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THE OBJECTS CATALOG

Once you have completed the accession process, it is time to begin cataloging. Most
museum accessions fall into the object or artifact category. Each object must have its
own unique record that contains information about that object and that object alone.

Cataloging is the science of museum work. This is especially true of museums
using computerized cataloging systems. The data that you develop about each
object-ID number, name, description, dimensions, creator, and so on-will help dis-
tinguish that object from every other object in the collection.

Cataloging is a time-consuming task. It requires patience and attention to detail.

It is sometimes tempting to lot-catalog similar objects with one catalog record.
This should be avoided, because it will confuse the computer system into thinking
there are fewer objects in its catalogs than there actually are. If an object, however
similar to others, deserves a space in your museum, then it deserves its own cata-
log record. When you run reports or perform searches, you will be happy to have
put in the time to create a detailed and accurate catalog record for each object.

CATALOGING OBJECTS

The PastPerfect Objects catalog is for cataloging art, archaeology, natural history,
geology, or history objects. Each object in your collection will require a specific

set of fields to create an optimal catalog record. In the fixed area at the top of the
Objects screen, you will find the fields that are necessary for cataloging all objects.
These basic fields are Object ID Number, Object Name, Category, Sub-category,
Collection, Old#, Other Name, Other#, Source, Credit Line, Description, Date, Date
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Range, Dimensions, and Home Location. The Image Management screen is also
located at the top right of the screen and will be available no matter where you are
in the cataloging process.

L

LS

To begin cataloging, click on the Objects command button on the
main menu. If you have no records in the Objects catalog, the Objects
screen will be blank. If you have records in the Objects catalog, the
last record viewed will appear on the screen.

Objects

At the top of the screen you will see a row of command buttons. These buttons are
Prior, Next, Add, Edit, Browse, Delete, Spell, Find, Query, Print, and Exit. These
buttons are the main program controls.

When the Objects screen is in Add or Edit mode, in the middle of the screen on the
left hand side you will notice five buttons. These buttons represent the five differ-
ent screen views: Archaeology, Art, Geology, History and Natural History. You
may set a default screen view for each catalog record so that whenever you open
that particular record, the selected screen view appears.

Flgure 6-1 Archaeology | Art | Geologyl History | Hatural History | (

Screen View
buttons

P ———"

To set the screen view for the record, press
Edit and click the approprate radio button.

Each type of object has a special set of fields that are specifically used for that type
of object. For instance, provenance fields such as Title, Subject, Medium, Prove-
nance, Signed Names, and Signature Location are provided for art objects. History
fields include Material, Collector, Found, Made, Used, and Owned. The Natural
History screen view provides fields for taxonomic classification and other fields
relevent to biological, paleontological, or botanical specimens. You will probably
not use all fields for all objects. However, you may use fields located on other
screen views. The button for any screen view with populated fields will be green.
Unpopulated screen view buttons will remain gray. You should use all the fields
that are appropriate for the object you are cataloging.

A detailed description of each field may be printed from the Reports menu. Go
to Reports | Objects | Objects Field Descriptions. Another way to view the field
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descriptions while working in the catalog screen is to use “What'’s this?” help
to display the description. Click to select the question mark tool from the upper
right-hand corner of the screen and use the mouse to move it over a field. Then
click again to display the definition of the field.

To begin cataloging an object, click on the Add command button at the top of the
screen.

Figure 6-2 B Objects Catalo s
Object : -

|JeCls
buttons Prlnr Next Add Elrowse Delete Edrt eII F|nd G‘!uerv Pr|nt Exit

F-ll-“_‘-"‘

a®

PR

s

To add a new record, click Add. The
Add New Object screen will appear.

This will open the Add New Objects screen. Enter an accession number or incoming
loan number, an object id#, and an object name.

B Add Mew Object s

Figure 6-3
Add New Enter either the loan or
Object Enter Accessior# Enter Incormin A,:7 accession number here.
Search file I Search file |
souree Enter object ID here.
I "/ J
Enter Object D | e Search the Object Name

| - q

Last entry 2004231

Search Lexicon

authority file, the Lexi-

e

Enter Ohjname

1
Search 44T online *

\4

con or the AAT On-Line
to find the best object
name.

Lexicon Categories Add

Enter object name here.

s
Cancel

I N —— =1L

[ - —

Object Id#s may be any combination of characters or numbers up to 25 characters in
length. If you don't already have a numbering scheme, we recommend that you use
a three-part number system as suggested by Reibel in his book Registration Methods
for the Small Museum. For example, in the catalog number 1998.21.1, “1998” represents
the year the accession was made, “21” represents the 21st accession or donation made
that year, and “1” represents the first object in that particular accession.
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PastPerfect will verify that the object ID number you assign has not already been
used. If it has, you will receive a message asking you to assign a different number.

At this point, you can type in the object name, or click the Search Lexicon com-
mand button to locate an approved name in the Lexicon. PastPerfect comes pre-
loaded with 8,500 Chenhall-approved names. You may add to this list by selecting
Lexicon from the main menu. If you type in a name that is not on the approved
list, when you press the Add button, the following Lexicon Alert screen will

appear.
Figure 6-4 m Alert ]

Lexicon Alert If the object name you have
This Object Narme is notin the Lexicon / entered is not in the Lexicon,

|divan the program will present pre-
ferred terms that are accepted

Preferred Chject Mames Lexicon terms.

Sofa / J

Settee

Seat, Love By clicking on Select a Dif-
ferent Object Name from the
Lexicon, you can search for an
appropriate object name.

¥

Select a different object name from the Lexicon

If there is no match in the
| Lexicon for the object you are
cataloging, you can add the

Add this abject name ta the Lexicon -

3 object name to the Lexicon.
Cancel

You can also create your own Object Name authority file with the most common
names used in your collection. Names from this file can be entered by clicking
Search Authority File. See Chapter 3, Getting Started, for more information.

Complete the record by entering data in each field. PastPerfect provides default
data screens, user-defined function keys, authority files, and combo boxes to speed
data entry and help standardize data input.

DEFAULT DATA SCREEN

The Objects Catalog screen has an associated Default Data screen. Data entered
on the default screen may be used to prefill the Catalog record when adding new
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records. For example you may want to fill in your name as the cataloger in the
Cataloged By field on the Default Data screen. Or, if you are cataloging a large
accession, you may enter the accession number on the default screen. When new
records are added, the Cataloged By or Accession Number fields will be prefilled
with the default data.

Figure 6-5 Last erm ¢ 2004 231
Add NeW lmromname Search AAT online |
. Seeder, Centrifugal
Object . _ 0
exicon Categories Add
4: T&E For Materials
K7 ) .
Agricultural T&E Cancel | To prefill new records with
L~ default data, be sure to select
< “Fill with Default Data”.
7 Fill with Blark: data & Fill with Default data
" Fill weith Current data Change Default Data k
o ) TN
v Prefill Ohbjectid with Accession# \ TO VieW and edlt the Default
I Prefil Chijectid with Incoming Loand Data screen, C”Ck here.

The default data can be changed at any time. The Default Data screen is accessed
from the Objects Catalog screen by clicking Add. On the Add New Object screen,
you will see an option box with three choices: Fill with Current Data, Fill with
Default Data, and Fill with Blank Data. You will also see a command button
labeled Change Default Data that reveals the Default Data screen.

Figure 0-6 B Default Data 8%
Default | Default Objects Data
ObJeCts Calection  Hanley Family Collection Dates
Object I Oljname Year Range 0 S O 1f "Fill with Default data” is checked
Data screen Ctherst Cther Mame Catalog date 0B/22/2004 on the previous screen, when a new
oldE Cataloged by Parr, Mary L. ohject record is added the fields will
e EEED E— be prefilled with data entered here.
Source | status oy
Credit Line Stetus Stable ~|
Home Location
Descrigtion +| Dimensions  *inz © emir © Ribs Dimension Details
| et Width =
Length Depth
Diam Circim.
| ieight Court |

Archaeology | Art | Geology | History | Hatural History

ople, Clzssification

Pe
Legal | Feelated |Locenion| Condmor\l Apnraise\l Sutjeots, Semch Temns | Ncrtesl Custom

Collector Colldate 1/ Tide

Ste Shett Artist |

Pl of Crigin Maker's ;I
Merk =

Evert =
Provenance

Mterial =

Found
Made
Used

Crwned =l
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The Default Data screen looks like the Objects Catalog screen. However, data
entered here will be pre-entered into new Objects Catalog records. If you are using
Security, each logged in user will have his or her own default data.

