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THE ARCHIVES CATALOG

The Archives catalog is for cataloging unpublished materials such as documents,
manuscripts, oral histories, videotapes, personal papers, maps, and music collec-
tions. This chapter will explain how to create data for the various catalog fields.
Detailed definitions are provided as we go through the catalog screens to help clar-
ify the type of entry for each field. As in all the catalogs, you may choose to enter
data in only those fields that are appropriate to the item being cataloged.

The Archives catalog field names are based on the work of the International Coun-
cil on Archives (ICA) Ad Hoc Commission on Descriptive Standards. The rules of
description for archival material have been detailed in the ISAD(G), International
Standard Archival Description (General) document. For more information about
the ICA, visit their website at www.ica.org.

Archives may be cataloged as a single item, such as a letter, manuscript, or diary,
or as a complex set of documents, such as the complete records of a corporation.
This chapter will show you how to catalog large collections of documents, such as
corporate records, using multilevel linking. You will also learn how to catalog indi-
vidual items, such as letters, diaries, original manuscripts, newspaper clippings,
receipts, ledger books, and other personal papers.

Here are two definitions that will help you navigate through the field names in the
Archives catalog.

Unit of Description - A unit of description may be a single item, a series contain-
ing multiple folders, a folder containing multiple documents, or a full set of corpo-
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rate records that are treated as a single entity. You can enter any of these units of
description as a single catalog record in Archives.

Fonds/Collection - The whole of the documents, regardless of form or extent, cre-
ated and/or accumulated by a particular person, family, or corporate body in the
course of that creator’s activities and functions.

GETTING STARTED

From the PastPerfect Main Menu Collections section, click on
the Archives button to open the Archives catalog.

|

Archives If the catalog already contains data, the catalog record that
was last viewed will display. If this is the first item entered,
the screen will display blank data fields. Click the Add button in the top Naviga-
tion Bar to begin.

® Add MNew Cataleg Record &2
ADD NEW CATALOG RECORD ADD OPTIONS
Enter Accession# Enter Incoming Loan# Type of Add
= OR = @ Add a Single Record 1 Add a Range of Records
Pre-fill Object ID with Accession# Pre-fill Object ID with Incoming Loan#
Source
Fill New Record with:
(@ Blank Data (I Current Data | Default Data
Enter Object ID Enter the new ) - )
Object ID number
Last Entry 2009.16.1 and Object Name.
Enter Object Name Search for Object Name in é‘ Set Current Record as Default Data Record
Authority File ‘ Lexicon | AAT Online
Lexicon Categories
ocgect]
Go to Default Data Record
Default
G SR e Create New Blank Default Data Record

Figure 8-1 Add New Catalog Record screen

Enter an Accession#, Object ID and Object Name into the Add New Catalog
Record screen fields, then click Add New Record. In Add Mode, you will be able
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to add information about the item. Once you complete data entry for the fields
common to all catalogs at the top of the Archives screen, you will start entering
information in screen views with fields tailored for archival materials. For more
information about the Add New Catalog Record screen please see the section for
“Adding a Catalog Record” in Chapter 6 - The Objects Catalog. For more information
about the common fields at the top of the screen, please see the section for “Fixed
Fields at the Top of the Screen” in Chapter 6 - The Objects Catalog.

THE ARCHIVES SCREEN EXAMINED

The top of the Archives catalog screen is essentially the same as the top portion
of other catalogs we have discussed. It contains the Collection name, Object 1D,
Object Name, Other#, Old#, Accession#, Source, Home Location, dates, cataloger,
status information and Image Management (for MultiMedia Upgrade users).

NOTE

If the Archive record was added without an accession number, you may link to an
existing Accession record, or create the Accession record from the Archive record. Click the file folder
icon to the right of the Accession# field. You will be asked if you want to link to an existing Accession
record, or create a new Accession record. The next screen will allow you to find the existing Acces-
sion records or create a new record.

Unlike the other catalogs, Archives has a Reference Code field. The Reference
Code is used to provide a unique identifier for the archival record and a link to
the description that represents it. The reference code is made up of three parts; a
country code, a repository code, and a specific local object id number. For exam-
ple: US MnHi P2141. This reference code indicates that the item, P2141, is located
at the Minnesota Historical Society in the United States.

Just below the Home Location field, you will notice the screen view name on

the left and five radio buttons on the right. These buttons represent the differ-
ent screen views available for this catalog: Archive, Map, Music Collection, Oral
History, and Custom fields. You may set a default screen view for each catalog
record so that whenever you open that particular record, the selected screen view
appears. Please note that you need to be in Add Mode or Edit Mode to select the
default screen view.
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Each type of archive record has a particular set of fields that are needed to catalog
that type of item. These fields are grouped in Screen Views. At the top of the left
Sidebar, you will see buttons for each screen view. Although you will probably
not use all fields for all archival records, you may find fields in multiple screen
views useful for describing items. While you can set the default screen view for
this record using the radio buttons, you can access any field in any view from the
Sidebar. To view fields, click the desired screen view button. To edit fields, please
click on the screen view button and then click Edit in the Navigation Bar at the top
of the screen. Screen views with completed fields will have a green data light.
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Figure 8-2 Archives Catalog screen

In the Sidebar below the Screen View section, you will see Other Views. These but-
tons open additional information screens which are common to all four catalogs
and are explained in depth in Chapter 6 - The Objects Catalog. The exception is Con-
tainer List, which is unique to Archives. At the bottom of the Sidebar in the Actions
section is the button for View/Set Up Links. This screen enables you to create,
change and view links between archival records at different levels of description.
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This chapter includes more information on entering a container list and performing
multilevel linking.

In the Archive view, you will find six tabs that contain ISAD(G) archival fields.
The tabs are: Identity Statement, Context, Structure, Conditions of Access and Use,
Allied Materials, and Description Control. This chapter will discuss how to enter
data for each field in these tabs.

We will also describe how to enter data in the Map, Music Collection, Oral History,
and Custom screens.

