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PASTPERFECT AND THE RMF 
ARCHIVES 
March 16, 2009 
HI 589: Automation and Public History, NCSU 

Presenter
Presentation Notes
[Introduce goals of the evening.]



STRUCTURE FOR THE EVENING 
 Introduction 
 Class and individual exercises on EAD and 

PastPerfect 
 Break 
 How to create an encoded finding aid from 

PastPerfect 
 About the RMF Archives 
 Other ways the RMF Archives uses PastPerfect 

 
 
 

Presenter
Presentation Notes
When I was at NCSU, one of my complaints was that I never got enough hands-on time.  So, tonight, we’re going to jump right into a practical application of PastPerfect, then, depending on time, I’ll talk more about the RMF Archives and other ways we use PastPerfect.  Please ask questions as we go along.  I may “park” the question for later, though, depending on how far along we are.



HELLO, MY NAME IS RUTH 

Presenter
Presentation Notes
--make name plates--introduce myself, background--ask for introductions from students



HANDS-ON EXERCISES:  
PHOTOGRAPH ALBUM SUBGROUP 

Presenter
Presentation Notes
We are now going have a series of hands-on exercises that will demonstrate the thought process you would go through to figure out how to plan for database data entry based on what kind of report, or finding aid, you wanted to pull from the database.  In this case, we want to create an EAD finding aid for the photograph albums subgroup of the photographs record group of the Mott Family Collection.  For this evening, we’re going to concentrate on the container list portion.   [pass out scope note and container list]The subgroup has already been surveyed and a processing proposal was written and approved.  There are 57 albums in the subgroup and they are divided into fourteen series, each representing the creator or compiler or possible compiler of the albums.  Each album title begins with a year, that is, the first year represented in the album, and then a descriptive title for the album.Take a look through the finding aid and then at the container list.  Note what data elements there are in the container list that would need to be encoded in EAD. [2-3 mins.]



GROUP EXERCISE:  EAD REVIEW 
 For any <c0x> level, what are the required tags, 

as stated by NCEAD Best Practice Guidelines? 
 

 For any <c0x> level, what are some other tags 
that will most likely be included in a <c0x>? 
 

 How do the <c0x>s nest inside each other and 
inside the <dsc>? 
 

Presenter
Presentation Notes
The first step is to review what EAD tags are necessary for individual components of the container list and their appropriate order.Answer #1:  <c0x><did><unittitle></unittitle></did></c0x>Answer #2:  <unitdate>Other tags:  <physdesc><extent> and <unitid>Answer #3:  <dsc><c01><c02></c02></c01>[Ruth:  pass out c0x structure charts, layout worksheets, and photo albums scope note and container list.][10 mins.?]



INDIVIDUAL AND GROUP EXERCISE:  
TAG ID IN FINDING AID 
 In the Photograph Albums subgroup, identify 

what categories of data are wrapped by which 
tags.   
 

 Also identify which units of description are 
<c01>s and which are <c02>s. 
 

 How do the <c01>s and <c02>s nest together?  

Presenter
Presentation Notes
The second task is to apply those component level tags to the photo album container list. Take a pencil or pen and start marking the container list with the appropriate tags you would use for each category of data.[Take 10 minutes? Then have individuals report. Write up tags on screen on container list.]



INDIVIDUAL AND GROUP EXERCISE:  
CROSSWALK PASTPERFECT FIELDS TO EAD   
 What PastPerfect fields would you crosswalk to 

the EAD tags you plan to use? 
 Hint:  There are some EAD tags you won’t 

crosswalk to.  (These will be taken care of during 
the reporting step of producing the finding aid.) 

 Hint:   There are a lot of PastPerfect fields you 
won’t be using for this exercise. 

Presenter
Presentation Notes
The next step is to crosswalk PastPerfect fields to EAD tags. [Pass out blank crosswalk document.]  This crosswalk lists the basic PastPerfect fields and a short description of each of them.  Take a moment by yourself to think about which fields might match to the EAD tags you want to use for the container list.  [5 mins.?][Then, discuss with whole group. 10 mins.?]



INDIVIDUAL DATA ENTRY 
 Enter ObjectID, Collection, Date, Date range, 

Title, and container. 
 

 Use data entry sheets. 

