f o rm at ion . Do  t h is b y clicking on  t he b lue b ut t on  in  t he 

up p er  r igh t  lab eled  Add Financial Record .  

 

4. It  m ay t ake a f ew  second s, b ut  a b lank record  w ill op en  up  f o r  

you. The f ir st  t h ing t o  en t er  is your  Docum ent . If  you h it  t he 

d ow n ar row  in  t he Docum ent  f ield , you w ill see a list  o f  all t he 

d ocum ent s t hat  have b een en t ered  p reviously. But  yours w on ’t  

b e in  t here, b ecause you haven ’t  en t ered  it  yet . So  w hat  you 

need  t o  d o  is click on  t he p lus sign  in  t he b lack cir cle, t o  t he 

r igh t  o f  t he f ield . Th is w ill op en up  a new  b lank Docum ent  

p age. 

 

5. DOCUMENT: The f ir st  f ield  is Docum ent  Typ e. If  you are lucky, 

yours w ill b e on  t he d rop -d ow n list . If  no t , p lease d iscuss w it h  

Nat han  ab out  ad d ing a t yp e t o  t he d rop -d ow n list . If  you d o  

no t  know  w hat  t yp e o f  d ocum ent  you are looking at , p lease 

ask Nat han . Then ad d  t he d at e o f  your  d ocum ent . Th is f ield  is 

eq uip p ed  w it h  a lit t le p erpet ual calend ar  t h ingie, b ut  you m ay 

f ind  it  is q uicker  t o  just  t yp e in  t he d at e, in  t he f o rm at  

m m /d d /yyyy. Then m ove t o  t he Voyage f ield . Again , your  

voyage w on ’t  b e in  t here yet , so  click on  t he lit t le p lus sign  t o  

op en up  a Voyage p age. 

 

6. VOYAGE: The f ir st  f ield  is t he vessel, and  your  vessel p rob ab ly 

w on ’t  b e in  t here. Check f ir st  (if  it  IS in  t here, be sure it  is t he 

r igh t  one o f  t hat  nam e), b ut  you w ill p rob ab ly b e clicking on  

t he lit t le p lus sign  again .  

 

7. VESSEL: Typ e in  t he nam e. Usually, t he cap t ain  is p ret t y good  

ab out  sp elling t he nam e o f  h is vessel accurat ely. If  you have 

any d oub t s, go  t o  t he sh ip  regist ers in  t he Read ing Room  – 

t hey have t he nam es sp elled  t he w ay t hey are o f f icially on t he 

regist ers o r  enro llm ent s. Is it  Ben jam in  F. Packard , o r  Benj. F. 

Packard , o r  B. F. Packard ? Look it  up  in  t he regist er . It  w ill b e 

f un . 

 

8. Ot her  Nam es m eans ind icat ing w hen a vessel had  a d if f eren t  

nam e b ef o re o r  af t er  your  p resen t  voyage. If  you d on ’t  know  

t h is t o  b e t rue, just  go  t o  t he next  f ield . Rig should  b e 

ind icat ed  in  your  docum ent ; choose f r om  t he d rop -d ow n list . If  

you t h ink your  r ig is no t  on  t he list , ask Nat han . For  any t yp e o f  

p ow ered  vessel, choose St eam er , and  give t he d et ails in  t he 

Not es f ield . For  t he Of f icial Num b er  f ield , w h ich  ap p lies m ost ly 



5 

 

t o  Am er ican  vessels af t er  1868, you w ill b e t rained  t o  f ind  t he 

num b er . The Year  Built  f ield  w ill also  be som et h ing you learn  

how  t o  f ind . The Not es f ield  is f o r  anyt h ing you t h ink need s 

exp lain ing here. Don ’t  use it  un less you have t o . Click in  t he 

lit t le Act ive b ox, t hen  h it  SAVE in  t he low er  r igh t . 

