
 

 

Part Six 
Inspiration 

A gallery of Cardbox databases; some exercises to help 

you get started; things to think of when planning a 

Cardbox database. 

 



 

 

 
A blank screen waiting for you to design your database.
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Planning your database design 
Cardbox is powerful and it’s quick and easy to learn.  By now, you know fairly well 
how to search Cardbox databases and add records to them, and you even know 
how to design a database – in theory.  But it’s one thing knowing how to use a tool 
and quite another thing to know what to use it for.  That’s what this chapter is all 
about. 

Gallery – We start with a gallery of examples of what other people are using 
Cardbox for.  Even if you have a pretty good idea of what you want to do with 
Cardbox, it’s worth looking through this section, because you may find yourself 
getting some new ideas.  You don’t use your word processor for just one 
purpose, so why restrict yourself to just one use of Cardbox? 

Exercises and samples – These are some databases that you can create for 
yourself with step-by-step instructions from us (but we also give you the final 
result, if you really haven’t got time for this).  The databases themselves can be 
useful as a basis for your own designs, and in any case they’ll give you some 
solid practice and make it easier for you to make a good design first time.  

Strategy – Finally we give you some hints on strategy.  These will be especially 
useful if you’ve used other databases before, because you may need to unlearn 
some bad habits. 

Growing a database 
It’s often best to start with a really simple database design and have another look at 
it when you have been using it for a while – perhaps after you’ve added 100 records, 
perhaps after you’ve been using the database for a few months.  When you do that 
sort of audit you’ll find new uses for your data and you’ll probably find that you need 
to add a few new fields to help with those uses.  Since Cardbox makes it so easy to 
add fields when you need to, this isn’t at all a difficult process, and your database 
design will end up gradually growing and evolving to suit your needs. 

So if an example seems too simple for you, don’t worry: you can always create a 
design and grow it to fit your needs.  And if an example seems unnecessarily 
complex, don’t worry either: in your own design, you can prune away the parts you 
don’t need. 
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Personal uses of Cardbox 
The division between personal and business uses of Cardbox is a bit artificial but it’s 
still useful.  We think of a “personal” use as being something that you might use for 
yourself, while a “business” use is more appropriate for groups of people; but since 
there’s no real distinction between the two, there’s no reason for you not to adapt 
one of our “business” examples for your own personal use or expand a “personal” 
example to cover a whole company. 

Addresses and contacts 
This is one of the commonest uses of Cardbox, and we even give you two exercises 
(with accompanying sample formats) that create address books for you – see pages 
234 and 235. 

Because you design the format yourself, you can easily include whatever extra 
information you want.  You can slant your database towards being a simple address 
list that you print out for your own use (it saves the worry of losing an address book 
if you know you can print it out again) or you can make it more sophisticated, so that 
it can print mailing labels for a mailshot, or categorize your contacts (for example, 
“printable” friends who get printed in your paper address list and “reference” contacts 
who have to be looked up on the computer).  Here are a few other ideas: 

When you’re going on holiday, select the friends you might want to send 
postcards to and print them out in a very compact, small-print format.  Tagging 
(p.93) is an excellent way to identify exactly the people you want to list. 

At Christmas, have a couple of fields to record who you’re sending cards to and, 
just as important, who you have sent cards to, so that you know what’s 
happening when you look at the database again next year.  You can also design 
a mailing label format so that you don’t have to write the addresses by hand.  

If you use a Palm, you can use Cardbox to store your address list but then export it 
to the Palm Desktop application from where it gets synchronized to your Palm.  
This can work with other palmtops, of course, whether they’re PalmOS-based or 
PocketPC-based; and it can also work very well if you have a company-wide 
database, since the address list only has to be maintained once.  

You can divide your contacts into “printable” ones, who get printed in your 
address lists, and “reference” ones who have to be looked up on the computer.  
That way you save paper but don’t lose anyone. 

If you have a field for email addresses, you can set it up so that a single click on 
your friend’s address will open a blank email, ready to be sent, in your email 
program. 
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Collections and inventories 

CD collections 
You can keep a straightforward record of each CD you have in your collection 
classifying information according to title; composer; studio, etc. 

 

You can build on this by having a bigger field that holds the track listing for each CD.  
If you index this, then you will be able to search easily on tracks as well as whole 
CDs. 