THE ARCHIVE SCREEN VIEW

THE ISAD(G) TABS EXAMINED

Identity Statement Tab

The Identity Statement tab is used to identify and describe the archival material
represented by the record. Please enter a description for the item or group of
items in the Scope and Content / Abstract field located on the left of this tab. To
the right of the Scope and Content, you will find the fields Multilevel Linking,
Title, Dates of Creation, Dates of Accumulation, and Extent and Medium of the
Unit of Description.

Multilevel Linking Level of Description - The position of the item in the hier-
archy of the fonds or collection. This may be Fonds/Collection, Series, Subseries,
Folder, or Item. This will be explained further in the multilevel linking portion of
this chapter.

Title - A word, phrase, character, or group of characters that names an archival

item. When the material bears a formal title, transcribe it exactly as it is worded,
ordered and spelled. When generating your own title, use a phrase that reflects

function, activity, subject, location, or theme.

Dates of Creation - The actual date or range of dates during which the archival
material was created. For example, 1916-1945.
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Idem\tystalemem Context Structure I Conditions of Access and Use Allied Materials Description Control
'fz Scope and Content/ Abstract ﬂ Multilevel Linking Level of Description Fonds/Collection =
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Figure 8-3 Archives Catalog ldentity Statement tab

Dates of Accumulation - This date range can be different from the Dates of Cre-
ation. It is used to record the period over which the material has been accumulated
by a collector.

Extent and Medium of the Unit of Description - Use this field to record the num-
ber of physical units in Arabic numerals and the unit of measurement. Alternatively,
give the linear shelf space or cubic storage space occupied by the archival material.
For example: “143 rolls of microfilm, 35 mm” or “100 cubic feet (65 boxes).” Please
also record the type of material being described, such as “1 book, folded leather
cover with 32 paper leaves.”

Event - Use this field to refer to a named occasion associated with these materials.
Using the file folder icon button, you can access the Event authority file to complete
this field and learn the details recorded about this event.

Site/Site # - If this material is associated with a site, please record the site name and
link it to your Sites & Localities record using the Site field. Use the plus sign button
to the right of the field to link to additional sites.

The Context Tab

This tab is used to identify the creator of the archival material and place the material
in context. This tab displays the Scope and Content and contains the following fields:
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Name of Creator - Enter the name of the organization or individual responsible for
the creation of the material. Notice the file folder icon to the right of this field. This
indicates that there is a subscreen available where you may record biographical
information about the creator. For both the Creator and Other Creators fields, you
may access the Artist/ Authors/Creators/Photographer authority file by pressing
F7 or right clicking on the field with your mouse.

Structure l Conditions of Access and Use Allied Materials Description Control

» Scope and Content/ Abstract ﬂ Name of Creator Roosevelt, Franklin D.

£ 16mm film of Franklin Roosevelt asking congress to declare war J Other Creators
% on Japan, December §, 1941. Film maker unkown.
;

Click on the file folder icon to
add, edit, or view biographical ps Erank\in D%Fleloosevelrt].
information about the creator, [1° “°ndress folloving the

&
=l
=l
3

o e
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J Sphere of

Dales andPlaces Frankiin Delano Roosevelt (30 Jan. 1882-12 Apr. 1945), R BELLY

of Birth and thirty-second president ofthe United States, was born on his
Death family's estate in Duichess County, New York, the son of James J

Roosevelt 3 wealthv. landed oentleman who dabbled in but
Places andlor Hyde Park, Dutchess County, New York Motes J E Update History I
Geographical Warm Springs Institute for Rehabilitation, Warm Springs, GA

Areas of
Residence

Gl NS kI

Titles and Honors He won election to the New York Senate in 1910, J
President Wilson appointed him Assistant Secretary of the Nawy,
and he was the Democratic nominee for Vice President in 1920. Related Works
| Object ID [ Object Name Ttle [
Relationships Married distant causin, Eleanor Roosevelt, March 1905, They had _~| |4 200412 Film UE Enters World War I
a daughter and four sons.
Education Harvard 1900 to 1904 J

Columbia Law School 1905

Publications The American way; selections from the public addresses and -
papers of Franklin D. Roosevelt. Edited by Dagobert D. Runes
MNew York, Wisdom Library [1958]
920 19 cm -

Search ULAN Online | Preview | Print | Edit | Exit I

Figure 8-4 Archives Catalog Context tab

Other Creators - Enter the names of any other creators associated with the unit of
description. Enter names: Last, First, Middle Initial to facilitate research.

Administrative/Biographical History - Provide a history of the corporation, or a
biography of the creator of the archival material. This will help place the material in
context. Record any significant information on the origin, progress, development,
and work of the corporation or on the life and work of the creator of the material.
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Archival History - Record the successive transfers of ownership, responsibility
and/or custody of the unit of description. Indicate any actions, such as history of
arrangement, creation of finding aids, re-use, software migration or reorganization
of records that have resulted in its present structure and arrangement.

The Structure Tab

This tab provides information about future additions to or destruction of materi-
als, and a guide to the arrangement of the materials.
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Figure 8-5 Archives Structure tab

Appraisal, Destruction, and Scheduling Information - Enter information on any
appraisal, destruction, or scheduling action taken. Where appropriate, record the
authority by which the action has been taken. Example: “This item is to be kept
permanently in the PastPerfect Museum Archives. The item shall be appraised
every ten years for insurance purposes.”

Accruals - Detail any possible changes in the extent of the materials or item. Indi-
cate if future accruals, additional transfers, or deposits are expected. Where appro-
priate, give an estimate of their quantity and frequency. This field applies to the
cataloging of corporate records.

System of Arrangement - Enter information in this field about the arrangement
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of the material. Specify the order of the materials and, if appropriate, how these
have been altered by the archivist.

Disposition - Enter the type of disposition planned for this record, such as “Return
to creator” or “Destroy.”

Disposition Date - Record the date when the archival items were disposed.

The Conditions of Access and Use Tab

This tab contains fields that are designed to record the legal status of the materials
and to outline conditions under which the material may be used or reproduced.
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Figure 8-6 Archives Catalog Conditions of Access and Use tab

Conditions Governing Access - Identify any conditions that restrict or affect access
to the item. Indicate the extent of the period of restriction and the date at which the
material will open. Example: “Family correspondence closed until 2020.”

