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1. Introduction 

 
The Quotations Database project was set up under Master’s guidance and instructions, 
and involves literally hundreds of sevadars from various centers who regularly submit 
“spiritually inspiring quotes” from an unrestricted range of sources, including books, 
magazines, newspapers, and even comics.  In other words the quotes have been 
compiled from ‘any written work’. 
 
These inspiring quotes are then entered into a computer database, together with actual 
scanned images of the following pages from the source publication (the publication in 
which the quotation was found): 
 
a) Front cover of the book 
b) The Publisher’s copyright page (at the front of the book) 
c) The page containing the actual quotation  

These are important because if ever any particular quotation is to be used in any 
publication, the authenticity of the quotation can be verified, as required. 
 
Additionally, also entered into the database, is the name of the “author” of the 
Quotation, together with as much information as available about that author.  This is 
useful because it allows quotes to be searched by author and/or other details (such as 
religious background or origin of author, etc.)  Therefore if any such information about 
the author is available within the book/publication itself, this should be submitted as 
well (by attaching photocopies/scans of the relevant pages). 
 
This database is designed specifically for the intended purpose, which is to archive an 
unlimited number of quotes in a manner that allows users to search by ANY parameter 
or information attached to every quote. Each quote contains a vast amount of ancillary 
information related to the author, the publication itself, the topic of the quote, and even 
the publisher.  All these details are required to be entered into their relevant fields, and 
it is possible to search for quotes by specifying any of this information, either 
singularly, or even in multiples (for example you can request to see quotes from 
FRENCH AUTHORS who were POETS on the topic of  HUMILITY).   
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2. Guidelines for the Submission of Quotations 
 
 

♦ The quotations must be related to spirituality in some way, or be spiritually 
inspiring. There are NO restrictions on the author / source / religious denomination 
or type (e.g. philosophical, religious, moral, ethical, etc.). 

 
♦ Quotations may by of varying length, however, it must be noted that to be useful 

for any formal purpose (e.g. For Dera publications, etc.)  quotes should not be of 
such a long length as to be considered a breach of copyright, under the “fair use” 
rule. (Fair Use rule basically says that material may be quoted and used without 
copyright infringement, so long as it does not encompass a substantial part of the 
original work). 

 
♦ Sevadars are encouraged to fill out as much information on the form/database as 

possible.   
 

♦ Only English language quotations should be submitted. Published English 
translations of quotations originally recorded in other languages may also be 
submitted, but in such cases, the translator’s details must also be included in the 
submission form.  

 
♦ All submissions must be presented with scanned images of the three key source 

pages of the book/publication.  These are: 
 

1) Front cover of the book 
2) The Publisher’s copyright page (at the front of the book) 
3) The page containing the actual quotation 
 

Additionally, also entered into the database, is the name of the “author” of the 
Quotation, together with as much information as available about that author.  This 
is useful because it allows quotes to be searched by author and/or other details 
(such as religious background or origin of author, etc.)  Therefore if any such 
information about the author is available within the book/publication itself, this 
should be submitted as well (by attaching photocopies/scans of the relevant 
pages). 

 
♦ All submissions must be presented with the exact punctuation and in the exact 

format as found in the source, in order to preserve the original meaning of the 
quote. For this purpose, submissions must be accompanied by a scanned image of 
the exact page containing the quote, from the source publication.   
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♦ In cases where you are submitting SEVERAL quotes from the SAME publication, 
you may submit only ONE set of scanned images of the Title page and Copyright 
Page. 

 
♦ You will need to assign a number to each of your submitted quotes.  (e.g. Q-1, Q-

2, etc.  Kindly write this corresponding number onto the scanned image of the 
quotation page, and enclose your selected quotation in brackets. 
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3. The Quotations Database Software 
 

 
Each quotation is assigned a record in the database, and all the information pertaining to the 
quote can be found in this record. 
 
The information available in each record of the database is as follows: 
 

 Quotation Text 
 

 Author Information 
 

 Topic Key   
 

 Source Information 
 

 Black/White Scanned images of the source book and the page where the quote has 
been extracted from. 

 
 
SYSTEM REQUIREMENTS: 
 

• Operating System: Windows XP or Vista  
• Minimum Hard Disk space available: 1G 

 
 
PROGRAM INSTALLATION: 

 
• Please run the program ‘setup.exe’.  This will install the program onto the C: Drive 

of your computer. 
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4. Using the Program 
 
 

Run the program “Quotations Data Entry.exe”.  When you see the following screen, enter 
the password that has been assigned to you.    The Account Name is ‘RSSB’. 
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In the first screen, you will be required to enter the following information.  For each new 
record, select the  button. 

