INSTRUCTIONS FOR ABFDE SYLLABUS DATABASE

1. Open MSAccess.

2. A window will open with the options to create a new database or open an existing database.  Click on the option to open an existing database.  At the bottom of this same window, select ‘more files’ and click on ‘OK’.

3. Another window will open where you can locate the file.  Locate and open the drive where you saved ‘Syllabus Database 2001’. Highlight this file and click on ‘open’.

4. The Syllabus Database will open and a window will appear will a list of search options including searching by ABFDE Training Objective Number or Keyword, by author, article title, journal, or citation.  Select the criteria you want to search. Each reference includes the author’s name(s), title of reference, journal name (or indicates if it is a book), citation, Keyword/subject, and training objective number(s).  The last two items cross-reference with the ABFDE Objective for Training using keywords and objective numbers. 

5. A list of Keywords is attached at the bottom of these instructions.

6. Here are some examples to walk you through using the database.

7. EXAMPLE 1:

· Select ‘Search by Objective or Keyword’.  Enter the Keyword ‘HANDWRITING – IDENTIFICATION’. Be sure to include a space before and after the hyphen. Click ‘OK’. A second box will appear asking for an Objective Number.  You may leave this blank and simply click ‘OK’.

· The first reference on this topic will open on the screen. The list of keywords is located in the lower right hand corner of the reference box.  In the Keyword category, the main Objectives for Training section is shown in all capital letters and any subsections are entered in all small letters 

· In the lower left corner of the window is the Record number and arrows pointing left and right.  The number in the white box is the record number you are viewing.  The number to the right of the white box is the total number of records pertaining to this topic.  So for the topic of ‘HANDWRITING – IDENTIFICATION’, Edwin Alford’s article is 1 of 43 references.  To view the next record, click on the arrow (without the vertical bar) pointing to the right.  The arrow with the vertical moves you to the first or last reference, depending on if the arrow faces left or right.

· If you would like to view multiple records, click on the icon like a piece of paper with a magnifier located at the top of the screen.  Be sure to maximize your window by clicking on the rectangle located in the upper right of your document.  A ‘full-page’ document will appear.  The cursor will appear as a magnifier.  When you click on the document it will enlarge to read.  You can move up and down on the page using the scroll bars and advance to the next page of references using the ‘Page’ arrows located in the lower left corner of the screen.

· Print out the results of your search by clicking on the print icon located at the top of the screen.

· To exit the results of this search, click on the second “X” box in the upper right corner of the screen.  (Note: the top “X” box closes the program)

8. EXAMPLE 2: 

· Select ‘Search by Objective or Keyword’.  When the Keyword box appears, leave it blank and click ‘OK’. A second box will appear asking for an Objective Number.  Enter in ‘XVIII.9’ and click ‘OK’.  This will find any references pertaining to the forensic value of staples, tape, adhesives, binding material, and folds.

· The first reference on this topic will open on the screen. The list of keywords is located in the lower right hand corner of the reference box.  In the Keyword category, the main Objectives for Training section is shown in all capital letters and any subsections are entered in all small letters.

· In the lower left corner of the window is the Record number and arrows pointing left and right.  The number in the white box is the record number you are viewing.  The number to the right of the white box is the total number of records pertaining to this topic.  So for Section ‘XVIII.9’, P.E. Baier’s article is 1 of 15 references.  To view the next record, click on the arrow (without the vertical bar) pointing to the right.  The arrow with the vertical moves you to the first or last reference, depending on if the arrow faces left or right.

· If you would like to view multiple records, click on the icon like a piece of paper with a magnifier located at the top of the screen.  Be sure to maximize your window by clicking on the rectangle located in the upper right of your document.  A ‘full-page’ document will appear.  The cursor will appear as a magnifier.  When you click on the document it will enlarge to read.  You can move up and down on the page using the scroll bars and advance to the next page of references using the ‘Page’ arrows located in the lower left corner of the screen.