Conditions Governing Reproduction/Copyright - Identify any restrictions on the
use or reproduction of the material. If the conditions governing the use, reproduc-
tion, or publication of the material are unknown, or if there are no conditions, then
no statement is necessary.
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Language/Scripts of Material - Record the predominant language(s) of the materi-
als comprising the item. If documents contain multiple languages, please list all
applicable languages separated by forward slashes.

Physical Characteristics & Technical Requirements - Indicate any important phys-
ical details and any permanent physical condition of the material that limits its use.

Finding Aids - Give information about any finding aids that the repository may
have that provide information relating to the item. If appropriate, include infor-
mation on where to obtain a copy. Example: “See: Guide to Historical Document
Holdings in Spokane County. 1999.”

The Allied Materials Tab

This tab provides fields for recording information about the location of the origi-
nal item and any information about the existence of copies or other materials
that are related and that may be held in other repositories.

'].\ Identity Statement Context Structure l Conditions of Access and Use Description Control

Existence & Location of Originals Related Units of Description in this Repository
¢ Original film resides in the Smithsonian Institution Film Archives. J See accession# 2003.1 for WWII archival materials and photographs. J

b e i

3
? Existence & Location of Copies Associated Material in Other Repositories
% The film is available on videotape or in digital format through this J More World War Il films are available at the World War Two Museum of J
;’ repositary. Pottstown, 1234 5. Union Street, Pottstown, PA. 19342, 610-555-5678.
2
3
b
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y
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Figure 8-7 Archives Catalog Allied Materials tab

Existence & Location of Originals - If the item is a reproduction and another
repository holds the original, record the name of the other repository. Also give any
identifying numbers and other information that may help in locating the original
material. If the original no longer exists, give that information.
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Existence & Location of Copies - If the item is available in another format, record
the formats together with any significant Object ID numbers and the location where
they may be found. Example: “Photocopies available for researchers. File Cabinet 4
Drawer 2.”

Related Units of Description in this Repository - Use this field to identify related
items in the same repository. If the item consists of material that has a direct and
significant connection to another item in your repository, indicate the relationship.
For example: “See Series 2003.1.2 for World War II correspondence from/to Han-
ley, Warren T. See also 2004.1.1 for his War Ration Book.”

Associated Material in Other Repositories - If there is any material in another
repository that has a relationship by provenance to the material, provide infor-
mation about the associated items and the other repository. Example: “Cheney
Museum of History owns the diaries of Hanley, Warren T. See Catalog #85.1.2.”

The Description Control Tab
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Figure 8-8 Archives Catalog Description Control tab

Archivist Name - Record the name of the archivist who is primarily responsible
for cataloging and describing the unit of description. This field is controlled by the
Experts authority file. To view more information about this expert, click on the file
folder icon to the right of the field.
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Rules or Conventions - Identify the international, national, and/or local rules or
conventions followed in preparing the description.

Date(s) of Description - Indicate when this material was prepared and/or revised.

Archivist’s Notes - Explain how the description was prepared.

THE CONTAINER LIST

Use the Container List when cataloging an archival record that describes materials
contained in multiple storage units. The Container List tracks the physical location
of the materials. For example, the Container List can be used when cataloging the
document boxes that house a collection, series, or other unit of description.

To add a new item to the Container List, click on the Container List button in the
Sidebar on the left side of the screen. Once in the screen view, click on the plus
sign button towards the right side of the screen. At the Add/Edit Container List
screen, enter information in the Location, Container, Folder, Title, Description,
Date, Year Range, Creator and Subjects fields. Click Save when finished.

You can Add, Delete, Edit, Spell check, Preview and Print container list records
using the file folder icon button. If you want to add similar records using the Fill
with Current Data when Adding check box, please be sure you are viewing the
record to be copied. You will want to Edit that record and check the Fill with Cur-
rent Data when Adding box. Save the record, then click Add. At the Add/Edit
Container List screen, complete the data fields for the new record and click Save,
then click Close. Your new record will appear in the list.

The Query button allows you to search this record’s Container List for a word or
phrase in all or selected fields. For example, if you want to search the Container
field for “MS Box 122,” you would uncheck the Location, Folder, Creator, Date,
Title, Subjects and Description boxes. Then type “MS Box 122" in the Search for
field. Your Container List will show the query results. When you want to view

all Container List records, click the View All button. You can query all Archives
records using Container List fields by clicking the Query button located within the
Navigation Bar on the top of the catalog record screen.
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4 Prior A Delete Preview

Figure 8-9 Container List

The last two buttons on the right of the Container List screen enable you to pre-
view and print Container List records.

To change the sort order of the Container List, select the desired order from
the Sorted by drop-down menu. Items can be sorted by Container, Date, Entry,
Folder, Location, and Title. Entry is the order in which they were added to the
record.

Searching the Container List

You may perform searches on the contents of the Container List using the Query
button in the Navigation Bar at the top of the screen. The Query function allows
you to search any field or combination of fields using a variety of conditions. To
narrow the “search by” fields to just Container List fields, please use the radio



182 PastPerfect Museum Software User’s Guide

button to select Container List at the top of the Search Archives Catalog screen.
Select the field to search from its drop-down menu, choose a condition from its
drop-down list, then enter a value. Once your statement is complete, click the
Add to Statement button. You may add more statements using the “and” or
“or” operators to build the filter statement. Once you have your desired search
conditions, click the Run Query to Select Records button. The Archive records
that meet your filter statement will appear in Query Results. Click the View
Records button in the Sidebar to view those Archive records, then click the Con-
tainer List button on each record to see the Container List entries. The Query
function is discussed further in detail in Chapter 14 - Research.
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Search Archives Catalog | Main Catalog ) Container List | Oral History Recordings (. Music Track List I|

la &
i Build Filter Statement To begin the search, click the
Start New Query Select Field, Condition, enter text in Value and press Add to Statement to bl C t N L ‘t d ’b tt
AR | ontainer List radio button.
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e < Add to Statement
Save Query
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Figure 8-10 Container List Search through Archives Query

MULTILEVEL LINKING

For many historical societies and small museums, the item and folder level with
container list are enough to catalog most archival materials. However, for large col-
lections of corporate documents or a collection of personal papers, you may want
to use the multilevel linking capability built into PastPerfect. This allows you to
link collection records together in a hierarchical system from the general to the spe-
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cific. Separate records can be entered for each level of description: fonds/collection,
series, subseries, folder, or item.

