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EXHIBITS

In-house exhibits are an important function in many museums. Such exhibits
allow the museum to display objects from its own permanent collections. In-house
exhibits are often less complex than traveling exhibits, in that they require fewer
packing, shipping, or insurance considerations. These exhibits can be mounted on
a small budget and can give the public access to the museum’s permanent collec-
tions.

In many small museums and historical societies, limited budgets make mounting
major traveling exhibits or borrowing from other institutions all but impossible.
Therefore, in-house exhibits represent an overwhelming percentage of all exhib-
its mounted in museums. PastPerfect has features for tracking both in-house and
traveling exhibits.

TRACKING EXHIBITS

To begin the process of creating an exhibit, open the Exhibits screen by clicking on
the Exhibits command button on the main menu.

If you have no records in Exhibits, the screen will be blank. If you do have records,
the last record viewed will appear on the screen. To create a new exhibit, click on
the Add button at the top of the screen.
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The following screen will appear:

-

Figure 13-2
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If you have MS-Excel,
click here to create a
default Excel spreadsheet
for exhibits.

Setup default Excel file +/

Enter an exhibit number. Duplicate exhibit numbers are not permitted. PastPerfect
will display the last exhibit number used and suggest the next number. However,

you can enter any number you wish.

If your computer has MS-Excel and you purchased
Upgrade, you may want to create a spreadsheet for
tion about the exhibit. By clicking on the command

the optional Multi-media
tracking additional informa-
Setup default Excel file, you

can create an Excel template file that will be used to create a new Excel spread-

sheet for each exhibit that you add.

Figure 13-3
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B Exhibits
ibi > x v @& oo -]
EXthItS Prior Mext Add | Browse | Delete § Spell Find Prirt EEan Sort by | Exhibit; ~
SCI'een Exhibit# 7 Viewing All Records Vievr All Current Past
xhi Start 01/15/2004 | End 01/15/2006 o
(ol Current Exhibit Enitis it
Elbit rame  Carter Homestead House

CumateriTitle  Wilson, Pat

InstallenfTitle  Allen, Arthur

Curatar
EzhibitInstaller
Advisory board Carter Homestead Advisory Board

Phone Numbers Climate control requirements

Fire prevention

Ernail

Purpase Living history exhibit of Carter Homestead House
Location Carter Homestead

Transport In hause

Staff Requied 2 costumned interpreters in house on tour days
Secrityy 1 ticket taker / security person

Sprinkler systern

Work 510/555-4321 Humidity M4
Home 610/555-8883 Temperature 65-72
Fax 610/555-1234 Light level
CellPager 610/777-3434 Other
lotes Visitor traffic
Total revenue s for hoth the house J Eupected/ictual 20000 23000
T 800vors s 45,00 saiesion |V ASMIESH 2500000
fee and 10,000 vigitors from school Total Revenne 75000.00
g;ﬂgjgs and other discount tickets at Track detalls In Excel
Dataset

El

Restrictions  Tours limited to 2 days per week

Exhibit includes 4 catalog records “ieww 3 Returned kems ‘ A tem | Edlit, Delete, Return, o

-

Wiewy details for tems | Edit Exhibit Labels ‘

Vigw Shipping & Insurance Information

Image of this exhibit

Object ID [tiname: Ttle [ Deserition / Summary |
01999114 Gtk Lucinda Guik Hand sewn patchwork euitt mace by Lucinda Machdilan inthe 1
0 200321 Chair Hitchcock Chair Pairted wooden side chair. Chair splat is decorsted with gold sf
0200322 Teapct "Sadler Teapot” Sadler creamware hexagonal teapot with lid. Clear glaze over re
O 200323 Telephone Automatic Electric Monophone The Automatic Electric AE40 Monophone is & graceful example ¢

| Image Managemert

[

Record 6 of 7
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On the new exhibit screen, enter information in each field. Fill in the name of
the exhibit, curator, installer, advisory board, purpose, location, transport, staff
requirements, security, fire prevention, restrictions, and contact information.

On the right side of the screen, there are two additional sections: Climate control
requirements and Visitor traffic.

Figure 13-4 i i
E)?hibits __ Climate control requirements Enter information about
S iaht Hureiditye N/ the climate control
creen (rig Temperature  G5-72 < |requirements for the
side) Light level exhibit here.
Cither
Visitor traffic Estimate the visitor traffic
J Expected/fictual 20000 23000 / expected and the total
Tatal Cost 2500000 cost of the exhibit.
Tatal Resvetne TAO00.00
Track details in Bxcel Lr\ Click here to open an
Diatasst J Exce_l spreac_ig,heet _for
tracking additional infor-
J Yiew Shipping & Insurance Information | mation about the exhibit.
- U O R S

On the right side of the screen you will see a command button labeled Track
details in Excel. If you have MS-Excel software installed on your computer, you
can press the button to open a spreadsheet where you can record additional infor-
mation specific to this exhibit. For example, you may use this to record accounting
data for the exhibit.