· Print out the results of your search by clicking on the print icon located at the top of the screen.

9. EXAMPLE 3:

· Select ‘Search by Journal Name’.  When the Journal Title box appears, enter in ‘book’ and click ‘OK’.  This will find any books referenced in the Syllabus.

· The first reference on this topic will open on the screen. The list of keywords is located in the lower right hand corner of the reference box.  In the Keyword category, the main Objectives for Training section is shown in all capital letters and any subsections are entered in all small letters 

· In the lower left corner of the window is the Record number and arrows pointing left and right.  The number in the white box is the record number you are viewing.  The number to the right of the white box is the total number of records pertaining to this topic.  So for ‘book’, the ABFDE Resource Kit is 1 of 61 books listed in the Syllabus.  To view the next record, click on the arrow (without the vertical bar) pointing to the right.  The arrow with the vertical bar moves you to the first or last reference, depending on if the arrow faces left or right.

· If you would like to view multiple records, click on the icon like a piece of paper with a magnifier located at the top of the screen.  Be sure to maximize your window by clicking on the rectangle located in the upper right of your document.  A ‘full-page’ document will appear.  The cursor will appear as a magnifier.  When you click on the document it will enlarge to read.  You can move up and down on the page using the scroll bars and advance to the next page of references using the ‘Page’ arrows located in the lower left corner of the screen.

· Print out the results of your search by clicking on the print icon located at the top of the screen.

10. A couple tricks to remember:

· Your entries are not case- sensitive.  You may enter information in using capital letters, small letters, or any combination thereof.

· You may enter in partial words or names.  For example, enter the author’s last name “Hilton” instead of his full name “Ordway Hilton” or enter a partial word “writing” instead of the full word “handwriting”.

Keywords for Syllabus Database Search: (Based on the ABFDE Objectives for Training. Please refer to the Objectives for the full context of any of these topics.)

	Objective Number (Capital & small letters used
	Keyword (Main Section) -All capital letters used
	Keyword (Subcategory) -All small letters used