A fonds/collection is defined by the ICA as the whole of the documents, regardless
of form or medium, organically created and/or accumulated and used by a person,
family, or corporate body in the course of the creator’s activities and function.

A series is defined as documents arranged in accordance with a filing system or
maintained as a unit because they result from the same accumulation or filing
process. For example, in a collection of corporate documents, the minutes of board
of directors meetings arranged in folders by year could be considered a series. A
series may be divided into subseries based on filing arrangement or content.

Let’s catalog a parent record for the Hanley Family Collection personal papers. The
parent record encompasses the whole collection, briefly describing all the items
contained in the fonds.

= Archives Catalog ==
+ o[ # | B X | & I gobectD |
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People - Subjects Pacific Fleet. His small vessel was involved in several defining inti i
Classification operations, including the invasion of Japan and the Philipines. Dates of Creation Of DeSCflpthﬂ is Fonds or
Search Terms The fands includes the folloying: 1916-1945 Fonds/Collection.
Relations 3 - Letters =
- 1 3-Cerificates -
Source @ | |10 - B&W photographs - Naval Xubjects WWII Dates of Accumulation
~— | 1-Uniform bar with 3 stars 1916-1945 J
Lists 1 - Diary 1945 =]
Virtual Exhibit Extent and Medium of the Unit of Description (Quantity, Bulk, or Size)
N 3 - Letters -
At the Fonds/Collection level, the Scope and 3- Certificates j
- . . Py 10 - B&W photographs - Maval subjects WWWII
Content field contains a brief description of A i i3 rare -l
all the items in the collection. e =
Record 12 of 20 Include in Web Export Updated by Unknown Updated 07/08/2008 11:06 AM [V GRLES 6T

Figure 8-11 Archive parent record
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Next, enter the Series level records as shown in Figure 8-12, that you wish to link to
the parent record. Once the record for the series has been created, you can link it to
the parent record by clicking the View/Set Up Links button under Actions on the
Series record screen. Or you can go to the Identity Statement tab for this record and
click on the file folder icon to the right of the Multilevel Linking Level of Descrip-
tion field. Both buttons will bring you to the MultiLevel Linking screen. Click
Create Link, enter the fonds/collection Object ID as the parent Object ID, and click
the Create Link button again. You may enter any number of series records and link
them to the same parent record. Please note that you will need to save the record
and be out of Edit Mode to set up the links.

= Archives Catalog

: ARREEREE o
I" < ‘ N‘ Add |Browse| Edt | Spel | Find | Query | Delete | Print | Medi . Sort by Rl -
Screen View Collection Hanley Family Collection Date 01/16/1916
Archive: ® | ObjedID 2003.1.2 Year Range 1916 thru 1916
Wap ObjectMame  Series, Archival Catalog Date 10/16/2002
Music Collection Reference Code US PPM 2003.1.2 Cataloged by Parr, Mary L.
" Other#
SEliEEY = Multilevel Linking
Old#
Custom
i Parent i
Accessi " o 00112003.1.3.JPG
Other Views ObjectID Level =
Home Lt 500314 Fonds/Collection View Parent Record || mage uanagement (1o17) | ¥

Appraisal { ] m_—y
e A Hanief amily Colteciion Change Link
ondrion

_ Id
oo et ® en Thie . Remave Link 1 Description Control
ﬁ Scope ar i Level &f Description Series J!
3 Letter: Series .
e o To jump to the parent =
— 1916 L . .
Notes & Legal ® Hamgf rds in Next Lower Level record, click the View
People - Subjects - LL =l i) Taview lower level Parent Record button. =
Classification [ ] Enter the parent reCOrd records, double click J
Search Terms . . the Object ID 1944
cotons Object ID here to link one e E
Source » || the parent record to the
v || series record. =l
=
Virtual Exhibit rda\.gsﬁg; Pescription (Quantity, Bulk, or Size)
Actions election J
View/Set Up Links @ 1944 A g
NN |
: =
boice B

Figure 8-12 Series Level record with Multilevel Linking screen

The next step is to enter separate records for each subseries, folder or item that you
wish to link to the series. These records can then be linked to the series using the
View/Set Up Links button and entering the series Object ID as the parent.
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Figure 8-13 = Multilevel Linking =]
Multilevel Linking parent Information
screen with several oueaid Fonie S ollacion VewPa o Resona
IeVeIS Hanley Family Collection Change Link
This Record Eemovs Bk

ObjectID

Records in Next Lower Level

Level
200312 Series

200313
200315

Item

iy Toview lower level
ltem

records, double click
on the Object ID.

2003.1.12 “em

Notice there are several ltem Level records linked to
the Series Level record, which in turn is linked to the
Fonds/Collection Level parent record.

PastPerfect does not require you to provide all levels of data. In some cases, you
may need to enter a record only for the fonds and records for the associated items,
linking the items directly to the fonds, without a series. You can also enter a single
record for the fonds without series or items, or you can enter items without an
associated fonds or series.

Multilevel Linking allows you to create hierarchical document cataloging, in com-
pliance with ICA standards and using the rules of description as documented in
the ISAD(G) manual.

Remember, when cataloging with multilevel linking, you do not have to repeat
information in lower levels that you have already entered in the higher level. You
will save time in cataloging by starting with the fonds/collection level and working
your way down through series, subseries, folders, and items.

THE MAP SCREEN VIEW

The Map screen allows you to catalog maps in your collection. This view contains
specialized fields required for these items. The field names and field descriptions
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are derived from the Guide for a Small Map Collection, by Barbara E. Farrell and
Aileen Desbarats.