FUNCTION KEYS SETUP SCREEN

The function keys on the top row of your keyboard, F1-F12, provide single-key
input of common words or phrases. F3-F6 and F9-F12 can be redefined as often as
you like from the Function Keys command button of the Setup tab. F1 is used to
access Help, F2 is reserved as the Save key, F7 is reserved for accessing authority
files, and F8 is set as today’s date.

The Function Key Setup screen is accessed from the PastPerfect main menu. Select
the Setup button and choose Function Keys from the flyup menu. Enter the word
or phrase as you wish it to appear when the function key is pressed. If you are using
Security, each logged in user will have his/her own function key assignments.

F|ggre 6-7 T Setup
Assign - = = .,
Function Keys ASSIHHIEUCLDIRNEYS,

F3 |Examined. Found in good condition.

Fa |AII copyrights belong to PastPerfect Museum

F5|

F5|

F7 |Reserved for Authorty File Access

F& | [Date]

F9|

Fi0 |

F11 | Richard Hitan

F12 |MLP

Erter text or phrase to be ertered when the function key is pressed.
For today's date enter "[Date]”

AUTHORITY FILES

PastPerfect uses authority files to help standardize data input. Common entries
can be saved in each file. Authority files are provided for many fields including:
Accessories, Artists, Cataloged By, Classification, Collection, Home Location, Mate-
rial, Medium, Natural History, Object Name, Other Name, People, Place of Origin,
Search Terms, Site, Subjects, Temporary Location, and some custom fields.
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Authority files are available whenever you are adding or editing catalog records.
When the cursor is in a field with an authority file, a reminder on the bottom of the
screen says |_PressRmause or Fio View autheriv Fie | A window will open displaying a list of
common entries. From here, you may add to the list, edit the list, or select an item
to put in your catalog record by double-clicking on the selected item. Authority files
may also be accessed for maintenance purposes from the Setup Menu.

Some authority files, such as Artist and Natural History Class, are single entry. With
these you can choose any one entry to fill the field. Other authority files, like Medium,
can be single or multiple entry. To allow for multiple entries, check the box Append to
Current Entry on the Authority file screen. Multiple entries are added to the field sep-
arated by a forward slash; for example, Wood /Metal/Glass. To select multiple entries
without exiting the screen, check the box Multiple Entries.

Figure 6-8 B Authority file
Medium . =

Authority File | Medium | & ‘
screen

Acrylic Paint -
Argillite
Brass
Bronze
Canvas
Cardstock
Ceramic
Collage
Copper
Fiber
Glass
Glitter
Gold

Gold Leaf Click here to change from
Gouache single entry to multiple entry.
Granite

Ink

Iron

Ivary

Jade

Mazanite

il Paint

FPaper

FPhotographic Emulsio,
FPhotographic Pape
Forcelain
Silk
Silver
Stnne

To add multiple entries without
exiting the authority file, check
the Multiple Entries box.

il
jdhlight the desired choice and press Erter or Double-Click on the choice tp/zelect.

(# Append to current entty of © Replace current entry with chaice. [ Multiple ertries
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COMBO BOXES

The Status, Display Value, Natural History Kingdom, Elements, Sex, Preserva-
tion Methods, Era, Period, Epoch, Stage, Rock Type, Crystal System, Hardness,
Luster, Varieties, Surface Process, Repatriation Type, Maintenance Cycle, and
Condition fields allow you to select entries from a pull-down list.

Figure
6.9 Status
combo box

Condition {Eiafafy]

Click on the down arrow to
reveal options.

Mot Rated
Stable T
nstable

P

To add, edit, or delete entries in pull-down authority files, go to Setup |
Authority Files. Highlight the list you want to edit on the right hand side

and press the Next > button at the top of the screen. You may ADD, EDIT, or
DELETE entries.

Figure 6-10 B Authority File Editor
. . Select Avtharity file or Pull devn option with dauble-click or highlight and press Mexd 1o open edt screen. [;
Authorlty F | | e Flease note that autihority files for custom fields are setup on the Custam Fislds setup screen

Ed t Authority Files [iverity| = Comho Box - Pull down options [~
Itor Accessories Accession - Received ag

Activities, programs & events
Archaeological Sites

Appriasal Reasan
Archives Levels

Inscription technigue
Inscription type

click on the appropriate button at
the bottom of the screen.

I
I3
¥
ArtistAuthor/Creator’Photographer I Artist Role
Cahinet W Condition - Archives N " N
Classes I7 Condition - Library ngh|lght and double-click the
Collection ¥ Congition - Ohjects < f— . . . .
Eonditon Temn A | authority file you wish to edit.
Container I Contact Incame Level
Culture ¥ —|Crystal System
Dating Method I~ Datasets
Dirawwer I3 Display Walue - Library
Elements I3 Display Yalue - Objects
Ewent ¥ Display Walue - Photos
Experts I3 Display Walue- Archives
Film Size v Disposal Method
Frame, image & print sizes 2 Epoch
Hahitat I3 Eguipment used to acguire image
HomeTemp Location - Building I3 Era
Industries r Flag Reason b
Instrurnent W Fossils
Interirn Loc ation r (Grain size
Iy . I3 Grayscale or Color
To select the level of verification, & |lardness
I3
¥
I
I3
v
¥
I3

Language
Luster
MH GeEwus MNH Kingdom
MNH Crde Criginal f Copy
MH Phylurn ~ ||| Criginal Object Format -

Place & check \%va column to disallow non-autharity entries
verification type | None ( Nofification | Restriction
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OBJECTS CATALOGING TUTORIAL

Now that you are aware of the basics for cataloging objects, let’s explore the
Objects Screen in depth. To begin cataloging a new record press the Add button
at the top of the screen. The Add New Object screen will appear. Enter data in the
following fields:

* Enter the Accession number: 1999.1.
¢ Enter the new object ID number: 1999.1.11.
¢ Enter the object name: Funnel.

¢ (lick on Save.

Notice that the category and sub-category are filled in from the Lexicon. In addi-
tion, since the accession number 1999.1 was already entered through the Accession
screen, the source and credit line are also filled, based on information previously
entered on the Accession screen.

Complete the entry of information in the top section of the Objects Catalog screen.
Once you have selected the appropriate screen view, History, in this case, enter
information in the fields provided at the bottom of the screen.

Figure 6-11 u Objects Catalos
Objects *| 5 ® e —

Add |Browse | Delete | Edt | Spel | Find | Query | Print Exit
Catalog Collction  Rocky Pine Ranch Collection Dste 1920 ca
H Ohject I 1999.1.11 Ohjname Funnel Vear Range 1910 thru 1920
H |St0ry Other#t Calegory 10: Unclassifiable Atifacts Cetelog ciate 0340711999
screen VieW Ol Sub-categary MUltiple Use Artitacts Cataloged by Yilson, Pat
Accessnd 19891 Other Naime Status date | 030311399
Source Hiltan, Emestine Gift j = Stetus by Wilson, Pat
CreditLine  In memory of the pioneers of Spokane County 00511399 Accession || Status Qn Loan j
Home Location PastPerfect Museurn Main Bldg:Room 202 East Wall Shelf & Setup Multimedia ks 4| imegeMenagement (1013 | b
Description + | Dimensions iz % cmigr  Rbs Dimension Detsils
Wihite enamebware funnelwith blue rim. Item has a place of origin stamped on the handle. The d Height 12.900  width 0.000 ;I
funnel was made in Germany o 0.000 [Desth o000
Diam 10.400 | Circum. 0.000
| weicht 0.000  Court =

Archacology | Art | Geology | History | Hatural History Hem on Exhibit =2

ILEQE\ Related | Lgcation | Conifion | Appreisal | susbese. Sest mame | Note | Custom
Callector & |condate S ¢ Tile  Granddad's Funnel
Site /S = | anist - &
Flctorign  Rocky Fine Ran Maker's | The word Germany s stamped in black on the handle of = Inseription
Mark the funnel ;I details

Ewent =]
Material Copper Iz

Bty Fne R \ Note that, for this object,
o e the History Screen View is

Used T&Emrmanhmew
Owned _ Hilion Famity selected as the default screen =

Record & of 25 l Dublin Core | AaTonine | chang| |+ Updste by Update History
view. l
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FIXED FIELDS AT THE TOP OF THE SCREEN

Date - Record the date when the item was created, if known. This date field may
contain any combination of numbers and/or characters up to 50 characters. This
field can accommodate exact dates such as: “12/12/2004” as well as approximate
dates such as “Circa 1945”, or “50,000,000 BP +- 1000”. Because PastPerfect cannot
always control the type of data entered in this field, it cannot reliably be used for
search purposes. The Year Range fields, described below, were designed to make
searches for objects by date fast and easy.