Presenter
Presentation Notes
Now that we’ve planned for our data entry, that is, for what kind of structure we want to get out of the database, we’ll spend some time creating individual PastPerfect database records for photograph albums. Note that in “real life,” you would also have planned for standardized content inside each field.  So, all dates would look the same, for example.  If you follow the photo album container list, that content should be already standardized.  Here are some data entry steps.  [Pass out data entry sheets.]  Let’s do the first couple together.



REPORTS:  GENERATE AN EAD FINDING 
AID 
 Use ReportsReport Maker 
 In this case, we’ll create a report using the 

Photos database 
 Set criteria 
 Output into Excel/HTML 
 Important Note:  Be sure to save as plain Excel 
 In Excel spreadsheet, add punctuation, including 

<title> and <emph> 
 In second Excel spreadsheet, add EAD tags and 

nest <c0x>s as needed 
 Copy and paste into XML authoring software  

Presenter
Presentation Notes
We’ll use report maker to extract the EAD container list information from the PastPerfect fields.  You can do these steps with me.  [demonstrate creating a report][then, show how I changed the Excel spreadsheet into EAD, then, hopefully, into a displayable finding aid][sort, add punctuation, plus formatting tags, move c02s up][add tags][move into Notetab, but don’t worry about adding top level stuff]



RMF ARCHIVES IN CONTEXT 

Presenter
Presentation Notes
Applewood, the 1916 historic estate of CS and Ruth Rawlings Mott and located in Flint, has had an archives since 1992.  The archives was focused mainly on preservation and description of paper-based materials.  (This is the front of the Main House in 1919.)  Applewood served as the family home of the Mott family from 1916 until 1999.  It has been listed on the National Register of Historic Places since 1979.



Presenter
Presentation Notes
The estate was originally about 64 acres and from 1916-1949 included a working, gentleman’s farm.  The red-brick barn and chicken coop, along with the space for original vegetable garden, remain.  You can see the vegetable garden, along with the barn and the chicken coop, in the 1919 image below.  The barn in summer 2007 is to the  right, while the lawn pads and rose garden in May 2007 are on top left.  The estate is currently 34 acres, with 18 of those intensively landscaped.The house isn’t open for public tours, but AW hosts events during the late spring, summer, and fall where the grounds are open to the public.  The first floor of barn is also open. The Archives has routinely provided information and photographs to AW staff to support these public events.



Presenter
Presentation Notes
In 2000, Applewood, and the archives, came under the corporate umbrella of the newly-formed Ruth Mott Foundation.  The Foundation’s mission statement is to serve as a catalyst for community vitality in Flint through making grants in the arts, beautification, and health promotion.The year 2000 was also when the Archives purchased PastPerfect and began using the database for accessioning material—again, mainly paper-based.  When the Applewood Program Director was hired in 2003, the Archives came under his supervision, although we support all of RMF.In 2005, the Foundation’s board of trustees approved a new archives mission statement.  This establishes a new, use-focused purpose for the archives that focuses on supporting the Foundation’s mission.  The new Archives mission also emphasizes the behind-the-scenes work of preservation and description.  I was hired in June 2006 to develop this “emerging” program.  (This is how the front of the Main House looked in May 2006, just before I arrived.)



Presenter
Presentation Notes
The Archives offices and storage spaces are in the Main House.  The house is also used for what we call “convenings,” which are times when small groups of people meet in a safe and beautiful space to work through difficult and sometimes divisive issues.  These people are usually connected to the foundation in some way, usually as grantees.



Presenter
Presentation Notes
There are two permanent staff people in the RMF Archives:  myself, the Archives Program Manager and Lois Bolf, the Archives Assistant.  We also sometimes have interns, consultants, and volunteers.  Applewood itself has a group of about 250 volunteers and a full-time Volunteer Coordinator.  The Archives volunteers are drawn from AW’s pool.  There are about 30 staff people at the Foundation overall.  There are grants managers, administrative staff and the executive director, horticulturalists, public program staff, and outreach staff.



Presenter
Presentation Notes
Under our new mission statement, the Archives reaches out to all Foundation staff and the community in a more proactive way.  For example, I encourage research use of archival material by staff.  We held the second annual open house in Jan. of this year for staff.  And, I invited local archivists, museum registrars and curators, and local history librarians and genealogists for a second annual roundtable in the Main House.  Outreach like this is new to AW staff and to the Foundation.  Also, the Archives is currently not open to the public, but I’m developing access policies which, if the Board of Trustees approves them, will allow open research to certain categories of material. 