= Archives Catalog =]
Z 7 [ = =
I M4 » ‘ " ‘ Add |Browse| Edt | Spell | Find | Query | Delete | Print L Sort by R -B
Screen View Collection PastPerfect Museum Maps Collection Date 1923
Archive: L Object ID 1999.1.16 Year Range 1923 thru 1923
Map ] Object Name Map Catalog Date 07/13/2000
Music Collection Reference Code US PPM 1399.1.16 Cataloged by Lufkin, Joseph
Oral History iz Status Date  07/13/2000
Custom 2 Status by Lufkin, Joseph
A ion# 1999.1 Hilton, Earl and Emestine = | Status oK
Other Views Home Location  PastPerfect Museum Archives
Appraisal { ] n n n - "
y ap @ Archive © Map @ Music Collection @ Oral History @
Condion | scope and Content/ Abstract # )
Container List Official Automobile Road Map of the State of Oregon was _~| AreaiRegion Oregan
~—— | published in 1923 and shows all through trunk highways and Projection  Unknown
Lexicon g
pum——— mamdtravec:ed ma_ds, zwlh gmleakges, The‘ mar?s kdEy STWS ”!a‘ Insets In the LL quadrant of the map an inset entitled "FOR THE J
Location @ | Pavedroads are in red and rack or grave! surtaced roads are in MOTORIST" lays out the rules of the road.
yellow. The year 1923 appears in the center of the map in red J
MNotes & Legal @ | outlined letters 1 1/4" in height.
People - Subjects Publisher  Oregon State Highway Commission
R & PubPlace  Salem, OR
Search Terms.
Relations FPub Date 1923 Language English
Source L Series
— Edition
Virtual Exhibit
Physical Atfributes West East
Size 2"x 14" Longitude 117 10° 124 300

Actions

ViewiSet Up Links Mo Sheets 1 North South
Latitude 46 20° 42 00

Medium Paper
J Scale Unknown P.Meridian Greenwich, England

Record 2 of 20 Include in Web Export Updated by Updated 01/19/2006 11:31 AM [N Y

Figure 8-14 Archives Catalog Map Screen View

Please include a description of the map in the Scope and Content field at the left of
the Map screen. If the map has unusual characteristics, such as a round or irregular
shape, please note them in this field. The following are explanations of fields spe-
cific to maps.

Area/Region - Use this field to enter the name of the area or region covered by the
map being cataloged.

Projection - Enter the type of projection used in the map being cataloged. It is
impossible to transfer information from a sphere to a flat surface without distor-
tion. On maps that include enough of the earth’s surface for the curvature to be
significant, the properties of distance, angular measurement, area, and shape must
in some way be distorted. Projections have been devised to preserve a specific
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property or combination of properties. An example of a projection is the Mercator
Projection.

Insets - An inset is a small map or illustration set within a larger map. For example,
a map of the state of Maryland may have an inset of the city of Baltimore.

Publisher - The name of the entity that published the map.

Published Place - The location where the map was published. Include city, state
and country.

Published Date - The year in which the map was published.
Language - The predominant language of the map.

Series - You may acquire multiple related maps or a map of one area that covers
multiple sheets. Record the name of the map series.

Edition - The map may have been republished. Please record the edition that you
are cataloging.

Size - Use this field to record the size of the map being cataloged. This is usually
expressed as in this example: 24” x 36.”

Number of Sheets - This field is used to record the number of sheets that comprise
the map being cataloged.

Medium - This field is used to list all media from which a map is made. You may
choose to record a single entry such as “Paper” or “Vellum.” However, you have
the option to choose several entries separated by forward slashes, as in “Paper/
Watercolor.” Record multiple entries in descending order of percentage of compo-
sition. This field is controlled by an authority file from which you may choose pre-
defined media types.

Scale - Scale refers to the proportion used in determining the dimensional rela-
tionship between map distance and ground distance. For example, if one inch on
the map represents 50,000 inches on the ground, the scale can be expressed as 1 to
50,000, or 1:50,000. This is called the representative fraction. Use the Scale field to
record the scale of the map.
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Longitude - Use the Longitude fields to record the angular distance on the earth’s
surface east or west from the Prime Meridian, expressed in degrees, minutes and
seconds. East Longitude describes the eastern boundary of the map. West Longi-
tude describes the western boundary of the map.

Latitude - Use the Latitude fields to record the angular distance north or south of
the earth’s equator measured in degrees along a meridian. North Latitude describes
the northern boundary of the map. South Latitude describes the southern boundary
of the map.

Prime Meridian - Prime Meridian is the zero meridian used as a reference line from
which longitude east and west is measured. It passes through Greenwich, England.
The Prime Meridian at Greenwich is accepted as such by international convention
(1884). Many maps produced in non-English speaking nations may have numbering
systems based on other meridians, such as the meridian of Ferro Island or the Paris
meridian. Use the Prime Meridian field to record the Prime Meridian for the map
being cataloged.

THE MUSIC COLLECTION SCREEN VIEW

The Music Collection screen view provides a comprehensive database program for
cataloging music collections within PastPerfect. This screen view allows you to
create and track information about music recordings including: album title, group
name, primary artist, instrument, genre, recording label, recording media, and
other artists and instruments. You may also create a complete track list for each
recording that includes: track number and track length, media ID, song title, com-
poser, up to ten individual artists and their associated instruments, group, orches-
tra, and conductor for each track. As with cataloging any item in PastPerfect, you
should enter data only in the fields needed to accomplish your cataloging goal.

To catalog a music collection item, begin by adding a new Archive catalog
record. Enter information at the top of the screen for the fields common to all
catalogs and select the radio button for Music Collection to set the default screen
view. Click on the Music Collection button in the Sidebar to reveal the music
fields. Please describe the recording using the Scope and Content, Other Art-

ists & Instruments, Album Title, Group, Primary Artist, Instrument(s), Genre,
Recording Label and Recording Media fields.
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Scope and Content / Abstract - Use this field to describe the album, tape, or CD.
Record subject matter and the form of the item to enable users to judge its poten-
tial relevance. Give a brief summary of the content. This is an unlimited field, so

the entry may be as long as you like.

| Music Collection
% Scope and Content/ Abstract

£ Original tape recording of Wichita Bob and the Mountain Blues

# Boys containing 6 songs recorded at the PastPerfect Museum's

i "Museum Unplugged Benefit Concert” held on December 10, 2003.
i The live recording was later released as a CD entitled, Let the Hard
s Times Roll.

i

=

@® Archive @ Map © Music Collection @ Oral History @ Custom

Album Title Let the Hard Times Roll

Group Wichita Bob and the Mountain Blues Boys
Primary Artist Hargity, Robert Blaine

Instrument Guitar, Vocals

J& Other Artists & Instruments
¢ Juneau Hargity - Vocals, Piano, Dulcimer, Fiddle
1 Silent Jim Smith - Bass

¢ Shadow Wilson - Harmonjca

T Nt el bl BN b bt 2 Al An

Genre Blues

L = Authority File l-r\
X

Music Genre
Use the Genre authority file

to select an entry for this
field.