Year Range -The date range fields were designed to enable the user to search for
catalog records whose dates of creation fall between two recorded year dates. The
tirst field in the Year Range is used to record the earliest possible year in which
the item was made, created, generated or manufactured. The second field in the
Year Range is used to record the latest possible year in which the item was made,
created, generated or manufactured. Both fields must be populated with a four
digit year.

Description -- The description field is used to write a detailed description of the
item. There is no limit to the number of lines or the type of information recorded
in this field. When describing objects, it is recommended that you be as specific as
possible.

Dimensions - Fill in the appropriate dimensions for the object you are cataloging.
Not all measurements are appropriate for all objects. Select the measurements you
need to describe the object. Any additional information about the measurement of
the object may be written in the Dimension Details field.

The Objects Catalog screen has a special auto conversion feature that will convert
the length, height, width, depth, diameter, circumference, and weight that you
enter from one dimension unit to another. Click on the radio button change from
inches/ounces to centimeters/grams or feet/pounds.

Units of measure cannot be changed while in Add or Edit mode. Therefore, you
need to click Save, then select the desired unit of measure. Then click Edit to
resume data entry. When you change to a new unit of measure, entries are auto-
matically converted.
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Image Management - The Image Management screen is located in the upper right
corner of the screen. If PastPerfect is equipped with the optional Multi-media
Upgrade you can click on Image Management command to add images to the cat-
alog record. Multiple images can be attached to each catalog record. Multi-media/
Imaging is an optional upgrade that may be purchased for an additional cost. See
Chapter 19 for information on using the imaging and other multi-media features.

SCREEN VIEWS

In the middle of the screen on the left hand side you will notice five buttons. These
buttons represent the five different screen views; Archaeology, Art, Geology,
History and Natural History. You may set a default screen view for each catalog
record so that whenever you open that particular record the selected screen view
appears. To change the screen view, press Edit then click on the desired screen
radio button.

Archaeology Screen View

Archaeological materials require specific fields for cataloging objects that have
been recovered from an archaeological site. PastPerfect provides the fields
needed to record the field location of each object using the following fields: Site
Name and Number, Unit, Level, Stratum, Material, Dating Method, Datum, and
Three-point Provenience co-ordinates.

Figure 6'1 2 B Objects Catalog
. 4 3 0o X v 4 | BB & | B
O bJ e Cts C ata Iog Prior | Mext | Add |Browse| Delete | Ecit | Spel | Fnd | Query | Primt | Bt
Ar Ch ae OI o Colestion  Archaeology Division Date 1050 +-150) BF
gy ObjectiD  1997.2.2 Obiname Point, Projectile Vear Range 850 | thru 1200
H Other# 3043042C0102430 Categary 5 T&E For Science & Technology Catalog date 08/28/1397
screen view ik Sub-category Armarment - Edged Catsloged by allen, Arthur
Accessnt 19972 Other Name: Stafus date | 08/261997
Source University of Washington Field Collzction J = Statusby  Allen, Arthur
Creit Line 08281987 Accession | Status oK
Home Location MUSeurn Main Bldg:Room 202 Cabinet ZDrawer 2 View avaloble Mitinedia inks (11 || 4 | mage Manegement 1 012) | B
Dascrition +| Cimensions  inkoz % emigr " Ribs Dimension Details
Projectile point made of gray handed chert. The point is bifacially worked with small pressure = | gy 0.000 | Weth 3.000 -

flakes alang both edges. Itis natehed atthe base. There is a small remnant afthe ariginal cartex

surface near the base whers the body of the point flares. Lenein 5.000 [Depth 0000
Diam 0.000 | Cireun.
| weicht 5.540 | Count 1 =
Archaeslogy | Art | Geology | History | Natural History
nce you have
selected Archaeology Archaeology: Ima\ Reketed | Location | Condtion | Ampreise | ¢aers. Seam sums | Notes | Custom
Cgifdor  Stein, dulie K. PhD | colets 0571151996 |ateria Stane/Chert
as the default screen | yfExcavatzdby  woore, Bere | [ |Excav dets 05/15/1996 | Dating method Pollen Analysis
view, the arChan'gy lgentified by Stein, Julie K. Ph.D. (| ident date 0172171998 v Repatrition Information
. . Unit- 204304
fields will aIWayS Ste /st English Camp 455024 esiLovel-  3ons B
unit 3041304 X Goordinats 3370 Datum Datum A BROrFS#- 024
appear When you Level 2 ¥ Coordinate 103.20 Box Mumber 2 of 15 T H th S't S |' k
; O view the olte oscreen, Click on
selec IS record. Stratum 20 I Coordinate 1590 Bg Number 33
the file folder icon to the right of

Feature

the site name and number field.

Record 2 0 25 l oupiin Core | AaT onine || Change Catalog




94 PastPerfect Museum Software User’s Guide

Site Information - For items that have been recovered from archaeological, geo-
logical, or paleontological sites enter a site name and site#. When you enter infor-
mation in the site name field, you have access to the site information sub-screen.
Click on the file folder icon to the right of this field to display the sub-screen with
specialized fields for recording information, including; Description, County, State,
Country, Prime Meridian, Township, Range, Section, Quarter, Longitude, Lati-
tude, Maps & Publications, and Notes. With the Multi-media Upgrade you may
also attach up to 20 images of the site.

Multiple objects can share the same Site screen shown in Figure 6-13. Due to the
sensitive nature of site information, PastPerfect allows you to password-restrict
access to this screen.

=
. . X
Site Scroen
; ArchaeologicallSitelnformation
Site Screen g
ste |English Carnp Sits# [45-51-24
Diescription Lengh
English camp site is located on the eastern shore of Gartison Bay in a protected inlet. The d 300 meters
archaenlogical shell midden underlies the grassy open area of the park referred to as the parade Wickh
Grounds (OF &) and the wooded region 1o the north (OP D) 200 meters
The site is a large shell midden, over 4 meters deep and 300 meters long Elevation {meters;
The Omemik ecoregion is Puget Lowland (mare typical) 2 34
Elevation (f=et)
= | 12
Quanerl Townshif I
Section | 25 Townshipk | TI6N Range| Ravy
Courty |San Juan Siate [WA  Prime Merd i LTh (universal transverse mercator values)
ourty = rime her IW\IIamEt‘IE Meridian TIEN, R4V sec2s Easting Werthing Tone Horlzortel Detum  GF'S resding
CDUWFYIU A Longitucle: |4E.5855 Latitucie: I 1231481 4858004 4381501 10
Legal Description Related Objects
Washingtan, Willamette Meridian T36M R 4% sec24 d |0bJBCT o] \Objname |‘
01997.21 Poirt, Projectile
J 0193722 Poirit, Projectile
Publications Maps
Deciphering a Shell Midden. Academic Press. ;I d
1982
Exploring Coast Salish Prehistory, University
ofWashington Pregs. 2000, LI j
Motes
Latitude/Longitude 1221491704 {487 35° 11.4" N, 123° 2, 56.8"W) -
The legal description is: Washington, Willamette Meridian T36M R4W sec25
UTM zone 10 (¢Y) 488004 , 5381 501

Art Screen View

This screen view allows you to enter information about your art objects. It
contains special fields for cataloging art objects, including Title, Artist, Signed
Name, Signature Location, Medium, Accessories, Maker’s Mark, Frame, and Cul-
ture, School, and Provenance.

Figure 6-14 is an example of information entered about a painting.