One Cardbox user has a large database of tracks that he uses to create playlists for 
a radio programme.  He then archives the playlists, so that it’s easy to look up what 
was played in the past, and he also uses Cardbox to create a Web page with the 
most recent playlist for everyone to see. 
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Book collections 
This is a classic use of Cardbox: the first ever (8-bit) edition of Cardbox, in 1982, had 
a Books database as its main sample.  Here, in honour of that edition, is the very 
first record: 

 

Here, from the 21st century, is another example, developed by an historian.  You’ll 
note that the price has been included.  This is so that if her house burns down, the 
insurance company can receive a complete list of the books and how much they will 
cost to replace. 

 

A logical extension of a database like this would be to add a shelfmark so that you 
can see where each book is.  Of course, this requires quite an investment in time 
and effort, because the database will have to be edited every time a book is re-
shelved: perhaps this would be more suitable for an academic library with a librarian, 
rather than a personal working library. 
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One final visit to books, this time from the point of view of a business.  The Electric 
Chariot is a Web-based motoring bookshop that was active in the early days of the 
Internet.  A customised program built the actual Web pages, but the core of the data 
was stored in Cardbox: 

 

Insurance inventories 
Once you have become convinced of the necessity of giving evidence to insurers, 
there is no need to stop at printed books.  Any artefact is worth recording, and with 
digital cameras being so cheap, there is no reason not to photograph everything 
while you’re about it: 
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Recipes 
When we heard that a prominent Oxford philosopher was a keen user of Cardbox 
we thought we could dazzle everyone by raising the intellectual tone of this book.  
However, Oxford philosophers turn out to have human interests too; and he is not 
the only one.  The following example comes from an agricultural institute in Chile 
whose main “business” databases are bibliographies related to crop management 
and animal husbandry: 

 

One of the glories of Cardbox is how infectious it is: you start using it for one main 
purpose and then you discover others, and still others… 

Bibliographies 
One of the most irritating tasks that any academic researcher faces is maintaining a 
list of references.  It’s irritating because it’s a distraction from the main job but it still 
has to be done right.  There is nothing that terrifies a Ph.D student more than finding 
an absolutely crucial quotation in the finished thesis but having no idea at all where it 
came from. 

 

Cardbox is so flexible that you can create one database of books and articles and 
divide them into primary and secondary sources and then create an alphabetical list 
that can then be read into a word processing package and edited further. 
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Abstracts 
Researchers also use Cardbox to keep databases of abstracts. There are two main 
approaches.  One is to store everything in the main record, and have a big field for 
the abstract with the keywords indexed; the other (shown here) is to have all the 
reference information in the main record and the abstract itself in the Extra Text 
field. 

 

You can view the abstract together with the main record (as here) or in a screen on 
its own.  There is nothing to stop you building on this further: for example, by adding 
a field that gives your own opinion of the article. 

Quite a few researchers download abstracts from online databases such as Medline, 
because many of them allow the export of data in a form very close to Cardbox’s 
External file transfer format. 

Passwords 
People who live online rapidly realise that they are accumulating an uncontrollable 
number of different identities for different sites and services.  Unless you use the 
same user name and password for everything (a very dangerous thing to do from 
the point of view of security) you end up with total chaos.  A simple Cardbox 
database with just a handful of fields will solve the problem: 
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You’ll have to protect your password database, of course.  In some cases you may 
be able to rely on physical security, by controlling access to your computer and 
taking great care of any backups you make.  Otherwise you can encrypt your 
database if you have the Professional Edition of Cardbox.  Failing that, you’ll have to 
see what encryption and security features are built into your copy of Windows. 

Photographs 
Cardbox is perfect for cataloguing and storing photographs – either direct digital 
snaps or scans of printed photographs.  One Cardbox user (most of whose 
databases are for trade statistics, journal ordering, library lending, and other serious 
purposes) also has a personal copy of Cardbox at home, and reports: 

“Taking advantage of the beautiful weather we are having today I have been 
photographing some of the plants in my garden in order to have real live photos 
in my plant database, trying to eliminate those scanned from the labels that 
came with the plants… 

“As for my own photos, I have a macro that imports them from a Photo CD and 
another one that automates writing out any combination of photos in the correct 
order to a folder that already contains Slide Show files.  The macro finishes by 
opening Roxio CD Creator.  Now I don't mind when people ask me for copies of 
my photos and it won't be a chore to load them in the first place.  My cousins will 
be pleased”. 