Acid Jazz

Afro Cuban

Alternative Country
Alternative Pop/Rock
Ambient

Ancient Greek
Andean

Art and Song
Ant-RockiExperimental
Atonal 1
Avant Garde
Barogue
Bhangra

Big Band/Swing
Black Metal
Bluegrass
Blues

Boogie Woogie 1
B ottt o i ol

Click the Music Collection
radio button to set the
screen view.

ot B

Figure 8-15 Scope and Content/Abstract and Genre fields

Album Title - Enter the title or name of the compact disc, record album, or record-
ing.

Group - Enter the name of the group, band, or ensemble responsible for creating
the music.

Primary Artist - Enter the name of the individual who is primarily responsible for
the content of the music. This field is controlled by the Artist/ Author/Creator/
Photographer authority file. To access the authority file, press F7 or right click with
your mouse. Double click on the entry to populate the field. The file folder icon to
the right of the field indicates there is more information available for the artist.
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Instrument - Enter the instrument(s) played by the individual who is primarily
responsible for the content of the music. This field is controlled by the Instrument
authority file. To access the authority file, press F7 or right click in the field. Double
click on the entry to populate the field. You may add, edit, or delete entries in the
authority file from this screen or you may go to Main Menu | Setup | Authority
Files | Archives. Highlight Instruments and press the Next > button at the bottom
of the screen. You may Add, Edit, and Delete entries.

Other Artists & Instruments - Enter any other artists and their instruments who are
responsible for the content of the music.

Figure 8-16

Genre Blues

Right side of t Album Title Let the Hard Times Raoll j
Music Collection E Group Wichita Bob and the Mountain Blues Boys
screen Primary Artist Hargity, Robert Blaine

% Instrument Guitar, Vocals

|

Recording Label Mountain Tunes

. . s K . cording Media 1" Open Reel
To enter, edit, or view additional information about [... 2 P

the primary artist, click on the file folder icon.

Genre - Genre refers to a category of music composition marked by a distinctive
style, form, or content. This field is controlled by the Music Genre authority file.

Recording Label - Use this field to list the record company name, if applicable.

Recording Media - Enter the media upon which the music is recorded. This field is
controlled by a drop-down menu. Click on the down arrow on the right of the field
to reveal the choices. You may add, edit and delete the terms on the list by going to
the Main Menu | Setup | Authority Files.

Track List

The lower portion of the screen contains the Track List for the recording. The
track list contains the following fields: Track, Length, Media ID, Song Title,
Composer, Artist 1-10, Instrument 1-10, Group, Conductor and Orchestra. To
add a new track, first make sure you have saved your new Archive record and
are not in Edit Mode. Then click on the plus sign button above the Track List,
enter data in the pertinent fields, and click Save.
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To edit a track, click the file folder icon button. You will be able to Add, Delete,
and Edit the track and Preview and Print the track list.

pe e e

i S = e

: = | Track List
3 [rrack|Dsgotn] song Title

Composer [ Artist 1

[ instrument

Poor Little Me

nce Hall Girl

ell You Why
Poor Maxs Story

| Know You Ngw
Don't Go Down

T Ny

Robert and Juneau H Robert Hargity
Robert Hargity, Jame: Robert Hargity
Shadow Wilson, Carl Robert Hargity
Robert Hargity, Carl HRobert Hargity
Juneau Hargity Juneau Hargity
James Smith, Robert Robert Hargity

Guitar, Vocals
Guitar, Vocals
Guitar, Vocals
Vocals

Piano, Vocals
Guitar, Vocals

= Track List - Let the Hard TimesRoll

ot

Track# 1 Length 4 22 Media ID

Song Title Poor Little Me

Group
Conductor

e T AT T AT IR
Arist 2 Instrument Arist 3 Instrument U
Juneau Hargity Piang, Vocals | Silent Jim Smith Bass
Silent Jim Smith Bass Shadow Wison Harmonica
Shadow Wilson Harmonica Juneau Hargity Fiddle
Carl Hart Vocals Juneau Hargity Piano
Robert Hargity Vocals
James "Silent Jim® 51 Bass Juneau Hargity Fiddle
&) .-

Wichita Bob and the Mountain Blues Boys

Composer Robertand.Juneau Hargity

Artist 1 Robert Hargity

Instrument Guitar, Vocals

Click on the plus sign to add a new track or click
the file folder icon to edit a track. Enter information
in the Track List screen and click Save.

Artist 2 Juneau Hargity
Instrument Piano, Vocals

Artist 3 Silent Jim Smith
Instrument Bass

Artist 4 Shadow Wilson
Instrument Harmonica

Arist5 Milo Portnoy

Instrument Drums, Vocals

Artist 7

Instrument

Artist &
Instrument
Artist @

Instrument

Artist 10

Instrument

Preview

History |I

Figure 8-17 Track List

If your PastPerfect system is equipped with the optional MultiMedia Upgrade,
you may create links to audio files that allow you to play music files while you
are viewing the PastPerfect record. These audio files may be stored either on
your hard drive or on other removable media. For details about multimedia links,

see Chapter 26 - Multimedia.

Searching the Track List

You may perform searches on the contents of the track list by using Query in
the top Navigation Bar. The Query function allows you to search any field or
combination of fields using a variety of conditions. The Query function is dis-
cussed in detail in Chapter 14 - Research. Press Query at the top of the Archives
catalog screen and select the “Music Track List” radio button to begin a search
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using the track list fields. You may add multiple statements joined by “and” or
“or” to create your filter statement. Select the field from the field drop-down
menu, select a condition from its drop-down menu, then enter a value. For
instance, if you wanted to find all recordings with the composer Philip Glass
and conductor Michael Riesman, you would choose the field Composer, then
the condition “Begins with,” and enter a value “Glass, Philip.” Click the Add to
Statement button. Make sure that the radio button for “and” is selected, so the
results meet both requirements. Choose the field Conductor from its drop-down
menu, then “Begins with” from the Condition list. Enter the value “Riesman,
Michael,” and click Add to Statement. Click Run Query to Select Records to
find your Archives catalog results.