The Objects Catalog 95

Figure 6-14 B Objects Catalog 2

i BE % v I T &
JeC S ala Og prior | met | add |Browse| pelete | Edt | et | Find | query | Pimt | Ea
Art screen Vi ew Colection  PastPerfect Museum Fine Arts Collection Date 1948
ObiectD 198,11 Ghjname Painting ‘ear Range 1948 teu 1948
Othert Category 8: Communication Artifact Catalog date 013/10/1998
Olet#t Sub-category Aft Cataloged by Tanaka, Jeanie
Accessnd 1998.1 Cther Name Status date | 0411/2000
Sowrce Krantz, Margarst K. Gitt - = Status by Alen, Arthur
Crediline  Gift of Margaret K. Krantz 03101988 Accession | Status 0K =
Home Location Museurm Main Bldg-Room 3:East Wall Rack 1 iew aveilable Muttimedia finks (1) 4| mege Menagement 1013 | (b
Description +| Dimensions  * infez " emier " fihs Dimensian Details
Unfinished partrait of a woman wearing a large hatwith pink and green featners anda blue |t 34,000 | it 24000 || The addition of the frame makes the =
ribban fie. Her face stands out flam the darkness of the hat. The background is unfinished and Lot 000 (00 o00g || Cverall measurement of the painting
the lower portion of the picture is largely unpainted. The signature appears in the lower right emei - bt - 20" 39"
area. The canvas i5 very lightly painted using the dry brush technigue. In many areas the original Diam. 0.000 fCircun. 0.000
pencil sketch and the texture ofthe canvas are evident through the paint
| weight 0.000 | Count. |

Once you have
selected Artas the | SN N e ] s [ e

1 Callector Krantz, Margaret K. Coll date  03/10/1998 Cutture Amnetican
defau lt screen view, Ttle WWoman with the Green Feather School  American Regionalism
the art fleldS W|" Artist Carini, Antanio Bartolomea hisker's Mark Carini | inseristion
Artist? IR j details
always appear when e DD p Crame B

: . =
you select this record. S Ll

Sig Location | Lower Right

Frame dese Gilt wood frame

Frame Size | 20" 39" Image Size| 24" x 34"
biec

ey Oll PainyCanvas Provenance 1943 - This painting was acquired fram the arjglby Mr. Gerard V. .
Wigterial CanvasiPainthiood Gravenstein,

Technique Ol Paint 1 ~|
Record 3 of 25 IDuh\in Core | #4T online | Chm_ Upolated 08212004 11:04 A | Updated by, Unknown | Update History
e /
To enter, edit, or view information about To enter, edit, or view information about
the artist, click on the file folder icon for the maker’s mark, click on the Inscription
more information. Details button.

Artist Info - Allows you to save and display biographical information about the
artist. A separate screen is provided with fields for other names, dates and places
of birth and death, places and/or geographical areas of residence, nationality,
titles and honors, occupation, relationships, and notes.

Figure 6-15
Artist / Creator

. Matne | Carini, Antonio Barolomeo Role | Atist j
Flle Other names | A Garini

ArtiStAs {\Creator//Bhotographer

Nationaity| Armetican

Tony Carini :I Ocupati Arist, Educate
cupation, | Arist, Educator =
Carini x| sprerear
B activity

Dates and places | b. 03(15/1903 Rome, Italy
of birth &nd desth | d_ 06/04/1967 Billings, MT

|
Notes| Antonio Carini's parents emigrated to the United States from
Htaly in 1805, They lived and warked in Chicaga, lingis. Claudio
Carini, the artists father, owned and operated a grocery store on
S Wiabash Ave from 1811 to 1838. Antonio was the second of
six children h

Image Management

Flaces andior | Carini was employed during the Great Depression by the WPA
geographical | Artists Project, He was a portratist, His mostfamous works are
areas of | sl nomraits of government officials displayed in public

FESIUENEE | b sildin e vk the Wit | initnd Giatnn Mo of hic

Tilles: and honors | Taught art at Rocky Mountain College at Billings, Montana from
1946 through 1961

Lefle v fle

Related works
[obiect i Obinarme Title -
(O 19981 1 Pairting Woman with the Green Feathe

(10| K%

Relationships | Carini was a student of Thomas Hart Benton (American
Regionalist Painter, 1888-1875)

(0| K%

Ecucation | B.F.A. University of Minnesota - Duluth 1930
M.F.A. University of Mortana 1934

Publications [ 1951. Artis Life: The WWPA Artists Project Chicago: University of
Chicago Press

Lo L Lefle
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The Artist screen may be shared by any number of art works. Once an artist is
entered into the Artist information screen, that information is available anytime
you enter new works of art.

Inscription Details - Allows you to save and display detailed information about
the inscription type, incription text, technique, location, language, and other mak-
er’s marks that may appear on a decorative object or artwork.

Geology Screen View

This screen view allows you to enter information about your rock and mineral
specimens. PastPerfect has added an additional category to the Chenhall nomen-
clature to accommodate these items. This is the Lexicon main category Natural
History, with the sub-categories of Biology, Botany, Paleontology, and Geology.
This screen view contains special fields for cataloging geologcal objects such as
Rock Type, Chemical Composition, Hardness, Luster, Streak, Grain Size and
Color. As always, use only the fields you need to accomplish your cataloging
goal. In the case of geological specimens, you may need only to use the fields
for Rocks and Minerals.

Figure 6-16 B Objects Catalog

m s
Geology 4 P D x v | # | BB | w Sortedby| ovecia [~
Prior | DNest | fdd |Browse | Delste | Edit | Spel | Find | Query | Print Exit
S creen V| ew Collection  Rocks and Minerals Collection Date Unknown
Gbject I 1998.2.3 Objname Quartz *fear Range 0 thru 0
Ctherst Category 11: Natural Histary Catalog date DG/261998
Ol Sub-category Geology Cataloged by Allen, Arthur
Accessnd 19982 Crher Mame. Amethyst Status date  06/26/1 993
Source Tucker, Erwin J. Gift =l = Status by Allen, Arthur
CreditLine  In memory of Etwood W, Tucker b.1900- d.1998.  10/111383 Accession | Status 0K 2
Home Location' Museurn Main Bldg:Matural History Roorm:Geology Case 1:Shelf 6 Setup Multimedia links 4| image Managemert 1 ot 31 | (B
Description 4| Dimersions “inkoz ® emiy e Dimension Detsils
Amelh;f(st u;.lfanz cw31al‘{rum l(zrﬁken asudtel ’Amethvsl color i caused by the inclusion oftrace = Height 4500 Width 7.000 ;I
amounts of fenic iron. Iterystallizes directly from igneous magma [ 9.000 [Bepth 0000
Diam. 0.000 | Cireum, 0.000
Weight Court
- 155.925 1 .
Archaeology | Art | Geology | History | Hatural History ftemon Loan g2
Geology I Legal | Relsted | Lacation | Condtion | Appraisal S’;jg‘;”;i‘;“?;;;s Notes | Custom
Collector Tucker, Erwin J. | Coldate [ Minerals & Rocks Rocks
Idertified by | Chernicaf, Stan Ph.D. = | Mentdate DE/30/2000 | RockType  loneous |0 =l
Site A5tk & | | Chemical comp | 5i02 (Oxide of Silicon) Grain size j
Warieties Clear rock crystal, milky quartz, smoky quartz, amethyst, citrine, rose guarz, tiger's = | Crystal System Hexagonal j Classification j
eye || specitic Gravy 2 85 Calar j
Oceurrence  Amethyst quartz is found in Brazil, Uruguay, Sri Lanka, Canada, the Urals (Russia), ;I Hardness 7 Quartz j Fossils j
Zambia, and Czechoslovakia. Quarz oceurs in plutonic rocks (granites, Ly
ettt ety an i omsspecal anel vl anis e e e ot = ruat Resinous 7| pressure =
Texture Streak Colorless to white Termpersture j
Formation  Minas Gerais, Brazil Lithofacies Fracture Conchaidal SUEEE yeathering =
Mermber Assem. zone

| Reoritsofzs I Dublin Core || AAT onine | Change Catalog _ Updated 04302004 10.27 AM [ Upoited by Unknown | Updets History
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History Screen View

The History screen view provides all the fields necessary for cataloging decora-
tive arts, ethnographic materials, household furnishings, machinery, and other
historic objects and artifacts. Decorative arts refers to all aesthetic objects that are
not architecture or fine arts, such as furniture, textiles, metalworks, and ceram-
ics. This term may also extend to toys, jewelry, and costumes. The fields in this
screen view may also be used to catalog large composite artifacts such as air-
planes, automobiles or buildings and building fragments.