	Section I.1

	THE FORENSIC SCIENCE SECTION
	history

	Section I.2

	
	other forensic disciplines

	Section I.3

	
	other handwriting fields

	Section I.4

	
	evidence rules

	Section II.2
	THE QUESTIONED DOCUMENT SECTION
	history, well-known cases

	Section II.3
	
	terminology

	Section II.4
	
	report writing

	Section III.1A
	LABORATORY EQUIPMENT
	stereo microscope

	Section III.1B
	
	grids

	Section III.1C
	
	esda

	Section III.1D
	
	ir, irl, uv

	Section III.1E
	
	comparison microscopes

	Section III.1F
	
	micrometer

	Section III.1G
	
	measuring devices

	Section III.2A
	
	scanning electron microscope

	Section III.2B
	
	spectrophotometer

	Section III.2C
	
	lasers

	Section III.2D
	
	gc

	Section III.2E
	
	soft x-rays

	Section III.2F
	
	hplc

	Section III.2G
	
	other equipment

	Section IV.1
	PHOTOGRAPHY
	oblique and transmitted light

	Section IV.2
	
	filters

	Section IV.3
	
	electromagnetic spectrum

	Section IV.4
	
	basic principles

	Section IV.5
	
	cameras

	Section IV.6
	
	films and developers

	Section IV.7
	
	film development

	Section V.1
	HANDWRITING – CHARACTERISTICS
	systems

	Section V.2
	
	past handwriting systems

	Section V.3
	
	ethnic characteristics

	Section V.4
	
	foreign systems

	Section V.5
	
	physiological

	Section V.6
	
	family similarity

	Section V.7
	
	possible effects on handwriting

	Section V.8
	
	classify handwriting problems

	Section VI.1
	HANDWRITING – IDENTIFICATION
	individualized

	Section VI.2
	
	variation

	Section VI.3
	
	variations and differences

	Section VI.4
	
	application of probability

	Section VI.5
	
	handprinting and numerals

	Section VI.6
	
	identification

	Section VI.7
	
	elimination

	Section VII.1
	HANDWRITING – DISGUISE
	recognition

	Section VII.2
	
	various forms

	Section VII.3
	
	ambidextrous subjects

	Section VII.4
	
	techniques to discourage disguise

	Section VII.5
	
	disguised and other abnormal handwriting

	Section VIII.1
	HANDWRITING – KNOWN SPECIMEN STANDARDS
	admissibility

	Section VIII.2
	
	types

	Section VIII.3
	
	adequate known specimens

	Section VIII.4
	
	sources for non-request

	Section VIII.5
	
	common problems

	Section IX.1
	HANDWRITING – FORGERIES
	legal definition of forgery

	Section IX.2
	
	types of forgeries

	Section IX.3
	
	other methods

	Section IX.4
	
	differentiating genuine and forgeries

	Section IX.5
	
	techniques to determine writer

	Section IX.6
	
	extended forged writings

	Section IX.7
	
	effects on genuine signatures

	Section IX.8
	
	retouching

	Section X.1
	TYPEWRITING – GENERAL
	history

	Section X.2
	
	type of typewriters

	Section X.3
	
	manufacture

	Section X.4
	
	classification systems

	Section X.5
	
	adequate specimens

	Section X.6
	
	grids

	Section X.7
	
	nomenclature

	Section X.8
	
	mechanics

	Section XI.1
	TYPEWRITING – IDENTIFICATION
	class

	Section XI.2
	
	individual

	Section XI.3
	
	sufficient characteristics

	Section XII.1
	TYPEWRITING - RIBBON
	types

	Section XII.2
	
	individual characteristics

	Section XII.3
	
	value

	Section XII.4
	
	differentiate

	Section XII.5
	
	ink testing

	Section XIII.1
	TYPEWRITING – PRINTERS
	types

	Section XIII.2
	
	individual characteristics

	Section XIII.3
	
	computer hardware and software

	Section XIII.4
	
	capabilities

	Section XIII.5
	
	current trends

	Section XIV.1
	OTHER MECHANICAL DEVICES
	manufacture and use

	Section XIV.2
	
	individual characteristics

	Section XIV.3
	
	writing machine

	Section XIV.4
	
	checkwriter

	Section XIV.5
	
	adequate known specimen

	Section XV.1
	OFFICE COPIERS
	history

	Section XV.2
	
	copying processes

	Section XV.3
	
	class

	Section XV.4
	
	individual

	Section XV.5
	
	facsimile machines

	Section XVI.1
	PRINTING PROCESSES
	history

	Section XVI.2
	
	class

	Section XVI.3
	
	basic mechanics

	Section XVI.5
	
	counterfeiting

	Section XVII.1
	INK AND PAPER
	history

	Section XVII.2
	
	non-destructive tests

	Section XVII.3
	
	thin layer chromatography

	Section XVII.4
	
	other destructive tests

	Section XVII.5
	
	limitations

	Section XVII.6
	
	date

	Section XVII.7
	
	edge matching

	Section XVII.8
	
	invisible inks

	Section XVIII.1
	MISCELLANEOUS DOCUMENT PROBLEMS
	sequence of stroke

	Section XVIII.2
	
	document dating

	Section XVIII.3
	
	preserve charred

	Section XVIII.4
	
	decipher charred

	Section XVIII.5
	
	indented writings

	Section XVIII.6
	
	common forms of alterations

	Section XVIII.7
	
	differentiate alterations

	Section XVIII.8
	
	obliterated text

	Section XVIII.9
	
	staples, etc.

	Section XIX.1
	COURTROOM TESTIMONY
	codes of conduct

	Section XIX.2
	
	court procedures

	Section XIX.3
	
	non-technical terms

	Section XIX.4
	
	court citations

	Section XIX.5
	
	demonstrative aids

	Section XX.2
	RESEARCH AND DEVELOPMENT
	current technology trends


