Tutorial: 

How to Use the KSU Herbarium Database

Follow the steps below to learn how to access the KSU Herbarium database for the flora project, how to search for different kinds of data, and how to download them as a file that can be used in a spreadsheet program such as Excel. 

Access the KSU Herbarium database
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The first step is the find the KSU herbarium database. You can do this by typing the following web address into your browser: http://www.k-state.edu/herbarium/database.html 

You can also do a general internet search for “KSU Herbarium”. The Kansas State University Herbarium homepage looks like this:
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When you get to the Kansas State Herbarium website, look on the left side and select “Search the databases.” The website should open a new window in your browser that looks like the one below. 
Select “Query primary data for vascular plants (North America)”. 
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Open the search window
Once the screen shown at right appears, select “Advanced Search.” This will be the screen you will select whenever you want search the database. When you ask a database to answer questions, this is called making a query. The next set of steps will show you how to query the database by date, by county, and by species name. 

Query the database by date

The “Advanced Search” screen looks like the one below. You can fill in the blanks to search for the data that you want. For example, use the “Date as written” or “DateInterpreted” fields to look for specimens based on when they were collected. Why do you think there are two fields for date? What might the difference between them be?
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Let’s find out how many collections were made one hundred years before you were born. Follow the steps below. 

Step 1.  Type in the year. In the “Date as written” field, type the year. If you were born in 1993 you would type in 1893. 
Step 2. Hit the “Search” button. A set of records will be returned.  Now scroll down to the bottom of the page. You can select “see all” to look at all the records or you can select the button labeled “Excel” to download the records to your computer. If you are ready to do a new search, select “Advanced Search” at the bottom of the screen and you will go back to the query form. Once you have tried the first search, do it again with the same date in the “Date interpreted” field. Note any differences, if any, in your results.
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Query the database by county

Now try a new search. This time determine how many specimens have been collected from your county. Before you begin any new search select “Advanced search” at the bottom of the screen. 

Step 1: Type “Kansas” in the State field.

Step 2: Type the name of your county in the “County” field.

Step 3: Click on the “Search” Button

Again, the results will appear after a few moments and you can record the number of specimens or download the data.
Find data by species name

The sunflower is the state flower of Kansas. Helianthus annuus L. is the scientific name of the annual sunflower, one of many sunflower species.  Go back to “Advanced Search.”

Step 1. Type in the name “Helianthus annuus” into the “Genus species” field. Be sure to check your spelling.

Step 2.  Click on the search button to obtain your results. You can view the results on screen, or download the data to a file.
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Create a new query and download the data
Now clear the filters and try a new search. This time you are going to answer some questions by writing your own query. You can combine as many fields as you need to get the data that you want. Review the tutorial above for help with any of the steps

1) Search for all the specimens of the genus Rosa (common name is rose) that were collected in Kansas by “Hitchcock” (he was the first Curator of the KSU Herbarium, and contributed thousands of specimens to the Herbarium).
2) Write down in your worksheet what fields you used in your query.

3) Then download the data to an Excel file and save it.

Work with the data in Excel

Sort your data: Open your file and look at how the data are organized. Select at least one column of data and then select the custom sort tool sort multiple columns of data. You can use the “Add level” button to add as many fields as you want to sort. 


Use hide and unhide: You may want to view certain columns at a time. Select a group of columns that you don’t want to see. Right click and then select “hide”. You can right click again and select “unhide” when you wish to view them again.

Count a set of records: If you want to get a subtotal of subcategories of records after you have sorted them, select “Subtotal” under the data menu.


Try using those tools to sort your data and count numbers of records. Then use what you have learned to answer the questions on your worksheet. Once you have answered the questions, try to design a query of your own and test it using the database.
There are many kinds of questions you can find data for now that you know how to use the database. If you are learning about the plants that grow in your county, you can come up with hypotheses and begin to test them using the database.
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