SHIPPING & INSURANCE INFORMATION

For traveling exhibits you will be shipping valuable items. PastPerfect provides
a sub-screen where you can record important information about the shipping
process including: point of origin and destination, ship date, arrival date, form
of transportation, carriers, handlers and crate details. Also on the sub-screen you
can record information about insurance on the items.
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Figure 13-5 "
Shipping & Shipping & Insurance Information
Pritmary cartist
Insurance Sub- | geasiom pastertect Museum Storage Federal Express El
screen Shippedto  Carter Homestead House E
Additional Carriers
Ship date 09/15/2003 Arrival date | 0971 62003 naone J
Transportation cost paid by Borrower © Lencer J
Faorm of transportation Handllers
Ground Transportation Wary L. Parr prepared the containers for shipment J
Richard L. Hilton unpacked containers atthe Carter
Crate types  Cardboard containers Mo of crates 3|| Homestead House |
Crate List
Inzured b (+ B " Lend
B 1 - Carboard box containing sifter and candlestickJ ! SrreEr =N
Box 2 - Cardhoard hox containing quilt Insurance Company
Box 3 - Cardboard box containing teapot Pastville Underwriters

Policy#  P-342221

Insurance Representative
Susan Oreell

J Fhone no.  610-555-7840

Shipping & Insurance Motes Premium  $200.00
Minimurn coverage limitwas $5000 J Insured Yalue  $5,000.00
Palicy Exp. date 0110242006

J Eclit

ADD ITEMS TO THE EXHIBIT LIST

At the bottom of the Exhibit screen is a grid that lists the catalog records
included in the exhibit. At the top of the grid are command buttons labeled Add
Item, Edit, Delete, Return, or View details for items, and Edit Exhibit Labels.
If some of the items from the exhibit have been returned, there is another button
View returned items which, if pressed, allows you to view a list of those items.

When you click on the Add Items command button the screen in Figure 13-6
appears.

This screen allows you to add items from the Objects, Photos, Archive, or Library
catalogs to your exhibit. Choose the catalog to search by clicking on the appropri-
ate radio button. Using the Prior, Next, and Browse buttons, locate the item you
wish to add. When you have found it, click on Add This Item.

When you are finished adding items, click Close to return to the exhibit screen.
The new item will now be on the list at the bottom of the screen.



Figure 13-6 B Add items to exhibit

Add Items to

Exhibit
Object I | 2003 2 2
Ohijname | Teapat
Artist | sacter, James
Title | "Sadler Teapat”

Home Location |Museum tdzin Bldg

Dezcription Sadler creamware hexagonal tespot with lid. Clear glaze over red J
transferware design. The transfer design depicts a romantic
landzcape with & stone bridge in the foreground with teeo figures. In
the hackground stands a ruined castle. Thiz design is identical on
hoth sides of the teapat. The lid, rim, handle, and spout are
decorated with flovwers. The knob onthe lid iz decorated with a &
poirted star. J

Brows=e or enter the Ohject ID of the item you want to relate to and press Enter.

Browse | 4 Prior | Mext b | Add this item | Clear |Closei|_*|

To change items on the list, click Edit, Delete, Return, or View details for items to
display the following screen.

Figure 13-7 B Edit items on exhibit P
Ed |t |temS On m Remowe this item from exhibit | A Prior | MNext b ‘ Detailled Condtion Report | Delete | Eciit | Histary ‘ C\useil_* i
Exhibit Calection  Decorative Arts Callection Date 1872ahcd

Ohject ID 200322 Okjname Teapot “Year range 1872 thru 1872

COther Category 4. TEE For Materials Catalog date  01/16/2003

Ol Sub-category Food Setvice T&E Cataloged by Allen, Athur

Artist Sadler, James Status date  01/16/2004

Title "Gadler Teapot' Statusby  Withers Blanche

Home Loc Museurmn Main Bldg Status 0K J

Temp Loc Carter Homestead House Coneltion Excellent J

Condtion date 02i11/2004

Description .

Gadler creamware hexagonal teapotwith lid. Clear glaze over red transferware design. The J Cantion by Parr, Mary L

transfer design depicts a romantic landscape with a stone bridge in the foreground with fwo Start date 01/14/2004

figures. In the background stands a ruined castle. This design is identical on both sides ofthe

teapot. The lid, rim, handle, and spout are decorated with lowers. The knob on the lid is Setupn Muttimedia links |

decorated with a 6 pointed star.

Condition Hotes

The teapot is in excellent condifion with no defects, cracks, crazing o chips. This evaluation J

covers hoth the teapot and lid.

5016 ‘ Image Management (1 of 5) | 3 |

The command buttons at the top of this screen present you with several options.
Browse the items on loan by clicking the Prior and Next command buttons.

Remove this item from exhibit- Click here to take this item off the exhibit list.
This is for items that have been in the exhibit but have been removed for some rea-
son. A list of removed items will be stored and can be seen by pressing the View
Removed Items command button on the main Exhibits screen.
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Detailed Condition Report - You can create a detailed condition report for each
item that is on exhibit. Click on the Detailed Condition Report command button
at the top of the screen and a blank condition report appears. See Chapter 6, The
Objects Catalog, for detailed instructions on creating a condition report.