Query

Search Archives Catalog ("I Main Catalog (| ContainerList (| Oral History Recordings @ Music Track List I
Adtions Build Filter Statement

Start New Query Select Field, Condition, enter text in Value and press Add to Statement to build a filter statement.

Retrieve Query Field Condition Walue ["|Match Case

Conductor j Begins with j Riesman, Michael

Save Query

Save Results to Filter Statement

List Composer-Begins with-"Glass, Philip™

View Results Run Query to Select Records

iew Recards

Figure 8-18 Query - Track List fields

As with all queries, results may be viewed as catalog records or as images in a
light box. You can print the list, print a catalog card or other report, and export
the list to Excel. Queries may also be saved and retrieved at a later time.

THE ORAL HISTORY SCREEN VIEW

Oral history interviews can be an important part of local history. They offer
vibrant first-hand accounts of historic events both big and small. They are an
excellent way to collect primary source information about people, events, com-
munities, and social changes in both private and public affairs. Many oral histories
are stored on tape or other media. The PastPerfect Oral History screen view con-
tains the fields and forms necessary for cataloging oral histories.
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Select the radio button for Oral History to set the catalog record’s default view and
click on the Oral History screen view in the Sidebar to reveal the oral history cata-
loging fields. This screen contains all the fields needed to catalog an oral history
record.

= Archives Catalog =]

: AREFREREE
I Izl H Add | Browse | Edit Spell Find | Query | Delete | Print Exit Ll Object 1D H ﬁ
Screen View Collection Rocky Pine Ranch Collection Date 05/24/1995
Archive L Object ID 1995.1.4 Year Range 1920 thru 1970
Map ObjectName  Tape, Magnetic Catalog Date (5/24/2001
Music Collection Reference Code US PPM 1995 14 Cataloged by Allen, Arthur
Oral History o | Other Status Date  05/24/1996
Custom e Status by Wilson, Pat
A i3 1995.1 Oral History Project (= | Sialus OK D01V1985.1.4.0PG
Other Views Home Localion PastPerfect Museum Archives Image Management (1 of 1) |
Appraisal (] - n . - "
RS Cral Histary @® Archive @ Map @ Mus ction @ Oral History @ Custom
By ® | scope and Content / Abstract i o [T———— i o
- | ; ; ; - arrators Name
Container List 1 hour audio tape containing the voices of Emestine McMillan J . ' Dnj mestine Wckifan E
———— | Hilton and inteniewer, Paulette Nordquist. Internviewer Norquist, Paulette =
Lt T Interview Place Rocky Pine Ranch Date 05/22/1995
) opics )
Locat [
ocation 1 Memories of growing up on a wheat ranch in Eastem Length of Interview 45 minutes Date Donor Form Signed 07/30/1995
Notes & Legal @ | VWashington during the 1920's. View/Print Donor Release Form |
1 2. Recollections of having polio as a very young child.
CE':;iﬁ;m”mf . 3. Courtship and marriage during World War Two. —
il 5. Life on a dairy ranch 1950-1970. Transcriptionist Parr, Mary | =
Relat = 6. Description of Christmas and other holiday traditions at the  Transcript Location File Cabinet 2 Drawer 3 "McMillan, Ernestine”
elations
FE | ranch Transcription Date 07/25/1995 Transcript Reviewed Date  07/30/1995
Source L] J
= Recording List + | =]
- | RecordingMedia Media Quantity Media ID [side] Start time[ Subject [-]
Virtual Exhibit Cassette Tape 1 chillan Tape 1 1 00:00:00 | Memories of arowina uo on a wheatranch in Eas
- Restrictions chillan Tape 1 1 00:14:30  Recollections of havina polio as a verv vouna chi
Actions All copyrights belong to the PastPerfact Museum. Any ~| [MeMilanTape1 1 00:25:00 | Coutshio and marriae durina Warld War Twa.
iew/Set Up Links reproduction or use of this material must be appraved by the McMillan Tape 1 2 00:00:00 | Life on a dairv ranch 1950-1970
Curator of Collections. McMillan Tape 12 002145 pescription of Christmas and other holidav tradit
Include in Web Export Updated by Unknown Updated  07/31/2008 02:22 P [ILEETENITNGN

Figure 8-19 Oral History Screen View

Scope and Content / Abstract - Use this field to describe the oral history. Record
subject matter and the form of the item to enable users to judge its potential rel-
evance. Give a brief summary of the content. This is an unlimited field so the entry
may be as long as you like.

Recording Media - Enter the type of media upon which the original recording was
made. This field is controlled by a drop-down menu with terms to select. You may
add, edit and delete terms on the list by going to the Main Menu | Setup | Author-
ity Files. You will want to select the Archives screen, then double click on the
Recording Media field in the Combo Box column.
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Media Quantity - Indicate how many videotapes, cassettes, reels, or other media
are part of the oral history being described.

Restrictions - Enter any restrictions that may apply to the use of the oral history
interview tapes, transcripts, or other facsimiles of the oral history interview.

Narrator’s Name - The narrator is the person being interviewed. This field is con-
trolled by the Experts authority file. Press F7 or right click in the field to access the
authority file. This field may also be linked to a Contact record. Enter the narrator’s
Contact ID# in the ID# field to the right of the name, or click the file folder icon to
the right of the field to view the list of all contacts and double click on a name to
select it. Once an Id# is entered, you may jump to the Contact record by clicking on
the file folder icon.

Interviewer - Enter the name of the person who conducted the oral history inter-
view. This field is controlled by the Experts authority file. To access the file, press
F7 or right click in the field. To add, edit, or delete entries in the authority file use
the buttons at the top of the screen. For more information about the expert, click on
the file folder icon to the right of the field.

Interview Place - Enter information about where the interview took place.

Interview Date - Enter the date of the interview.