H B Objects Catalog

Figure 6-17

- =l e el s | s s s B TS &
H|Story et Add | Browse | Delete | Edlit Spel Eind | Query | Print Exit o T &

Screen V|eW Colection  Decorative Arts Collection e 12
Ohject ID 2003.2.2 Gbjnama) Teapot “fear Range 1872 thru 1872
Otherit Category 4 T&E For Materials Catalog date 01/16/2003
Qlel# Sup-category Food Service TAE Cataloged by Allgh, Arthur
Amcessnd 20032 Cther Name Status dete | 01/16/2004
Source Barrett, Aaron G Donation =l = Status by Withers,Blanche
Crediline  Courtesy of Aaron & Mona Barrett 01715/2004 Accession | Stetus 0K =l
Home Location MUs2urm Main Bldg:Roorm 201:Shelf 3 Setup Muimedia irks 4| imagemnagemert (1 a5 | B
Description | pimensions iz cmigr © Rlbe Dimension Details
Sadler creamiware hexagonal teapot with lid. Clear glaze over red transferware design. The J ey 15.500 | wicth 26,000 | Withoutthe spout and hardie, the = |

transfer design depicts a romantic 1andscape with a stone bridge in the foreground with two
figures. In the backoround stands a ruined castle. This design is identical on both sides ofthe

teapotis a tapering hexagonal
shape measuring 14.5 cm across
teapot. The lid, rim, handle, and spout are decorated with flowers. The knob on the lid is Dizm. 0.000 | Circum. 0.000 | the top atits widest point, and 8.1

Length 0.000  Depth 0.000

decorated with a 6 pointed star. cm acroge the bottorn. The lid hag a
- |[#eight 0.000 gty diameter of 10 cm. |
Archaeology | Art | Geology |'History | Hatural History ltern on Exhibit g3
History I Lesal | Reletedt |Lgcsmor\| Concmion| Appra\sall S Note3| Custom
Colector  Barrett, Aaron G = | Colldat= 01/01/1986 | Tle Sadler Teapot
Site JSite# = | arist Sadler, James ~| @&
Plaf Origin  England/Burslem Maker's | "BRIGADOON SADLER MADE IN ENGLAND'. In addition _= | Inserigtion

Werk  tothe above inscription teit, here is a stamped crown | | detals

Event =
|2 | proverane

Waterial Ceramic/Glaze =
Found Upper Stephey, CT

Macie James Sadler Co.

Used Tea senice

Owned -~

Record 22 o7 25 I Dublin Core | AAT online | Chenge Cetalog _ Upsiated 05 22004 11:04 A | Updletestay Unkniown | Update History

Natural History Screen View

The fields in this screen view are used for cataloging paleontological, biological,
or botanical specimens. PastPerfect has added an additional category to the Chen-
hall nomenclature to accommodate these items. This is the Lexicon main category
Natural History, with the sub-categories of Biology, Botany, Paleontology, and
Geology.

The species name is entered as the object name. If you have natural history col-
lections you may wish to add only the object names that you will need to the
Lexicon. Since there are millions of species and sub-species, it is only practical to
enter the names that are relevent to your collections. For example, if you have a
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collection of mounted butterflies, you will need to enter all the species names for
Lepidoptera under the category Natural History, sub-category Biology.

Figure 6-18

Natural History ’I

Screen View

B Objects Catalog

4 0O x i ) B | & L Sortedby  Objectid |+ &
Prior | Mext | A |Browse | Delste | Edt | Spel | Fnd | Query | Print | Ext 7
Callestion  Natural History Collection Dete
Chject IO 1998.2.2 Qhjname Procyon lotor Vear Range 0 theu 1989
Cither# Category 11° Matural History Cetalog dete 11/25/1998
Ol Sub-category Biology Cataloged by Allen, Athur
Accessnd 10882 Ciher Mame Raccoon skull Status date  11/25/1988
Saurce Tucker, Erwin J Gitt = = Stamus by Allen, Arthur
CrediLine  In memory of Elwood W, Tucker b.1900 - d.1993. | 10i11i1993 Accession | Status 0K
Heime Location Museum hain Bldg:Natural Higtory Room: Cabinet 2:5helf 3 Setup hutimedia links ‘ | Image hanagement (1 of 3) ‘ 13
Descrigtion +| Dimensions iz emlyr € lbs Dimension Detsils
Raccaon skull without mandible =l Height 4,500  width 7 600 =
Length 11100 | Depth 0.000
Diam. 0.000 | Gircum
| et 0.000 | Court 1 |
An:llaenlnw Art | Geology | History | Natural History
Natural/History: ILegaI Related | Location | Condion| Appraisal :j”‘; Elassifleion. | 1\ ctes | Custom

Callector Tucker, Erwin J = | coldste 031611992 | Wingdom  Animalia (Bnimals) J Era J
Idertified by  Peterson, Paul D [ | et date 1172501996 | Phylum  Chordata (Chorgatss) Period |
Preparator = |Prepeate 1 Class Mammalia (Mammals) Enoch J
Preservation De-fleshed and dried | order Camivora (Camnivores) Stage J
Method
2 Family Procyonidae (Raccoon and relalives)

Sub-Family
Site [Site# =

Genus Procyon
Hebitt Morth & Certral America

Species  Procyon lotor
Skeletal Cranium/Tooth J " &l
Elements Sub-species

= Sex Unknown J Age Adult

Recorcl 14 of 25 I Dubin core | a7 onine | Change Cataiog _ Updiated 03182004 0208 P | Upcizted by, Uniknaw | Uneite History

To insure consistent and accurate data entry, most of the Natural History fields
are controlled by authority files. For example, to enter data in the Order field,
click on the Right Mouse button or press F7. The following screen will appear:

Figure 6-19
Natural History
Order Authority
File

® Authority file
i & = | X &

Natural History Orders = ‘ B x|

Agnostida (Small trilobites =10 mm) J

Atiodactyla (Even-toed ungulates)
Carnivara {Carnivares)

Cetacea (Whales)

Chiroptera (Bats)

Edentata

Falconiformes

Gaviifarmes

Lagomnrpha {Hares, pika, rabbits)
Marsupialia (Marsupials)
Passeriformes

Pelecanifarmes

P@_rlse;,g,dactg_rla (_?Eg—to‘ed-ungl:l_latisjr,-

To make an entry in the Order field,
highlight your selection and double-click.
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ADDITIONAL INFORMATION SUB-SCREENS

In the middle of the Objects screen on the right hand side, you will notice a
series of eight buttons. These buttons give you access to sub-screens that provide
additional information about the object. These eight buttons can be found in all
four catalogs and pertain to all objects. These buttons are: Legal, Related, Loca-
tion, Condition, Appraisal, People/Classification/Subjects/Search Terms, Notes,
and Custom.

People, Classification,

Whenever fields in a sub-screen are populated, the button will appear green. If
no fields within the sub-screen are populated the button will remain gray.

Legal sub-screen

The Legal sub-screen provides information about legal status, copyrights, and
repatriation status of the object. To access the sub-screen, press the Legal button.
The following screen will appear.

Figure 6-20 "= Legal Status & Repatriation
Legal Sub-
Screen

1998.1.3 Print

Legal Status

All rights of reproduction reside in the PastPerfect Museum. All proceeds ;I
fram the sale of reproductions of this image shall be used to benefit the
PastPerfect Museum.

If the object is subject to repatriation,
select the repatriation type from the
pull-down authority file.

|-

Repatriation Type
[iA - Detailed Repatriation Information |

There are command buttons at the top of the screen that allow you to move for-
ward to the Legal sub-screen for the next record or back to the previous record.
Pressing the Edit button allows you to edit the information in the unlimited
field.
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Repatriation Type - For items that are subject to repatriation, there is a Repatria-
tion Type value and a Detailed Repatriation Information command button that
will take you to an additional Repatriation screen. While in Edit mode you may
choose the Repatriation Type from a pull-down authority file.

Click Detailed Repatriation Information to display the screen shown in Figure 6-21.

F|g ure 6'21 B Detailed Repatriation Information @

AL EIUENCUN Repatriation Information B Xm M S— g [¥]
Sub-Screen

Repatristion Type Associated Funerary Object J Date af Mtice I 4 ;31,3003 Authorized by Joseph Allen Patter, President Autharized dete 10/06/2003

Federsl Register

Claimant/s Dispeosition

J The iterm was investigated and determined 1o he affiliated with the J
Susguenhanock Tribe, Since there were no other claimants, the item
will e turned over to the representative of the Susguehannock tribe,
Esther Smallfield on 06/ 5/2004.

Claimant: Susguehannock Tribe
Contact.  Smallfield, Esther
Address: 1234 Rural Route 12
Holtwood, PA 19856
Phone:  G10i555-9900

E E
Hanflling Requirements HNotes
This itern shall be stored infawooden container provided by the J The iternwas puplished inthe Federal Register on 10/0142003. Mo J
claimant. it shall not be eyfibited orviewed without notifying Ype other claimants/ftame forward during the notification period.
To select the repatriation type, click on the
down arrow to reveal the authority file.
El

V
Fill in information about claimants, disposition and
handling requirements for the object subject to
repatriation.