Delete - Clicking on the Delete command button removes the item on the screen
from the exhibit list. This should be used while creating the exhibit list, in the
event that you have mistakenly added an item to the list. Deleted items will not be
stored on the View Removed Items screen.

Edit - This command button allows you to make changes in the record.
History - This command button reveals a list of past exhibits for that item.

Once an item is placed on the Items on Exhibit list, a flag is placed on the item in
its respective catalog. The flag appears in the middle of the screen in a yellow box
with the words “Item on Exhibit.”

Figure 13-8 Description

Objects Sadler creamware hexanonal teapot with lid. Clear glaze over red transferware design. The
transfer design depicts a romantic landscape with a stone bridae in the foreground with two
Cat_al()g screen figures. In the backaround stands a ruined castle. This desian is identical on both sides of the
for items on teapot. The lid, rim, handle, and spout are decorated with flowers. The knob on the lid is
exhibit decorated with a 6 pointed star.

Archaeology | Art | Geologyl History | Hatural History |

+/| oin

Click here to open to the Exhibit
screen. -

ENDING AN EXHIBIT

When the exhibit is over, you will want to record that on the Exhibit screen.
Click the End this Exhibit command button at the upper right of the Exhibit
screen. You will need to enter an End date and press Process to complete the
operation. The exhibit will now be moved to the Past Exhibits file.

VIEWING PAST EXHIBITS

The Exhibits screen has separate modes for viewing Current and Past exhib-
its. There is also a View All mode. To change the screen view mode, press the
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desired command button at the top right of the Exhibit screen.

Figure 13-9 Not viewing all records Wigsne Al | Currert | Past

Exhibit screen

. Records in current file =y =
views | I Past Exhibit Recall this Exhibit

T b eTeaa Pymhere 0 et Tlirate et reairem’

CREATING EXHIBIT LABELS

PastPerfect includes an editor for creating short identification labels for the
objects in your exhibits. An identification label should contain details such as
title, creator, date, material, scientific name, object ID number, and donor infor-
mation. However, donor information is typically provided last and in the small-
est typeface.

In creating labels, you should concentrate on what is most important to visitors. A
good identification label does not have to include everything you know about the
object. Rather it should include, in a simple, readable format, what a visitor might
want to know. In most cases, a visitor wants to know what it is, where it came
from, how old it is, and what it is made of. An exhibit label for a painting might
look like the following example:

Morning in the Café

Rachel Eileen Parr

Painted in Seattle, in 1977
QOil on canvas

Gift of Margaret K. Krantz

To create exhibit labels through PastPerfect, click on the Edit Exhibit Label com-
mand button at the top of the Items on Exhibit list. The screen shown in Figure 13-
10 will be displayed. At the bottom of the screen, the editor includes some of the
common fields used in creating identification labels. You can cut and paste infor-
mation from these fields into the exhibit label.

You may select a different font style and font size for each of the four sections
of the label. To learn how to customize your exhibit labels, refer to Chapter 15,
Reports, for detailed instructions.
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EEUE :13b-10 ® Edit Exhibit Labels X
it Exhibit - .
Labole obiect ExtiBTLABELS [IRIEEN cmemi

Exhibit Label
Text 1 [ HUBLEY TOWY TRUCK - 1955

=
=l
Text 2 [} L2000.001 0001 _[

|

Text 3 || The Hubley Kiddie Toy Company cars and trucks were the Baby Boomers' matchios :I
cars. This Hubley Tow Truck has a swivelling tovy hook and doors that open and close,

Text 4| On loan from Perfectown buseum of Histary

Cut & Paste from fields below or from catalog screen.

Object I | L2000.1 .1 Objname | Toy, Truck Date | 19532212
Artist
Title
D | Toy towe truck with rubber tires. Body of truck is painted orange. The tow hook and outsides of j
g bed ofthe truck are unpainted silver metal. Stamped maker's mark inside truck cab reads,
'r: "Hubley Kiddie Toy Made in USA 460",
i
P Jid|

Credit |
Record 1 of 4

When you have created exhibit labels for each item in the exhibit, return to the
Exhibits screen. To print your exhibit label, click on the Print command button at
the top of the screen.

Click the Preview command button under Print Exhibit Labels to display the Pre-
view screen:

Figure 13-11
Preview
Exhibit Labels

[ ® v v e

Morning at the Cafe
Rachel Eileen Parr

Painted in Seattle, in 1977
Cil on canvas

GifE of Margaret K Krantz

P S ey I VT S el Y S RO

If it meets with your approval, click the Print comman button.
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The exhibit label text is stored with the catalog record after the exhibit is closed.
The next time the item is used in an exhibit, you will not have to re-create the
label.

The Exhibits screen allows you to track every aspect of the in-house exhibit pro-
cess. As with all aspects of collection management, meticulous record keeping is
critical. It is good policy to periodically review your active exhibits. Removal dates
should be monitored so that exhibits are removed promptly. If an exhibit is to be
extended, the exhibit screen must be updated.
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