 

 
 

Quote Reference Code 
• You will assign a reference number to each quote beginning with ‘Q-1’, “Q-2’ etc.   
• You will also need to write this corresponding reference number onto the scanned image 

of your quotation. 
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Quotation Text 
 
• Enter the quotation exactly as it appears in the form/photocopy of quotation page. Type 

quotations in regular font except for non-English terms or words that appear in Italics in 
the quote. 

•  Do not use quotation marks to enclose the quote.  Do not use italics font unless the 
quote contains certain words in italics.  That is: 
As ye sow, so shall ye reap = correct 
“As ye sow, so shall ye reap” = wrong (Because of the quotation marks & italics) 

• Please use a single space between words and no space before a period / punctuation 
mark. 
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Author Information 
 
• Look up the author’s name in the drop down box.  You do not need to type in the 

author’s name into this box.  You can search for the author either using the ‘Author’s 
full name’ or by the ‘Author’s alias’ field.  The author name must be either selected from 
the drop down list, or if his/her name does not appear, the name must be added to the 
author database. (see pg. 9 for this procedure) 
 

 
 
You can enter the first part of the name into the field, so that the drop-down list scrolls to 
that word.  For example, to search for ‘Maharaj Jagat Singh Ji’, you can enter ‘Maharaj’ and 
the cursor will come to that point in the list. 
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How to Add a New Author into the Author List 
 
If you are unable to find the author’s name in the list, select the  button to open the 
Author’s database.  Please again search for the author’s name by entering a part of the name, 
to verify it really does not already exist. 
 
For example, if the author’s name is ‘Saint Francis of Assissi’, use the FIND button to 
search for ‘Francis’ or for ‘Assissi’.  You can even enter a part of the author’s name.  The 
system will search for all the author names that contain that “text”. 
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Select  
Enter ‘Assis’ as follows and select the ‘Find’ button in the left column. 
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You may find several records with that name.  Flip through each record by selecting the 
icon in the left column, until you find the record that you are looking for.   
 
 

 
 
Once you have found the correct record, you can select the button “Select This Author for 

the Quotation” on the right hand side of the screen. .  This will select the 
author name and return to the Quotations Database. 
 
If you are unable to find that particular author’s name, then proceed to add a new author, by 
selecting the  button at the top. 
 
Do check thoroughly for author Names in the given lists before adding a new author name.  
For example, if the author of quote is 'Soami Ji' and the quote source reads 'Soami Ji 
Maharaj', please select 'Soami Ji' from the Authors Names drop box and do not add "Soami 
Ji Maharaj' to the existing list of authors. 
 
• When adding a new author name, please ensure that you use initial caps for the name.  

That is: 
Sally E. Fair = correct 
SALLY E. FAIR = wrong (because the name is in capital letters) 
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• If the author name contains initials, please ensure that the dot appears immediately after 
the initial and that there is one space only after the dot.  That is: 

 E. B. D. Collins = correct 
 E.B.D. Collins = wrong (because there is no space after the initials) 

B.  D.  Collins = wrong (because there is too much space between the initials) 
 E  . B. D. Collins = wrong (because there are 2 spaces after the first initial) 
 

• When adding a new author, please ensure that there is no space before the author’s 
name.     

 

• Please ensure that the author’s name is spelled correctly, as it appears on the scanned 
image. 

 

After you have added the new author’s name, remember to select the button  .  
Your new author name will now appear in the quotations database. 
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Ancient/Anonymous Text 
 

 
 
If a text is not credited to the author/person but is a text or a passage from a sacred book 
or other reading material, it is classified as an ‘Ancient/Anonymous text’.  Therefore, all 
texts including passages from Religious texts or Scriptures (Gita, Upanishads, Vedas, 
Adi Granth, Kabalah, Torah, Gathas, Qur'an, Bible, etc.), Anonymous texts, Unknown 
text, Anon, Alcoholic Anonymous, text by Informations Services (for e.g. Brahma 
Kumaris), Teachings, Sayings, Proverbs, Ancient Words of Wisdom, Quotes with 
references to books (for e.g. quote source reads: from 'Cloud of Unknowing' or 'Bits & 
Pieces') all these sources have to be typed in the 'Ancient/Anonymous text' field . 
 
1) Select the Ancient/Anonymous text box. 
2) Select/Enter the full source of the text in the Ancient/Anonymous field. 
For e.g. if the quote is from a scripture: Adi Granth, M.5. P.245 or 2 John 6, please write the 
complete details instead of just mentioning Adi Granth or Bible. The names of books, for 
example - The Cloud of Unknowing, Bits & Pieces, Soundings, etc. also need to be typed in the 
'Ancient/ Anonymous text' field. 
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After you have completed the first screen, select the ‘Topic Keys’ tab. 

 

Topic Keys 
 

• Select the topic keys or themes that are relevant to that quotation.  Once you select a sub-topic 
the main topic key will also be selected. 
For e.g. if you select the subtopic ‘Destiny’ in item (2), the main topic “Spirituality & the 
Human Condition” will automatically be selected. 