Related Sub-screen
This sub-screen gives you the ability to link objects together.

F|g ure 6-22 B Related Objects and Publications
Related Sub- [BEERt S 4 3 e
Priar Hext Exit Close
Screen Related Publications 11 Objects related to 1999.1.11
Cox, Lura. "History of Rocky Pine Ranch™ Eastern University Press, J | Objectid | COhject Mame b
1967 A 198514 Tape, Magnetic
P 1958911 Print, Photographic
0 1888111 Funnel
01989112 Sifter, Flour
J 0 1888113 Candlestick
flotes on Related objects 0 1952114 Quil
A photograph ofthis funnel being using by Clarence Hilton for tractar J £ 1989115 Album, Autograph
maintenance appears on page 67 ofthe above publication. E 1999'1'2 v F“hDTDgrapth -
P 1889.1.2 Print, Photographic -
J Add REhiﬁm’!)DEhﬂE Relation Wiew Related tems

To Add, Delete, or View related objects,
click on the command buttons.
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Many collections have closely related objects. For example, the relationship
between a sugar bowl and creamer from the same set should be preserved even
though they have been assigned separate object ID numbers. Selecting the Related
tab displays existing relations.

To add a new relation, click Add and input the object ID or use the Browse, Prior,
or Next commands to search the catalog for the related item. Then press the Add
this realtion command. Related items will now be listed on the screen. PastPerfect
will set up the reciprocal and consequential relationships for you.

Location Sub-screen

PastPerfect derives each item’s Home Location by combining the fields found in
the Location sub-screen.

Figure 6-23 B Location Information

Locatlon 1999.1.13 Candlestick Q »
Sub-Screen Prior | Mext | Eat

Home LocationBuilding FastPerfect Museum Main Bldg

Room  Room 200 wisll East
Shelf Draweer Drawer 3
Inv date 0453002004 by Meyers, Pamela Return to Ho . |

Select entries from the authority files to

Temp Location/Building Carter Homestead House . .
create a home location for each item.

Room  Parlour wall  Eastivall

Shelf Dirawver Container

Date 02232004 Until 0473002005 Authorized by Parr, Mary L.

Reazon Used infurnishing plan Moved by Allen, Arthur

Motes  This itern is an the console table on the eastwall ofthe Carter House parlour, J

-

= | | Location History

Type | Date Lacation By ontl [ -]
Home|04530/2004|PastPerfect Museum Main Bldg:Room 200:East.Cahinet Meyo@famel
Home| 0453072004 | PastPerfect Museum Main Bldg:Room 200:East.Cabinet|Meyers, Farme

Temp |06 572000 Plumsteadville Histarical Society::: Hiltnn Richard (061 52086
- Hasaalnamainnolpasinaect Museum Archives:Room 201:5h VWhenever a change is made to either
For more information about past the Home or Temporary Location, an
locations, click on the File Folder |== »# « &« o entry is made in the Location History
Icon. File.

There are seven fields from which the home location is compiled. These are:
Building, Room, Wall, Cabinet, Shelf, Drawer, and Container. Each of these
fields is controlled by a user-defined authority file. The user may select which
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fields are appropriate for each item. The authority files are shared by all cata-
logs. To enter a home location for an item, click Edit and highlight the field and
press F7 or Right Mouse to access the Authority File. Highlight and double
click on an entry to populate the field. Repeat with each of the appropriate
fields to create the home location. When you return to the main catalog screen
the separate fields will appear compiled in the Home Location separated by
colons:

Home Location FastPerfect Museum Main Bldog:Room 200:East Wall:Cabinet 7:Drawer 3

To edit the home location, you must return to the Location Sub-screen. Press the
Edit command button at the top of the screen. Then press the Save button to
make your change permanent.

Temporary Location fields also share the authority files. Temporary Location
should be used to record any movements of the object from its home location.
Tracking the movement of objects is an important component of intellectual con-
trol of your collections.

Condition Sub-screen

The Condition Sub-screen, shown in Figure 6-24, provides all the fields needed
to keep track of both the condition of an item as well as any required routine
maintenance schedule.

Maintenance Cycle/Maintenance Notes - Allows you to enter the maintenance start
date, maintenance cycle, and detailed notes and maintenance history for each item.
PastPerfect allows you to schedule items in your collection for routine maintenance.
The maintenance cycle can be set for daily, weekly, monthly, quarterly, semi-annu-
ally, yearly, every two years, every five years, or never. PastPerfect calculates the
interval from the maintenance start date and automatically includes objects on the
Maintenance Due report. You decide the appropriate interval for the treatment
and cleaning for each item in your collection, and when to generate maintenance
reports.

The Detailed Condition Reports screen allows you to create detailed condition
reports for each item. The box on the right shows a list of condition reports that
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Figure 6-24 ' W Condition & Maintenance Information
Condition
Sub-Screen

1999.1.11 Funnel

Detailed Condition Reports

e [ | pate 0310872004 by withers Blanche Date e [ comton | By -1

General Condition Hotes 081 62001  Post-exhibit Fair ‘Withers Blanche
03709/2004  Pre-exhihit Fair ‘Withers Blanche

The funnel is in fair condition. The surface shows a chips and ;I
wear in the enarnel atthe spout and around the rim. There is

slight crazing on the inner surface as well as some wear along

the seam. 08/24/2001.

Maintenance Scheduling
Hext Due March 07, 2005

Hotes
0301211999 - Mo treatment appli

StrtDate 03071999 ealy |
A

027242001 - Cleaned with e cleaner (mild detergent
and water with soft cloth)
03/09/2002 - Cleaned
0411712003 - Cleane

oft cloth. Mo treatment applied. BEWY

i)

. . - Ailel it i detailed it
To schedule routine maintenance, enter a start ) il J\; e
date and maintenance cycle. PastPerfect will
calculate the next Maintenance Due Date.

To add or view Detailed Condition
Reports click here.

have already been created. To view a report, select the desired report and click on
the View Detailed Reports command button. The following screen will appear:

Figure 6-25 = Condition Report

Detailed Con- | \@uodiliitoaitdsyy s 1999.1.14 Quilt
dition report Conservator Vithers, Blanche Report created by Parr, Mary L. Dste 040212001
Description of Condition Condition Details
The guiltis in fair condition with some disjoined seams in patchwark. The ;I Oversll Condition Fair j
backing flannel has an aval brown stain on the bottom center area
measuring approx. 25 cm. x 10 cm. There is slight hleeding in the areas State of Cleanliness  Claan

where red fabrics are joined to lighter colors Condition of Surface  Stained’orn/BleadingiBloom

Condition of Materials \Worn

Conclition of Structure  Disjoin in some seams of patchwork
Conition of Parts

Parts missing Mone

|| Meshaniem cperation

Damage information Work Required
Disjoined seams in the patchwork top and a 25 cmx 10 cm brown stainon ;I Disjoined seams to be repaired by in-house textile conservator, Blanche ;I
hacking material Withers, using yellow cotton thread. Estimate oftime reguired; 4 hours

Materials reguired; minimal. Quiltwill be washed using Orvus Paste
detergent special attention to be paid to the brown stain.

El E

Estimated Cost 200.00 Estimated completion date 061 8/2001

[avhere, wehen, howe who noticed)

of Brior | bext )| Bcld | Delete | Erlit | Spell | Print ICIoseEL*i‘

Condition Terms Authority File - All fields in the Condition Details section are
controlled by an authority file of condition terms. With the cursor in the condition
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field, press F7 or the right mouse button to make the authority list appear. To view
the definition of a condition term, highlight the term and click on More Informa-
tion About the Selected Condition Term at the bottom of the screen.

You have two options for creating entries in the field. Use the radio button to
select which option you prefer: “Append to current entry” or “Replace current
entry with choice”. The check box “Multiple entries” allows you to populate the
field with more than one entry without leaving the authority file.

Figure 6-26 B Authority file
Condition Croefifios T + X Iy
Terms Authority |~ AT ST sdd | Edt | Delte | Close
File Abrasion =

Accretion

Adhesive residue

Blanching

Bleaching

Bleeding

Bloom

Broken o

B [etails for condition term: Blister

mAn inflated pocket in a layer or film. A separation between layers that have bubbled up. Generally used :I—

when describing painted surfaces. A broken blister may result in a rupture.

\ Exit

Cupping
Darkening
Celamination
Dent
Cimpling

(o Append to current entry or - Replace current entry with choice [+ huttiple entries

Highlight the desired chaoice and press Enter

ot Double-Click on the choice to select. Mare about the selected Condtion Term |

/!
To read a detailed definition of the condition term,
highlight the term and click on the More about the
selected Condition Term button.