 

9. VOYAGE: Back t o  Voyage! Your  sh ip  nam e w ill ap p ear  in  t he 

Vessel f ield . Now  you can  t yp e in  t he cap t ain ’s nam e, if  you 

have it , w h ich  you usually w ill. Then t he t yp e o f  voyage, f rom  

t he d rop -d ow n list . 99% o f  t hese w ill be Merchant  voyages, 

cargo  sh ip s. You m ay run  in t o  a co llect ion  o f  f ish ing record s, 

and  t here are a very f ew  naval record s here. Then f i ll in  t he 

p or t s o f  d ep ar t ure and  d est inat ion  if  you have t hem , f rom  t he 

d rop  d ow n m enu. These should  b e t he f ir st  p or t  o f  t he 

d ocum ent , and  t he last  p or t . If  you need  t o  ad d  a p or t , you 

should  b e ab le t o  f igure out  how  t o  d o  t hat  b y now ! Ad d  t he 

d at es if  you have t hem . In  t he Not es f ield , list  all t he st ops o f  

t he voyage. Click in  t he Act ive b ox, t hen  h it  SAVE in  t he low er  

r igh t . 

 

10. DOCUMENT: Now  you should  b e b ack t o  your  Docum ent  ser ies 

o f  f ield s, w it h  t he Voyage f ield  f i lled  in , aut om at ically. The next  

f ield  is Cit at ion. Th is is very im p or t an t , b ecause it  t ies all t h is 

in f o rm at ion  b ack t o  t h e d ocum ent  you are get t ing it  f rom . 

You need  t o  en t er  t he m anuscr ip t  co llect ion  num b er , t he b ox 

num b er , and  t he f o ld er  num b er  f o r  t he d ocum ent  you are 

w orking f rom . It  w ill look som et h ing like t h is: MS-243 b 2f 7. 

Once you have en t ered  it  (h it  t he p lus sign !), it  w ill b ecom e p ar t  

o f  t he d rop  d ow n list , and  you w ill f ind  it  t here if  you en t er  

ano t her  voyage f rom  t he sam e d ocum ent  (p erhap s an account  

b ook). If  you need  t o  p ut  som et h ing  in  t he Not es f ield , go  

ahead . Click in  t he Act ive b ox, t hen h it  SAVE, low er  r igh t . 

 

11. FINANCIAL RECORD: Now  you should  b e b ack at  your  Financial 

Record  en t ry, w it h  t he Docum ent  f ield  aut om at ically f i lled  in . 

Your  next  b lank f ield  is f o r  Mar iner . Hit  t he lit t le p lus sign , 

b ecause chances are your  guy isn ’t  in  here yet . 

 

12. Mar iners’ Nam es: Sp elling t hese guys’ nam es is go ing t o  be 

t ough. If  you t h ink t hey w ro t e t heir  ow n nam es in  t he 

d ocum ent  you are looking at , t hen  t hat  w ould  b e as d ef in it ive 

as w e are go ing t o  get  – use t hat  spelling. If  t he cap t ain  or  

agent  w ro t e t he nam e, t hen  w e sh ould  get  susp icious, 

esp ecially w it h  f o reign  nam es. Many t im es, as you m igh t  

im agine, t hey just  d id n ’t  seem  t o  care how  t he nam e should  b e 
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sp elled . If  you have no  o t her  evid ence, in  ano t her  d ocum ent  

p erhap s, o f  how  t he nam e is sp elled , t hen  you should  just  use 

t he sp elling in  your  d ocum ent . Do  your  b est  t o  get  f am iliar  

w it h  t he hand w r it ing, so  you know  how  t he m an m akes h is 

let t ers. 

 

13. Mar iners: Now  you have a b unch  o f  f ield s w here you can  en t er  

d et ailed  in f o rm at ion  on  t he m ar iner . On ly d o  t h is if  t he 

d ocum ent  you have show s t h is in f o rm at ion . Do  no t  st op  t o  d o  

research  on  a p erson ’s b ir t h  d at e, o r  b ir t h  p lace, even  if  you 

know  it  can  b e f ound . No w  is no t  t he t im e! Fill out  w hat  you 

can , click in  t he Act ive b ox and  h it  SAVE. 

 

14. Back t o  t he FINANCIAL RECORD. Here is w here you en t er  any 

f inancial in f o rm at ion  relat ing t o  t he m ar iner  w h ich  is on  t he 

d ocum ent  you are w orking on . Th is is w here your  head  really 

st ar t s t o  hur t . You on ly have so  m any f ield s, and  so  you do  

w hat  you can . Once in  a w h ile, you’ll get  t o  use a lo t  o f  t he 

f ield s. So , st ar t  w it h  Rank, and  choose f rom  t he d rop -d ow n list . 