Obviously you need the Professional Edition to use Cardbox macros to do all this 
work; but it shows what can be done with macros even by someone who is not a 
professional programmer and has never written a program before. 

The exercise on page 238 shows you how to create your own database of photo-
graphs using Cardbox. 
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Daybook 
If you have a scanner then you can implement a daybook using Cardbox. A daybook 
acts as a central file for all the correspondence you receive.  You can categorise the 
letters and give them keywords for indexing and retrieval.  The original paper can be 
stored in a box file somewhere, in case you ever need it as proof of something; but 
for ordinary use the Cardbox database will be far easier to search in, and you can 
always print out a copy of anything that you need. 

 

This is such a useful application of Cardbox that we give you an exercise that 
creates a simple daybook for you: see page 237.  You can store your important legal 
documents like this as well – leases and share certificates – so that you have a 
backup copy in case anything is ever lost or destroyed. 

Other uses 
Here are a few other personal uses of Cardbox that we’ve heard of.  There are sure 
to be many more: 

Bird watching Trainspotting Family history Christmas cards 

Concert 
programmes 

Photographs Videos & DVDs Newspaper 
cuttings 

Remember that there’s no hard-and-fast distinction between personal and business 
uses of Cardbox, so even if you’re an individual who’s using Cardbox, carry on 
reading: there may be something in the Business section that inspires you. 
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Business uses of Cardbox 
There are as many different business uses of Cardbox as there are businesses.  
There’s no way we can illustrate all of the possible applications of Cardbox, so we’ll 
concentrate on some of the commonest ones.  If none of them is an absolutely 
perfect fit, you can easily design your own. 

Customer relationship management 
At the simplest level, Cardbox can be used to maintain a database of names and 
addresses. Mailing labels can then be created for mail shots. However, many of our 
users have built more sophisticated customer relationship management applications 
using Cardbox.  We’ve heard of databases of almost a million records, with 
customers categorized by their fields of interest and their assigned sales staff.  Here, 
on a less epic scale, is the sample Contacts database that we distribute with 
Cardbox: 

 

This database design contains enough information to identify who added the 
customer; what the customer’s interests are; who is responsible for ongoing relation-
ships; when the last contact was and when the next contact should be.  The 
“Contacts History” field can contain a narrative of contacts so far, and because 
Cardbox lets you index as many words as you like, you can index the date of each 
successive contact and thus answer, very simply, questions such as “who did Gary 
talk to in the last week of October”? 
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Obvious additions to this database include an email address, which can be used for 
direct contact or (using the Professional Edition) can be used with macros to send 
bulk emails – just as the fax number can be used to send bulk faxes. 

Invoices 
Cardbox is not an accountancy package.  Nevertheless, it is often used for invoicing 
and account management, because most of what gets classified as “accountancy” is 
in fact database management, and Cardbox is such a flexible database. 

 

There are two main ways in which you can use Cardbox for things like invoices.  
One is to keep all the necessary information in the Cardbox database and then use 
mail-merging to generate the actual printed invoice.  The other way is what we have 
shown here, where the invoice itself is stored in a separate word-processing file and 
Cardbox simply does all the indexing and summarising.  Here are some of the 
questions that can be answered by a Cardbox database of this kind: 

• Have we dealt with these people before?  What is their payment history? 
• When was invoice 99999 issued? What was it for? Has it been paid? 
• Which invoices were issued last February? 
• Which invoices have not been paid for over 30 days? 
• What is our total turnover in the last VAT quarter? 
• How much of our revenue has been paid by cheque and how much by credit 

card?  Of the credit card revenue, how much was paid directly and how much 
through our web site? 

You can set up macros that will open the text of an invoice by clicking on a button 
next to the record; and you can perform processes including the checking of bank 
statements either manually or by running a suitable macro. 

Finally, you can export the data from Cardbox and produce a report suitable for 
passing to your accountants. 

To calculate a total for all 
records in the current 

selection: hold down the 
right mouse button over 

your chosen field, and 
when the menu appears, 

select “Total”. 
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Time-critical situations 
Because its search engine is so fast, Cardbox is used for telephone help lines and 
support centres. 

 

For example, Cardbox is used at a chemical plant: when an accident occurs, 
Cardbox is used to identify the type of accident, to look up the first measures to 
control the situation, which people must be contacted, the severity of the alert and 
the probable risks.  The user tells us 

“Cardbox is excellent in situations where seconds count”. 