• Your selection will now appear on the right hand side of the screen for easy viewing. 
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Source Information 
 
• Enter this information as it appears on the book/publication. 
 

 

 
 
• When entering the Name of the Publication, only enter the name of the book. Any 

volume number or part number must be entered in the appropriate field.  
For e.g.  

 wrong:  Name of Publication = A Treasury of Mystic Terms Vol. 1 Part 3  
 correct:  Name of Publication = A Treasury of Mystic Terms  

    Volume No = 1  
                Part No = 3  
• When entering the Name of the Publication, please ensure that you enter the correct 

book name. e.g.  
 correct = A Treasury of Mystic Terms  
 wrong = A Treasury of the Mystic Terms  
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• Please use initial caps, do not use all caps for any entry. That is: 
Correct = A Treasury of Mystic Terms 
Wrong = A TREASURY OF MYSTIC TERMS 
 

• Enter the complete title including any subtitle.  That is: 
Correct = Life is Fair, Laws of Cause and Effect 
Wrong = Life is Fair 
Another example: Richard Carlson's - "Don't Sweat the Small Stuff" book series has the same 
title but runs into different subtitles such as: 'it's all a small stuff', 'for mothers', 'for women' 'in 
love', etc. 

• If the quotation is from one of the RS Books, enter the following information in the ‘publisher’ 
and ‘city of publication’ fields: 
 

 Publisher = Radha Soami Satsang Beas 

 City of Publication = Dera – Beas 

 

You are required to enter the publisher and city of publication as such, even though it may be 
worded differently in the book.  In this way, such information would be consistent for all the RS 
books (e.g. Spiritual Discourses, Light on Sant Mat, etc.).  Please note that is does not apply to 
RS magazines. 

• If the ‘Date of Edition’ is the same as the copyright date, you can simply select the button  

   instead of re-entering the information. 

• You can select the ‘Publisher’ from the pop-down list that appears.  If the publisher’s name does 
not appear in the list, you can add a new publisher to the publisher database. 
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4. Scanning Guidelines 
 

1) Scanner Settings: 
- Grayscale 
- 300dpi 
- Jpeg format 

 
2) Filenaming Convention: 
 

The filenames of the scanned images should correspond to the quote reference in the 
database.  For example, if the quote reference is Q-5, the filenames of the image page, title 
page and copyright page would be as follows: 
 
Image file:          Q_5.jpg 
Title page:          Q_5_Title.jpg 
Copyright page:        Q_5_Copyright.jpg 
Any other pages included: Q_5_Misc.jpg 
 
You would create a folder on your computer called “Quotation Images”.  In this folder you 
will have sub-folders for each record in your database.  Within each sub-folder you will 
have the corresponding image files.   
 
In this example, there are five quotes in the database, Q-1 to Q-5.  Your image folder should 
appear as follows: 
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Within each sub-folder, you will have the image files: 
 

 
 

 
3) Submitting the Scanned Images  
 

You may send us the image files via email.  The main “Quotation Images” folder may be 
compressed using ‘Winzip’ or similar compression software. 
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GOD AND THE 
CREATION 
General 
God as Father 
God’s Will 
God’s Qualities 
God is Within 
God as Love 
Descent of the Soul 
Regions 
Soul and the Lord    
  (Relationship of) 
Macrocosm – Microcosm 
Design/Purpose of  
  Creation (incl.  
  dissolution) 
Kal 
Maya 
Heavens & Hells 

SPIRITUALTY &  THE 
HUMAN CONDITION 
General 
Karma 
Destiny 
Cycle of 84 
Purpose of Human Life 
Free Will 
Existence of Evil 
Marked Souls 
Mysticism and Spiritual  
  path 
Organized Religion 
Rituals 
Modern Life 
Loneliness/Separation of  
  soul 
Death 
Fear 
Inner pull to find God 
Positive and Negative  
  tendencies of Human  
  Behaviour 
Sant Mat as Science 
Suffering and Misery 
Spiritual writings, use of,  
  translations, etc. (incl. RS  
  books) 

SHABD 
General 
Core of all religions 
Other Names  
Shabd as Creator and  
  Sustainers 
Its Qualities: purifying,  
  uplifting, beautiful, all- 
  pervading, etc. 
As Light, as Sound 
Dhunatmak Nam vs.  
  Varnatmak Nam (inner  
  vs. outer) 

SPIRITUAL 
QUALITIES 
General 
Humility 
Love 
Patience 
Contentment 
Peace of Mind 
Continence 
Equanimity/balance 
Bliss 
Humour 
Happiness 
Strength of Character,  
  e.g. willpower 
Detachment as quality 