Oral History Donor Form
I, hereby give
tothe _PastPerfect Museum as a donation this interview
recorded on _05/22/1995 With this gift, | hereby transfer to
the PastPerfect Museum legal title and all literary property rights

to the interview, including copyright.
| understand the interview may be made available for research and such public programming as the

PastPerfect Museum may determine. This may include use of

the interview in live or recorded programs for radio, television, cable, or any other forms of electronic publishing that
is not for profit. The interviews may not be broadcast, cablecast, or electronically published for commerical purposes

without my written consent.

B i e

Figure 8-20 Oral History Donor Release Form
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Length of Interview - Enter the length of the interview in hours and minutes.

Date Donor Form Signed - Enter the date the donor signed the agreement giving
your organization the rights to this interview.

View/Print Donor Release Form - It is important for the subject of the interview
to understand that the information contained in the oral history interview may be
published or broadcast for various purposes. Having the narrator review and sign
the Oral History Donor Release Form, shown in Figure 8-20, will help clarify the
legal conditions governing the use of the oral history.

Transcriptionist - Enter the name of the person who transcribed the oral history
interview. This field is controlled by the Experts authority file. To access the file
press F7 or right click in the field. To add, edit, or delete entries in the authority
tile, use the buttons at the top of the screen. For more information about the expert,
click on the file folder icon to the right of the field.

Transcript Location - Enter the location of the transcript of the interview.
Transcription Date - Enter the date of the transcription.

Transcript Reviewed - Enter the date that the narrator reviewed and approved the
transcript of the oral history interview.

Figure 8-21 I - =
Og | Hist r Recording List + li
ral History = % [yiediain [side[ Starttime] Subject X
Recordlng List 3 lichlillan Tape 1 00:00:00 | Memories of arowina up on a wheat ranch in Es

lchillan Tape 1
lchillan Tape 1
lchillan Tape 1
lchillan Tape 1

00:14:30  Recollections of havina polio as a verv vouna chi
00:25:00 | coutshio and marriace durina World War Two.
00:00:00 | Life on a dairv ranch 1950-1970.

00:21:45 | pescriotion of Christmas and other holidav tradit

r —

= Recording List - Hilton, Ernestine McMillan

=]
Media D McMillan Tape 1 Side 1 Start Time 00:00:00

[ - Yy

RENCCY

Subject Memories of growing up on a wheat ranch in Eastern J Click the p.Ius Slgn,to add a .new
Washingten during the 1920°s. entry, or click the file folder icon to
—— . . .
| edit an entry on the Recording List
screen.

Add | Delete | Edit |Preview | Print Exit
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Oral History Recording List - To add to the Recording List, first make sure you
have saved your new Archive record and are not in Edit Mode. Then click on the
plus sign button above the Recording List. In the Recording List screen, seen in
Figure 8-21, you will be able to enter details from the recording including: Media
ID, Side, Start Time and Subjects. To add, delete or edit entries on the Oral History
Recording List, click the file folder icon button. This screen also enables you to pre-
view and print the recording list.

If your PastPerfect system is equipped with the optional MultiMedia Upgrade, you
may create links to audio or video files that allow you to play the audio (or video)
while you are viewing the PastPerfect record. These files may be stored either on
your hard drive or on other removable media. For details about multimedia links,
see Chapter 26 - Multimedia.

Searching the Recording List

You may perform searches on the contents of the recording list using Query in
the top Navigation Bar. The Query function allows you to search any field or
combination of fields using a variety of conditions. The Query function is dis-
cussed in detail in Chapter 14 - Research. Press the Query button at the top of the
Archives Catalog screen and click the “Oral History Recordings” radio button to
begin a search using the recording list fields. You may add multiple statements
joined by “and” or “or” to create your filter statement. Select the field from the
field drop-down menu, select a condition from its drop-down menu, then enter
a value. Click the Add to Statement button. Once you have built the filter state-
ment, click Run Query to Select Records to see results from your Archives cata-
log.

As with all queries, results may be viewed as catalog records or as images in a
light box. You can print the list, print a catalog card or other report, and export
the list to Excel. Queries may also be saved and retrieved at a later time.

THE CUSTOM SCREEN VIEW

Clicking the button below the Oral History button under Screen View on the Side-
bar will display the custom fields for the Archives catalog. This screen provides
twenty-two custom user-defined fields. You may assign your own name to this
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screen view and these fields. For more information on the custom fields, please see
Chapter 6 - The Objects Catalog. A green data light will appear on the Custom but-
ton when there is data in this view. Please note if you rename the screen view, the
button will display the new name instead of “Custom.” You may set this Custom
screen view as the default (rather than Archive, Map, Music Collection or Oral
History) by clicking the radio button next to Custom (or the new name).

BUTTONS IN EDIT MODE

Clicking the Edit button at the top of the screen will reveal options for making
changes to the record.

Change Access#, Object ID or Loan# - Allows you to edit the Accession number,
Incoming Loan number, and Object ID for this record. Use this to correct records
where the numbers were entered incorrectly.

Deaccession - This button enables you to transfer the record from the Archives
catalog to the Deaccession catalog. For more information about deaccessioning
items, please see Chapter 5 - The Accession Process.

Change Catalog - Allows you to move the Archives record to one of the different
catalogs - Objects, Photos, or Library. From this screen you may select the correct
catalog for the item and click OK. This will move the catalog record to the other
catalog and mark the record in the Archives catalog for deletion. Note the large
yellow warning box near the top of the catalog screen. The record in the original
catalog will be sent to the Recycle Bin and no longer displayed. Because each cata-
log contains different fields, not all data may be transferred to the new catalog. We
suggest printing a copy of your record before using the Change Catalog function.



198 PastPerfect Museum Software User’s Guide




	THE ARCHIVES CATALOG
	GETTING STARTED
	THE ARCHIVES SCREEN EXAMINED

	THE ARCHIVE SCREEN VIEW
	THE ISAD(G) TABS EXAMINED

	THE CONTAINER LIST
	MULTILEVEL LINKING
	THE MAP SCREEN VIEW
	THE MUSIC COLLECTION SCREEN VIEW
	THE ORAL HISTORY SCREEN VIEW
	THE CUSTOM SCREEN VIEW