A poisons information bureau has used Cardbox to collate poisoning reports from 
doctors and the general public: collating the resulting information has led to such 
simple risk-reducing actions as changing the shape of the bottles used for surgical 
spirit (denatured alcohol) as well as discoveries that can lead to better focused 
public education: for example, that among teenagers poisoned by plant substances, 
there are significant sex-linked differences in the type of substance encountered. 

Airline safety managers use Cardbox to record and exchange data on safety-related 
incidents on a confidential and anonymous basis as part of their quality assurance 
process. 

Girls: morning glory seeds. 
Boys: magic mushrooms. 
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Membership databases 
The Galpin Society’s membership system is an excellent example of several 
Cardbox databases being used together.  The main database lists members and the 
ways of contacting them, their current membership status and the publications they 
have received.  An auxiliary database identifies all payments on a member’s 
account. 

 

This application makes extensive use of relational linking: when you move from one 
record to the next in the main database, the Payments and Subscription windows 
update themselves to match the new record. 

You can read all about 
relational linking in  

Help Point 500. 
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Actors and casting 
A casting director had a problem.  He needed to cast actors for a play, but the 
market leading database of actors was virtually unusable.  Not only did it demand 
that searches be put into a rigid and inflexible search form: it was also then 
incredibly slow in its searching.  (To be fair, we should say that several years have 
passed and we are sure that the publishers have now greatly improved their 
offering).  So we converted the main Actors database into Cardbox for him. 

 

The 9,800 actors could now be searched instantly (the database, with pictures, was 
only 97MB), and the user could assess at once how many actors remained and 
whether he was making his search too vague or too specific.  “Contact sheets” of 
photographs could be printed out so that the production company could compare 
pictures of 24 actors at a time.  Extra Text was used for the CVs, which could vary 
widely in length. 

“Before Cardbox, we were peering through a keyhole and we never knew what 
we might be missing.  With the Cardbox database, we had the whole landscape 
in front of us and we could select, assess, and compare actors as much as we 
wanted.  For the first time we were in full control of the casting process”. 
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Scientific research 
Numerous research agencies use Cardbox. For example, Bangor University 
undertook some research into Indian crop cultivars.  

“We chose Cardbox for its simplicity and user-friendliness and because its use is 
very intuitive. Development practitioners in KRIBHCO and other organisations 
who are not information specialists will be involved in keeping the database 
updated and will answer queries.  A day's training programme is usually 
sufficient to enable users to design new databases and formats, conduct 
complex searches and print out records.  The database is being distributed on 
CD-ROM with an automatic installation procedure”. 

 

Academics are experts in their own discipline but not usually computer experts.  
With Cardbox it’s easy for them to set up databases that can be searched by other 
academics who are active in the same field, without having to get any computer 
departments involved.  
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Security 
Many police forces and defence services worldwide use Cardbox.  Department 
stores have used Cardbox to record details of shoplifters, which are then shared 
among local shops.  Here are some other security applications we’ve heard about: 

Accident investigations 
Aliens register 
Burglar alarms 
Child abuse 
Crime pattern analysis 

Domestic violence 
Emergency control room 
Evidence gathering 
Fraud investigation 
Keyholders 

Research into stop and 
search policies 

Security passes 
Stolen art and antiques 
Stolen vehicles 

Law 
Apart from the obvious uses in criminal cases, legal firms also use Cardbox to 
maintain their case records, libraries, and registers of wills, codicils and deeds.   

One of the barristers who use Cardbox maintains a record of work done in relation to 
every case, indexed by the client's name, a case reference number, and the date 
any work was done.  

“Setting up a record for each case enables me, with minimal effort, to keep an 
eye on progress with current work, and provides me with easy access to a 
wealth of information about completed cases. For example, I can easily check 
how many pieces of work have been done for each client, the expert witnesses I 
have worked with, the judge I appeared before, and when I last did a case 
concerning a specific area of law. It also tracks payments for each case, as a 
cross-check on the central Chambers system.” 