THE MIND 
General 
Attachment 
Desires 
5 Passions 
Relationship of Soul Mind &  
  Senses 
As Agent of Negative Power 
Ego 
Power of Mind 
Controlling/Purifying Mind  
  (not specifically about  
  meditation) 
Mind (Procrastination) 
Higher Mind & Lower Mind 
Aspects and Nature of Mind 
Habits 
Dreams 
 

THE MASTER 
General 
Characteristics of a Master 
Necessity of a perfect living  
  Master 
Role and responsibilities of  
  the Master (take on karmas,  
  etc.) 
Company of the Master 
Master’s relationship with the 
Lord 
Master’s relationship with the  
  shabd 
Grace (of the Master or God) 
Parshad 
Darshan 
Master-disciple relationship 
Masters teach universal truth/to  
 unite people, not to divide 
Radiant Form 
Miracles 
Other Masters (non-RS line)

MEDITATION 
General 
What is meditation? 
Atmosphere of meditation 
Need for/Purpose of (clear karmas, 
God realization, etc.) 
Inner journey; Return of, Ascent of  
  the Soul, Inner Experiences, Self  
  and God realization 
Dying while Living 
True Worship, Prayer 
Simran, Dhyan, Bhajan 
Practical advice regarding posture,  
  sitting, time, etc. 
Regularity and Punctuality 
Barriers to Meditating 
Concentration and focus 
Benefits of Meditation 
Progress (incl. Path is state of 
vacuum, etc.) 
Withdrawal 
Efforts & Grace (in relationship to  
  meditation, inner pull) 
Controlling the mind through  
  meditation 

DISCIPLESHIP 
General 
Surrender/living in the Will of the Lord 
Love and devotion for the Master or the Lord 
Longing (bireh) 
Physical Separation 
Faith in the Master/Lord/Path 
Attitude of Discipleship, acceptance of karmas, attitude to meditation/of  
  gratitude/ of forgiveness 
Efforts to live the Path (as opposed to effort specifically to meditation) 
Spiritual Practices as a Way of Life, e.g. 24 hr meditation 
4 Vows (what they are, spiritual purpose of)  
Satsang (spiritual benefits of, organizational considerations) 
Seva 
Seeking (incl. satisfying the mind) 
Self-discipline 
Obedience 
Struggle 
Awe (Fear of displeasing the Master/God) 
Attachment/Detachment (practical aspect) 
Discrimination 
Initiation (Purpose/Benefits of, General Receptivity)

LIVING IN THE WORLD 
General 
Worldly Duties and Responsibilities 
Human Relations 
Marriage and family 
Work (Earning a Living) 
Vegetarian Diet (Practical Questions) 
Alcohol & Drugs 
Moral Life and Ethics (Practical  
  Questions) 
Worry 
Living a Balanced Life 
Temptations 
Physical and Mental health 
Pets 
Occult and New Age Practices 

DERA HISTORY/LIFE/GENERAL

TOPIC KEYS 

4.  L
ist of T

opic K
eys 
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5. Examples of how to do data entry 
 

Example 1 – One quote from the book ‘The Cloud of Unknowing’ 
 
 

- Photocopy of the Cover of the book  
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- Photocopy of the Title page of the book 
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- Photocopy of the page containing the ‘quotation’ 
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DATA ENTRY SCREEN: 
 
      Author Page: 

 

 
 
Important Notes:   
 

 The Quotation Text is automatically entered by the software to the middle of the box as 
shown above.  Please DO NOT leave blank lines when you enter the Quotation Text. 

 If the Author is Unknown, please select ‘Unknown’ from the Ancient/Anonymous Text 
field drop down list. 
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Topics Keys: 
 

 
 

Important Note:   
 

 Select the check box for the relevant topic key.  
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Source Information: 
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Example 2 – Two quotes from the book ‘Bulleh Shah’ 

 
 
- Photocopy of the Cover of the book  
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- Photocopy of the Title page of the book 
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- Photocopy of the page containing the ‘quotations’ 
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DATA ENTRY SCREENS: 
 

Author Page Q-2: 
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Topic Keys Q-2: 
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Source Information Q-2: 
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Author Page Q-3: 
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Topic Keys Q-3: 
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Source Information Q-3: 
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7. Sending Your Submission via Email 
 
 
To send your submission via email, select the “Export Data” tab on your program. 
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On the Export Data screen, select the button       
This will activate your email client software (e.g. MS Outlook) and will attach your database 
assigning the attachment name “Submission” along with the current date. 
 

 
 

 
 
Upon receipt of your email, we will send you an acknowledgment.   
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Before starting a new submission, you can save a copy of your file for your records as follows: 
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You will need to delete all the records in the database, before you begin your next submission.  
That way you will again begin with an empty file. 
 
From the top menu bar, select ‘Records’, then “Delete All Records”. 
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* * * * * 