To add, edit, or delete entries in the authority file use the buttons at the top of the
screen. You may also go to Setup, Authority Files. Highlight “Condition Terms”
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on the left hand list and press Next> at the top of the screen. You may then use the
ADD, EDIT, and DELETE buttons to populate the authority file.

Appraisal Sub-screen

The appraisal sub-screen provides fields for recording appraisal information,
detailed insurance information, and value information for each object including:
Appraiser, Date Appraised, Acquisition Value, Minimum Value, Maximum Value,
and Notes.

F|gure 6-27 B Appraisal, Value, and Insurance Information @
Appraisal 1999.1,11 Funnel 1 3 e .
Frior et Edlit Clase:

S u b'scree n Current Appraisal General Appraisal Hotes

Date |11125f2003 Appraiser Margolis, Barbara Wi, & || Thefunnelis in fair condition. The surface shows a chips and J

wear in the enamel atthe spout and around the rim. There is
Minimum Valug 75.00 | slightcrazing on the inner surface as well as some wear along

Acquistion Value Maimm Velue 120,0g || e seam

Appraisal Histo)

Date Ppraiser Reason Min Value Max Vae | |

11/28i4#69 The Farmer's Antigue Catalog Relocation 4500 80.00 J

’1 2003 Margolis, Barbara W Insurance 60.00 120.00 Insurance Information
/ Insured Valus 1,000,000.00
Premium §1,858.00/ear
To enter a name in the Appraiser field, highlight Polisy# 65098 07
T H H [+l Pastille Und ter's A
the field and press F7 or Right Mouse to view the oy ashille Underrliers Assoc
. . Representative  Fage Willlams

aUthorIty flle Phone no. 610/555-7873

‘ Policy Exp. date 12/31/2006

Add New Appraisal ‘ Wiew Details, Edit, or Delete |Prewew ‘ Prirt |

The Appraiser field is populated with the name of the person who last appraised
the object. This field is controlled by the Experts Authority File. With the cursor in
the field, press F7 or right mouse to view entries in the Authority file. Double click
on your choice to enter the name of the person who appraised the item. Click

on the File Folder Icon to the right of the field to access additional information
about this expert. To add, edit, or delete names on this list, from the main menu
press Setup and then press Authority Files on the Setup fly-up menu. Highlight
“Experts” and press the Next> button at the bottom of the screen. You will then
have the option to Add, Edit, or Delete names on the list.

PastPerfect keeps an appraisal history for each object. Whenever you enter a new
appraisal, the last appraisal will be archived in the appraisal history file. To view
an old appraisal, highlight the selected appraisal from the list and press the View
Details, Edit or Delete command to view the appraisal in full. To add a new
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appraisal, click on the Add New Appraisal command at the bottom of the screen.

The right side of the Appraisal Sub-screen is devoted to information about the
insurance policy covering the object. In many cases, the same policy covers mul-
tiple items, so this information can be recorded in the default screen and repeated
on a number of items.

Figure 6-28 B Appraisal Details
Appraisal Appraisal History Details for 1999.1.11 Record 2 o 2
Detail Date 11/28/2003
Sub-screen Reason Insurance j Minimum alue 60.00
Appraizer Margolis, Barbara W, Maximum Walle 120.00

Description White enamelware funnel with blue rim. [term has a place of origin stamped on J
the handle. The funnel was made in Germany. The funnel is in fair condition.
The surface shows a chips and wear in the enamel atthe spout and around
the rim. There is slight crazing on the inner surface as well as some wear
along the seam.

Reference Art & Antiques. Winter 2003, Volume 60 #1. J
Franklin, Linda Camphell. 300 Years of Kitchen Collectibles. 3rd Edition.
Florence, AL. Books Americana. 1999,

g{EriorE | Delete | Edit | Closeﬂ_‘ |

To view other appraisals, click on the Prior
and Next buttons. You may also delete or edit
an appraisal from this screen.

People/Classes/Subjects/Search Terms Sub-screen

This tab provides four different fields with authority files for creating searchable
access points for your object records. These access point fields are People, Clas-
sification, Subject, and Search Term:s.

People - This field is used to identify people who are associated with objects.
Enter the names in this field and PastPerfect will automatically create an author-
ity file from the names it finds in this field. You may then add any of these names
to any record by using the authority file. Click Edit and with the cursor in the
People field, press the right mouse button or F7 to display the People authority
tile. Highlight the name and double click to add it to the field. The convention for
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entering names is last name, first name, middle name or initial. For example: “Hil-
ton, Dorothy Ann”. Occasionally, you will encounter a person who has undergone
several name changes over his/her lifetime, there are several ways to deal with
this. You may enter the person more than once using different names and enter all
the names in the People field when appropriate. In the case of a woman who has
changed her last name through marriage, enter the name in the following way;
last name, first name, middle initial or name, maiden name. For example: Hilton,
Dorothy Ann Jones.

P S

Flgure 6-29 | m People Authority File

People A|B|C|D|E|F|G H|I|J|I-<|LlMlNlO|P|Q|R|S|T|U|V|W|X|Y|Z|?

Authority

F|Ie Hame Appearances in:  Photos Objects Archives Library

1

Hanley, Helen Torgeson 1 0 a
Hanley, Warren T 1] 1] 4 0
Hargity, Juneau 1] 1] 1 a
Hargity, Robert B. 1] 1] 1 a
Hearn, Bert 1 1] 0 0
Hilton, Earl L. 4 1 0 1]
Hilton, Earl L. Jr. 2 1] 0 1
Hilton, Ernestine Mehdillan 2 1 2 0
Hilton, Jerold L. 1] 1] 0 1]
Hilton, Lura Cox 1 3 1 a
Hiltan, Mancy L. 1 1] 0 a
Hilton, Richard L. 1 1 0 1
Hoover, Herbert 1] 1] 1 a

® Authority file

PeopleBiography:
Mame | Hanley, Glair Morton Rols | Architect = | g
Qiher names | Bud, Buddy 2| ationsity| U 5. citizan
| ocupetion, [1332-1845- Naval OFear 2]
Born | 01/03/1923 anereISama Barbara, CA sphere of | 1853-1964 - University of

activity
Died [ 0312411054 vvhere  Beatils, e WWashinaton facully

Miother

= Image Management
Father | Hanley, Warren T.

Publications 5|
spouse [ Torgeson, Helen A

Chiren [ 1950 - karm Hanley
1954 - Kristopher Kim Hanley

L
(K}

Hotes| LY Archives- 2004 =

- Biograph
E Dr. Hanley was barn in Santa Barbara, Califoria. He was a rapny
Places andior = 1847 graduate of the University of lowa, recelving his doctorate
cecupehcl in 1952 He was on the Unversity o Washingten faculty from
r:;:‘;i;’ =l 1852 until his death on Senternber 24, 1964, Rl
- - |  Relsted calaiog records
Titles and honars \;\benu;?dn?hne‘ ElJu?aCE\a}\__'vcrxl((};{)a{vﬁ\:Sy1 s(irgzd;ir;:?;%mﬂuThealer = [otiect o [Ouiname [rie = 5 £s ﬂ-‘
from July 1943 to February 1845 = P 2003116 Prirt, Photographic Blushing Brice. o Edit Cloza
[0 2003113 Ribbaon, Commemarative  Medals and Citations
Relationships =
Edlucation | 1947 B.A. University of lowa =]
1952 Ph.D. University of lowa, Speech Pathology

To view the biography screen for a person in the
People Authority File, highlight the name and
press the Biography Button.

T inse jE

Classification - The classification field is based on a photograph classification
system developed by the Bishop Museum in Honolulu, Hawaii. In their system,
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each classification corresponds to a file folder that contain the actual photographs.
Within the folders, the photos are enclosed in mylar sleeves and placed in number
order. This system works very well for quick and easy retrieval. Thus, the clas-
sification system is actually used as a finding aid. This file is designed to contain
classifications organized in a hierarchical system. It is recommended that you
arrange your authority files from the general to the specific as in: Agriculture/
Livestock/Cattle. PastPerfect automatically separates each level with a carriage
return. You may wish to create your classification system and corresponding file
folders before beginning data entry.