Medicine 
Apart from the academic uses of Cardbox in medical research, it has wider uses in 
hospitals and medical practices.  Here are some of them: 

Clinical audits 
Court cases needing expert witness 

declarations 
Drug registration 

Kidney transplant databases  
Patient records 
Publishing health information 
Sexual health 

The security features we have built into Cardbox are particularly important in a 
medical context.  One British hospital takes privacy a step further: the Cardbox 
database used for the psychiatric records of its own staff exists on only one 
computer, and that computer is kept in a locked room and deliberately not 
connected to the rest of the hospital’s network. 
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Museums 

Acquisitions 
Not the least problem facing museums that build massive archives is tracking the 
source of the items in their collections.  Here is the Cardbox solution, which makes it 
easy to search for particular classes of material, identify what each collection 
contains, and even contact the original donors if necessary. 
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Catalogues 
Museums are increasingly building online catalogues of their collections, and some 
of them are already accessible across the Internet using Cardbox. 

De Atlas Van Stolk (“the Van Stolk Collection”) is an important Dutch collection of 
historical prints and drawings.  The collection is housed by the Rotterdam Historical 
Museum, which maintains several databases including one of political cartoons and 
one of prints and drawings.  These contain full accession details and scanned 
images of the items in the collection: 

 

The Thackray Medical Museum does the same thing with one of its collections: see 
page 2 for an illustration. 

Administration 
The Rotterdam Historical Museum reports that apart from maintaining large image 
databases, Cardbox is also being used by the librarian for the library catalogue, the 
secretary to record correspondence, and the curators whenever they are setting up 
a new exhibition.  Once you start using Cardbox there is no reason ever to stop! 

Help Point 579 lists 
Cardbox databases that 

are publicly available 
across the Internet. 

www.hmr.rotterdam.nl 
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Libraries 
You’ve already seen some uses of Cardbox that fit well in libraries – books (p.216) 
and other collections (p.230) – but of course there is a lot more to libraries than just 
catalogues.  Here are a few of the other things that librarians use Cardbox for: 

• Circulation 
• Inter-library loans  
• Orders and payments 
• Photocopies and copyright restriction management 
• Periodicals management 

Below, you’ll see a sample record from a periodicals management database that lets 
the librarian keep track of subscription status and whether all the required issues of 
a periodical have arrived.  It generates automatic claims for missing issues, which 
was formerly an onerous part of the librarian’s work. 

The Cardbox user who sent us this example has also set up other databases and 
tied them together with a macro that daily checks all databases for late orders, late 
loans, missing periodical issues etc, and generates for each staff member a list of 
their outstanding queries. 
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Cardbox for everything 
Once people get Cardbox for one purpose, they find more and more uses for it.  
Here is an extreme example.  Winifred West Schools Ltd is an Australian company 
that runs three educational facilities in New South Wales.  John Huskisson is the 
Property Manager responsible for all buildings, grounds and related infrastructure.  
He first came across Cardbox when he used it in the British Army to run the 
subscriptions database for an in-house newsletter. 

Here is a summary of the Cardbox databases that are being used to help run this 
organisation: 

Jobs – property management: a record of all maintenance jobs done since 1996.  
About 26,000 records. 

Indent – an online database of job requests.  Accessed by all staff across three 
campuses: records are then transferred to Jobs and allocated to work teams. 

Phonebook – corporate address, phone, email, and Web directory. 

Phonecalls – record of all external phone calls made.  Downloaded from the 
exchange as a text file, converted by WordPerfect and then loaded into Cardbox.  
Calculates cost of calls and prints bills using information from Authority Codes. 

Authority Codes – PIN numbers for the phone system and security system.  
Checks for duplicate PINs, generates issue letters to notify PINs to users. 

Stored Calls – archive of all calls made from the exchange (about 500,000 records). 

Paint – register of all colours used in all buildings, including paint codes and 
formulae and where the paint was applied. 

Chemicals – register of all chemicals held, with macros to calculate gross holdings. 

Keys – register of the current master key system (1,500 records). 

Meters – list of all gas, water and electricity meters. 

Email – allocates usernames and passwords to all new students and staff, and 
issues notification letters accordingly. 

School Reports – teacher entry formats and final report formats for the primary 
school. 

Trees – register of all trees on the campus: condition, work required, etc. 

Work Done Album – photographic records of all work done (eg. underground 
computer network cabling), linked to Autosketch plans. 

Warranties – register of purchases with warranty details and photographs.  