On t hat  list , on ly use Cap t ain  f o r  m ilit ary rank. For  m erchant  

vessels, alw ays use Mast er . If  your  d ocum ent  has a rank t hat  is 

no t  on  t he list , it  w ill p rob ab ly need  t o  b e ad d ed  – ask Nat han . 

En t ry Dat e ref ers t o  t he d at e t he m ar iner  signed  on  t he vessel. 

If  t h is d at e is no t  ob vious on  your  d ocum ent , leave it  b lank. 

The sam e goes f o r  En t ry Por t  – t he p lace t he sh ip  w as at  w hen 

t he guy signed  on . Discharge Dat e and  Por t  are f o r  w hen and  

w here t he guy lef t  t he vessel and  w as p aid  o f f . Lengt h  o f  

Service also  w ould  b e ind icat ed  on  t he d ocum ent , usually in  

m ont hs and  d ays. Paym ent  m eans t he t o t al am ount  t he 

m ar iner  earned  d ur ing t he t im e he/she w as on  t he vessel. Just  

en t er  t he num b er , no  d o llar  signs o r  w ord s. Cur rency ref ers t o  

t he m oney w it h  w hich  t he m ar iner  w as p aid  – w hen a sh ip  p aid  

o f f  crew  in  a f o reign  p or t , o f t en  t h ey used  t he cur rency o f  

t hat  p or t . If  you f ind  d ocum ent s g iving p ay in  f o reign  cur rency 

(like English p ound s), you w ill need  t o  conver t  t o  US d o llars f o r  

en t er ing Paym ent  and  o t her  f ield s in  t he area. Talk w it h  

Nat han  w hen t h is hap p ens. Anyt h ing you d o  in  t h is regard  

m ust  b e m ent ioned  in  t he Not es f ield . Unusual Paym ent  

regard s anyt h ing you m ay f ind  t hat  does no t  really f it  t he 

f ield s as d esigned . Th is is a t ext  f ield , so  you can  say anyt h ing. 

Wages p er  Mont h  also  should  b e on  your  d ocum ent . Just  a 

num b er . Generally m ar iners are p aid  by t he m ont h , b ut  

occasionally t hey agree t o  receive a set  d o llar  am ount  f o r  

sailing a vessel t o  a p ar t icular  p lace – in  t hat  case, en t er  t he 

am ount  und er  Wages p er  Run . If  it  is a f ish ing voyage, and  t hey 
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are b eing p aid  a lay o r  p ercen t age, o r  b y t he num b er  o f  f ish  

caugh t , p ut  t h is und er  Unusual Paym ent . Ad vanced  b ef o re 

Voyage, Charged  t o  Slop s Account , Allo t m ent s t o  Cred it o rs, 

Ad vanced  Ab road , Hosp it al Money, Sh ip p ing Fee, Fines & 

For f eit ures are all t h ings you m igh t  f ind  on  your  d ocum ent , 

and  you should  f i ll t hem  in  t he ap p rop r iat e f ield s, in  US d o llars. 

Balance Due w ill also  b e on  t here, ind icat ing w hat ever  p ar t  o f  

h is p ay t he seam an had  no t  alread y b low n t h rough. Then you 

have t he Not es f ield  t o  exp lain  all t he ir regular it ies. In  t h is area, 

I f ind  t here o f t en  is som et h ing t o  exp lain . Click in  t he Act ive 

b ox. Hit  SAVE! You have d one one. Act ually, if  you are en t er ing 

a b at ch  o f  m ar iners f rom  t he sam e d ocum ent , you can  h it  t he 

SAVE AND ADD ANOTHER b ut t on  inst ead . You w ill easily be ab le 

t o  rep eat  all t he d ocum ent /voyage/vessel d at a, and  ad d  

ano t her  Financial Record  f o r  t he next  m ar iner  on  t he crew  list  

o r  w hat ever  it  is. 

 

15. You MUST f ill out  a Financial Record  f o r  every m ar iner , EVEN IF 

YOU DO NOT HAVE FINANCIAL INFORMATION ON THE MARINER, 

b ecause t h is is w hat  at t aches t he m ar iner ’s nam e t o  t he 

cit at ion  and  w hat ever  else t here is. Th is is crucial. 