Figure 6-30 B People, Classification, Subjects, Search Terms
Peopl
eop e . 2003.1.13 Ribbon, Commemorative

Classification
Subjects and People (3} Classification

Hanley, Glair Norton | wilitary =
SearCh Terms Hanley, Helen Targeson LIS, Mawy
fields Hanley, Warren T. War

Subjects Search Terms

|Mi|itar\-’ decaorations ;I Hanley Farmily ;l

Maval personnel Warld War Il

World Yiar |l Wl

Multiple entries should be separated by a carriage return

Subjects - The Subject field in the objects catalog is most useful for recording sub-
ject matter in works of art or general themes represented by objects or collections
of objects. This field may be useful for listing the incidental details captured in a
work of art For example a landscape painting may include several cows in the
background next to a barn. The description of the painting may or may not men-
tion these details. Use the subject field to record this information, for example:
Landscape paintings/ Outbuildings/Cows.
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The Subject Authority File is based on the Library of Congress Thesaurus for
Graphical Materials. This field is especially useful in researching the photo cata-
log when a researcher is interested in viewing all photos in your collection that
contain a particular subject such as “Cows”.

Search Terms - This field is used to record any terms, words, or names that will
be helpful in researching the catalog database. These terms are specific to your
organization and may include family names, organizations, or entities that are
associated with items in your collection. For example, you may have photographs,
objects and archival materials from the Rocky Pine Ranch. Including “Rocky Pine
Ranch” as a search term allows all items connected with this entity to be related.

Sorting entries in People/Classes/Subjects/Search Terms fields - Entries in these
fields are automatically separated by a carriage return, you may press the A/Z
sort button to arrange the entries alphabetically. The A/Z button is activated in
Edit or Add mode only. Alphabetizing the entries is not reversible.

Notes Sub-screen

The Notes sub-screen may be used to record any additional information. There is
no limit to the number of lines or the type of information recorded in this field.

Custom Sub-screen

This sub-screen, shown in Figure 6-31, provides twenty-two custom user-defined
fields. Fields 1-10 are character fields limited to 75 characters. Fields 11 and 12
are character fields limited to 20 characters. Field 13 is a numeric integer field
limited to 12 digits. Fields 14 and 15 are numeric fields limited to 12 digits with
2 decimal places. Fields 16 and 17 numeric fields limited to 12 digits with 3
decimal points . Fields 18,19, 20 are date fields. Fields 21 and 22 are unlimited
memo fields. You may assign your own field names to these fields.

To rename the custom fields with your own field names, press Setup on the main

menu and then press Custom Fields on the Setup flyup menu. Type your custom
field names in the appropriate boxes. Authority files for custom fields can also be
setup from this screen. Authority files are provided for custom fields 1-10, 21, and
22.
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Figure 6-31 | = Custom fields
Custom 2003.1.13 Ribbon, Commemorative . CE:E
Fields | priat

:

Field 1 Field 11

Field 2 Field 12

Field 3 Field 13 il
Field 4 Field 14 0.00
Field § Field 15 0.00
Field b Field 16 0.000
Field 7 Field 17 0.000
Field § Field 18 I

Field 3 Field 19 I

Field 10 Field 20 I

Field 21 Field 22

El ||

Restricting access to selected sub-screens - Some museums may not want to use
all eight of the sub-screens of the Objects catalog screen. To hide selected sub-
screens from the Objects catalog screen display, go to the main menu and select
Setup. From the flyup menu choose Security. On the Security screen, place a
check mark next to the name of any sub-screen you wish to hide.

Changing Numbers - By design, PastPerfect has made it difficult to change the
object ID number, accession number, and incoming loan number. This is some-
thing that you do not want to do by mistake. To change these numbers, you must
first press the Edit command to display the following command options:

Figure 6-32
Cr?an e = - =
. g Save Cancel Change Access#, Object ID, or Loand Deaccession
Object ID,
Accession 6 =
B Change Mumbers x
Number or =
Loan Number Accession#
|l2003.1
To change an accession number, object id number, Incorming Loand
or loan number, click on the Edit button at the top |

of the Objects Screen. Then press the Change
Access#, Object ID, or Loan# command button. Ohject|D
The Change Numbers sub-screen appears. Edit the 2003.1.13

number and press Save.
('] ]
Save | Cancel |
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Click the Change Access#, Object ID, or Loan# command button to open the
Change Numbers screen, where you can type in the new numbers. Click Save to
complete the change.

Deaccession - Another Edit command option is Deaccession. To permanently
remove an object from the collection and place it in the Deaccession file, click Edit
and then the Deaccession command button. For more information on the deacces-
sion process, please read Chapter 5.

Change Catalogs - During the course of cataloging objects, a cataloger may acci-
dentally catalog an item and then realize that item should have been placed in a
different catalog. Rather than simply deleting the item and re-entering the data in
its proper catalog, you may use the Change Catalog button at the bottom of the
Objects screen.

Figure 6-33 B Change catalog
Change

Select the catalog you want to
Catalogs transfer this record to and press OK.
screen

\ To move a catalog record from one

Trelwes (‘&
‘ Cancel ‘
catalog to another, click on the radio

Warning! Because each catalog button for the catalog and press OK.
contains different field names, not all

data may be transferred.

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 copy in the cur-
rent catalog for deletion. Note the large yellow warning box at the bottom of the
Change catalog screen. Because each catalog contains different fields, not all data
may be transferred to the new catalog.

Dublin Core and AAT online - At the bottom of the Objects Catalog screen, you
may notice two additional buttons, Dublin Core and AAT online.

The Dublin Core button generates a Dublin Core metadata record from your
PastPerfect catalog record. The Dublin Core is a set of fifteen metadata elements
to be used as a core description record to facilitate discovery of documents and



112 PastPerfect Museum Software User’s Guide

objects in a networked environment. Dublin Core metadata was adopted by
CIMI, Computer Interchange of Museum Information, and is used as a com-
mon exchange format for the internet. The Dublin Core record generated by
PastPerfect may be viewed as a report or as an XML file to be viewed in your Web
Browser. For example:

Figure 6-34
Dublin Core
meta-data
record
viewed in
XML through
web browser

@ C:\pps40\TEMPDC XML - Microsoft Internet Explorer

File  Edit ‘iew Favorites Tools  Help

o > \ﬂ lELI 7:\1 /.-\JSearch ‘E.E(Favuritas @Media {‘3

E]@
- e 'Jﬁ@ﬁ-

address |[2] Crippsd0\TEMPDC, XML

BbE

Links

»

<?uml version="1.0" encoding="Windows-1252" standalone="yes" 7>
- «<metadatax
- <dc-recards
=type=physical object</type>
<typexoriginal</type>
<typexcultural</type:
=format=Dimension:H:12.900 cm Dia:10.400 cm=/format>
<titlezFunnel</titlex

=subject=Funnel</subject>
<subject=Agriculture</subject>
<subject=Tool</subjects>

=subject=Rocky Pine Ranch=/subject>
<creator>Germany=</creator>
<publisher=PastPerfect Museum-=/publisher=
<date=1920 ca</dates
<identifier>=1999.1.11</identifier>

=description>White enamelware funnel with blue rim. Item has a place of origin stamped on
the handle. The funnel was made in Germany.</description:

<relation>IsRelatedTo:1995.1.4-Tape, Magnetic, 1999.1.1-Print, Photographic, 1999.1.11-
Funnel, 1999.1.12-8ifter, Flour, 1999.1.13-Candlestick, 1999.1.14-Quilt, 1999.1.15-
Album, Autograph, 1999.1.2-Print, Photographic, 1999.1.3-Print, Photographic, 1999.1.4-
Print, Photographic, 1999.1.5-Print, Photographic</relation:

=relation=IsRelatedTo:A photograph of this funnel being using by Clarence Hilton being used
for tractor maintenance appears on page 67 of the above publication.</relation=

<relation>IsReferencedBy:Cox, Lura. "History of Rocky Pine Ranch." Eastern University
Press, 1967.</relations

<Coverage=1910 - 1930</coverages

=coverage=Rocky Pine Ranch=/coverage:

<rights>All rights belong to the PastPerfect Museum</rights>

< /do-records

</metadataz

~

[¥]

ﬁ‘] Done:

:gﬂ My Computer

The AAT online button provides a link to the website for the Getty Museum’s Art
and Architecture Thesaurus. This online resource gives you access to the Getty
Web site, free of charge, for searching individual terms and names. The Getty
vocabularies are made available via the Web to support limited research and cata-
loging efforts only. Licensing is required for more extensive use of these tools. For
more information about Getty thesauri, visit the web site at:

http:/ /www.getty.edu/research/conducting_research/vocabularies/.