Frensham: secondary girls’ 
boarding school catering for 

300 girls. 
 

 www.frensham.nsw.edu.au 
 
 

Gib Gate: co-ed primary 
school catering for about 250 

from preschool to year 6. 
 

 www.gibgate.nsw.edu.au 
 
 

Sturt: craft centre educating to 
tertiary level and including a 

shop and café. 
 

www.sturt.nsw.au  
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Other business uses of Cardbox 
Advertisers’ details 
Aerial images 
Alumni 
Architectural references 
Artists 
Assets registers 
Building maintenance 

records 
Burial registers 
Calibration records 
Car pass management 
Careers information 
Catalogues 
Civil engineering data 
Classic cars 
Client callouts 
Competitor research 
Computer equipment 

register 
Computer maintenance 

records 
Concert programmes 
Desiderata lists 
Disaster reduction training 
Drawing records 
Economic development 

data 
Faults reporting 
Financial services tracking 
Fleet records 
Glossaries 
Health and safety data 
Heirlooms 
Hire records 
Hotel guest cards 

Housing benefit case 
management 

Information databases 
Inventories 
Job sheets 
Legislation databases 
Local history records 
Local information 
Local business support 

databases 
Logging hardware and 

software faults 
Logistics 
Mailing lists 
Maintenance records 
Manufacturing data 
Map collections 
Meetings data 
Motorway structures 
Music 
Nature conservation 

information 
Newspaper archives 
Object catalogues 
Order tracking 
Passenger lists 
Patent databases 
Personnel management 
Photographs 
Pictures 
Planning decisions analysis 
Plant databases 
Population data 
Prize winners 
Production analysis records 

Project management  
Property database 
Property management 
Purchase ordering system 
Quality control 
Questionnaire analysis 
References 
Regimental associations  
Safety checks data 
Sales control and 

forecasting 
Service records 
Ships information 
Skills database 
Slides and negatives 
Song files 
Sports club player statistics 
Staff phone directory 
Statistics 
Student registers 
Subscription records 
Supplier indexes 
Telephone directories 
Telephone information for 

the disabled 
Theses collection 
Trade union membership 
Train journeys 
Training records 
Translators data 
Truck specifications 
Vacancy database 
Vehicle registrations 
Vocabulary database 
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Exercises and samples 
Now that you’ve seen what Cardbox can do (and perhaps been inspired to use it for 
more than the original purposes you had in mind), you’re practically ready to design 
databases for yourself. 

Designing databases isn’t something that most people do very often, and a design, 
once it’s been done, needs to last a long time, so to get you used to this kind of 
thinking we’ve created some exercises for you to follow.  Each exercise takes a 
simple and useful database design and takes you through the steps of creating it.  
We’ve taken to give you a lot of explanation of exactly why you’re doing what you’re 
doing.  We hate those so-called manuals that say nothing but “click here, press this 
button” for page after page without ever telling you what it all means and what it’s all 
for.  We don’t plan to make the same mistake. 

Quite apart from giving you some more expertise, the database designs we’ve 
chosen are useful in their own right and you may find that you can build on them to 
create exactly the design you want. 

All these exercises, with their accompanying explanations, are pretty long, so we’ve 
put them into Help Points, where you can read them easily or print them out.  What 
we’ll do here, on paper, is sell the exercises to you: we’ll tell you why each one is 
useful, what it’ll teach you, and what the resulting database will be like. 

We do recommend that you go through each of these exercises because they give 
you practical experience of building a new format; but if you really don’t have the 
time, we give you the database files that would result from each exercise, either on 
the CDROM or as a download. 

The instant address book 
At the back of your Filofax (or some other brand of personal organiser) you probably 
have a large collection of addresses.  This is quick and easy to maintain but it’s also 
vulnerable: there are therapists who make a living counselling people who lose their 
Filofaxes and feel they’ve lost their lives along with them. 

This database is the quickest and simplest address database imaginable.  Its sole 
purpose is to let you look up addresses (and phone numbers, and email addresses) 
quickly, and to let you print these addresses out onto Filofax-sized paper so you can 
put them into the back of your personal organiser.  The good thing about doing this 
on a computer is that you can back it up, so that losing your address book or even 
your whole computer doesn’t mean losing your life. 

Having the database in electronic form has other advantages, too.  You can classify 
some people as “Reference only”, so that you don’t waste paper on them but you 
don’t lose touch either.  And you can print out selective lists to take with you when 
you go on holiday. 

You can find this exercise 
at Help Point 610. 

Help Point 600 tells you 
how to get the database 

files for each exercise. 
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Here is a sample record in the native format of the database.  It has only five fields: 

 

Name – the person’s name, with the surname indexed.  This makes it easy to 
search for people by name and also makes it possible to sort the records quickly 
into alphabetical order.  If you ever need to search for a first name, you can use 
a Data search to find it. 

Phone numbers – one field containing all the person’s phone numbers.  There is no 
need to have different fields for the different numbers because you’ll never want 
to see them separately. 

Email address – this can be cut-and-pasted into an email application. 

Address – this is simply written as continuous text, because this database isn’t 
designed for creating mailing labels or mail-merged letters. 

Class – this can be used for classifying addresses to make selective lists easier.  
For instance, you can use “Ref” to designate addresses that shouldn’t be printed 
out, so that your printed address list can be concise and your computer address 
list can be complete: this is perfect for friends you’re not really interested in 
contacting but don’t want to lose touch with altogether.  You can have as many 
codes in this field as you like, for different kinds of classification. 

As well as the native format, there’s an alternative format that you can use to print 
out pages ready for insertion into your personal organiser: you can see an example 
on the left.  The print doesn’t have to be this small: it’s something you decide when 
you design the format. 

Help Point 610 takes you through every step of designing this database and 
describes various enhancements: for instance, you can set up the format so that 
clicking on the email address will open a new email to the person concerned. 

The intelligent address book 
This database is a bit more work to set up but it does more for you.  It is more work 
because it has more fields, but the reward of having those extra fields is that it can 
understand your data a little better.  As well as viewing records on the screen, you 
can make mailing labels from them or create standard letters.  You can categorize 
people not just by their names but by their location.  This can be the core of a 
contacts database for personal or business use, and you can expand it with extra 
fields, to perform more and more sophisticated selections.  

You can find this exercise 
at Help Point 620. 
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Here is a sample record: 

 

Name – the person’s name, with the surname indexed. 

Address – the address.  We’ve made this four lines long: if you come across an 
address that’s longer, type it in anyway, because Cardbox doesn’t limit the 
length of text that you put into a field, and it’ll all be visible when you print things 
like mailing labels.  If you often have long addresses, just make the Address field 
longer.  We’ve chosen to index just the name of the town, since that’s what 
likeliest to be used for searching, but you can make your own rules. 

Tel, Fax, Mobile – these are all separate fields, so you can decide which of them to 
include in any particular native format.  If you have the Professional Edition and 
the appropriate software, you can also connect the telephone number to a phone 
dialler or use the fax number to send automated faxes. 

Email – this has the special caption “mailto:”.  Cardbox recognises this caption and 
turns it into a clickable item: when you click on it, your email program will open 
with a blank email to the person concerned.  

Web address – here, the caption is “http://”.  When you click on this, your web 
browser will open the person’s web page (if the person has a web page: 
Galahad doesn’t).  

Once you have the data in your database, you can easily display your records as a 
summary (above left), or as mailing labels (see left), or indeed in any other format 
you need.  
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Adding extra fields to the address book 
You can add fields to this design if you want to do more sophisticated things with 
your data.  This exercise gives you one example: adding a couple of fields to control 
the sending of Christmas cards.  We’ve chosen Christmas cards as an example 
because they’re a chore that most people can relate to; but of course selective 
mailings are an important part of almost any commercial activity. 

Simple document management 
This database stores all your incoming correspondence so that you don’t have to 
wade through piles of paper when you want to find a letter or document.  The key to 
this exercise is that you scan the letters you receive into your Cardbox database, 
and you use Cardbox fields to assign categories and keywords so that you can find 
the documents again.  You can read the documents on the screen or you can print 
them out. 

Most of the time you won’t need to look at the paper originals ever again, but if you 
do want to keep some of them (they may be official documents that prove something 
important), that’s easy too.  You give each document a number when you put it into 
Cardbox, and then you can put all the pieces of paper you want to keep into a single 
binder, in numerical order.  When the binder gets full you just start another binder. 

You can see a picture of this database on page 221.  There are six fields apart from 
the scanned document: 

Date – so you can select correspondence by date or sort it into chronological order. 

Number – a reference number.  If you have the Professional Edition then Cardbox 
can assign numbers for you automatically.  You use the numbers if you need to 
look up the paper original of something you’ve scanned. 

To/From – whether it’s something you’ve sent or something you’ve received. 

Name – this can be the name of the person or the name of the organisation.  If you 
want to store both pieces of information, you can create an extra field. 

Category – this is a drop-down list of possible classifications.  Making it a drop-
down list saves you having to type the name and also makes certain that you 
only ever use one of the pre-defined classifications.  If you decide you want an 
extra one, you can easily edit the native format to add it to the list. 

Description – we’ve made this very brief because its only job is to tell you whether 
it’s worthwhile pressing F12 to look at the document.  There is nothing to stop 
you making the field longer, and even indexing to make it quickly searchable. 

If you work from multiple locations then you can take this whole project one step 
further: put the database on a Cardbox Server and make it accessible across the 
Internet, and you can read all your papers wherever you happen to be.  If you have 

You can find this exercise 
at Help Point 630. 

This supplementary 
exercise is at 

Help Point 621. 
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a personal assistant, you could even get your PA to do all the scanning for you, so 
that reading the day’s letters simply means starting Cardbox and having a look at 
what’s been added to your database. 

Even if you haven’t got a scanner it’s still worth going through this exercise, because 
Cardbox is still an excellent way of classifying and finding papers even if you have to 
open a physical file to read the original documents.  In this case you’d probably 
make the Description field longer, so you can be quite sure that the document is the 
one you want before you dig it out. 

A photograph album 
If you have prints, you can use a scanner to scan them in to Cardbox: in that case 
the image in Cardbox is only a scan of the original print, and you should keep the 
originals filed away because they will be of better quality.  If your photographs are 
from a digital camera, PDA or mobile phone, you’ll be able to import them directly 
into Cardbox, probably without loss of quality if they are in JPEG format. 

You can index your photographs, number the frames, and add keywords and dates. 

You can search for and select photographs.  You can print individual ones at full size 
or you can tag the ones you are interested in and print them out as a contact sheet.  
If you want to have reprints made for your friends, you can administer this easily by 
having an extra field to hold the friends’ initials. 

Other visual things can be handled in the same way.  You could take photographs of 
your most treasured possessions so as to be able to give them to the police or your 
insurers if anything happens. 

 

You can find this exercise 
at Help Point 640. 
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Bibliographies 
This exercise takes you through the process of creating a simple bibliographical 
database that can handle both books and articles from journals.  You can use this to 
print search lists that you can take to the library with you; you can add your own 
comments to each reference; and you can print out bibliographies in the right format 
for inclusion in a paper or a thesis. 

 

Here is what the various fields are and what they mean: 

Title, Author – the title and author of the work. 

Publisher, Where, When – the publisher and the place and date of publication.  
These fields only apply to books, so we’ve given them a different background 
colour to distinguish them from the others.  Cardbox lets you give any element in 
a format a different appearance from the others, and this can be useful to help 
you navigate through filling in a big form. 

Journal, Details – the name of the journal and the exact volume, date and pages 
involved.  These fields don’t apply to books, so again we’ve given them a 
different colour. 

Library, Shelfmark – finding the things you want to read is a time-consuming part of 
academic research, and these fields help to organise it and make sure that you 
don’t waste time by losing references. 

Keywords – how thorough you want to be about developing a set of keywords and 
applying them consistently depends on the kind of project you are doing and 
how you are approaching it.  We’ve given you one smallish Keywords field, but 
of course the size of the field is up to you, and you can add other fields if you 
like.  The keywords don’t need to appear on any printed bibliography: they are 
for your use only. 

You can find this exercise 
at Help Point 650. 
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Book/Article/Other – note that this is just a single Cardbox field, displayed as a set 
of radio buttons to make it clear what the options are and to make sure you only 
choose one of them.  This field is searchable, so you can search or print out just 
one kind of material if you choose. 

Primary/Secondary – serious research often requires you to distinguish between 
primary and secondary sources.  If you don’t need this field then you can leave it 
out of the design. 

Extra text – although we haven’t printed it here, this is a good place to use the Extra 
Text field.  You can use it to contain your comments on the contents or even the 
usefulness of the book or article, and you can view each record on its own or 
together with its Extra Text. 

Alternative formats 
Alternative formats come into their own in this database.  You have alternative 
formats for printing out bibliographies of books and of articles; a summary format to 
take to a library; and a one-line format that is useful when you want to view a lot of 
records at once while searching.  Help Point 650 describes how to create all these 
and how to use them. 