RMF ARCHIVES COLLECTIONS 
 Ruth Mott Foundation Records (2000-present) 

 Ca. 1 million items 
 Oral History Collection (1950, 1978-present) 

 Ca. 150 items 
 Ruth Mott Fund Records (1979-1998) 

 Ca. 130,000 items 
 Mott Family Collection (1800s-1999) 

 Ca. 650,000 items 
 



RUTH MOTT FOUNDATION RECORDS 



RUTH MOTT FUND GRANT FILES 



CHARLES STEWART MOTT (1875-1973) 

Presenter
Presentation Notes
Engineer and automotive pioneerServed in the militaryFlint mayorPhilanthropist/C.S. Mott FoundationAthleteBuilder of ApplewoodHusband and father(1927 on left; 1968 on right)Born NJ; died at 97 in FlintWeston-Mott Company, 1896-19141906: Billy Durant1908: stock exchange with GM; vice president and bd of directors1912, 1913, 1918: mayorAs mayor, philanthropist, and civic leader, focused on making his adopted community of Flint a better place to liveMajor grants: model for national community education movement; UM-Flint; children’s hospitals in Flint and Ann Arbor; Mott Boys CampMajor individual gifts:  Flint Jr. CollegePersonal interests: fraternal and veterans organizations (Civitan Club, Masons; American Legion); Boy Scouts; YMCAMarried four times, six children, experienced the death of or divorce from his first three wives; found a lasting relationship with Ruth Rawlings Mott, fourth wife



RUTH RAWLINGS MOTT (1901-1999) 

Presenter
Presentation Notes
Athlete, educator, dancerWife and motherPhilanthropist/Ruth Mott FundCivic leaderVisionaryApplewood EstateRuth Mott FoundationField hockey, horseback riding, danceBoston School for Physical Education (Northeastern U) and school in NYCCivic leader and personal philanthropy:  FIA, FIM, YWCA, Boy Scouts, Kiwanis, Jr. League of FlintRMFund:National focus on supporting human health writ large, including through the arts, health promotion, and national and international security. Operated for about 17 years and awarded about $24.7 million in about 1400 grants.Applewood, mid-1970s after death of her husband, began the planning that rejuvenated the gardens and established the estate as the physical embodiment of CSM’s ideals and contributions to Flint.  The archives, of course, was a part of that vision.After her death, her generosity and vision for Flint live on in the Ruth Mott Foundation, with Maryanne Mott as President of the Board of Trustees.RMF:Focus on Flint and Genesee Co.Advocate for, stimulate, and support community vitalityFunding areas:  Arts, Beautification, Health Promotion, Special InterestsBetween 2001-2006, awarded $39 million in 500 grants



 
C.S. MOTT DIARIES 



MOTT FAMILY PHOTOGRAPHS 



MOTT FAMILY AUDIOVISUAL 

Presenter
Presentation Notes
Includes oral histories and transcripts



MOTT FAMILY 3-D OBJECTS 



RMF COLLECTIONS’ ENDURING 
VALUE 
Helps maintain the Foundation’s mission and 

values over time 
 Serves as a legal and administrative record of 

the Foundation’s activities 
 Provides evidence of the daily life, activities, 

contributions, and legacy of C.S. and Ruth 
Mott 

 Source of information on Flint, General 
Motors, other organizations and individuals 
 



RMF ARCHIVES USE OF PASTPERFECT 
 Searching  
 Description 
 Reports 
 Acquisitioning 
 Tracking use of material 
 Administration 

Presenter
Presentation Notes
As I said before, the Archives purchased PastPerfect in 2000.  I don’t know the reasoning behind their choice of this collection management software over any other.  However, I suspect that there were two main reasons:  1.  my predecessor was familiar with it, because she had used it in her previous position at the Sloan Museum, the local history museum just down the block from Applewood; 2.  it is relatively easy to use “out of the box” and the yearly subscription price includes very good support from the PastPerfect software team.Because it’s the software I have, I use it for as many functions as possible, which include searching, description, reports, acquisitioning, tracking usage, and administration.  I’ll talk about these each in turn.  Note:  This will be an overview of our use of PastPerfect.  It’s not designed as training in PastPerfect.



DESCRIPTION:  MULTIPLE PHYSICAL FORMATS 
IN ONE COLLECTION 

Presenter
Presentation Notes
In a small museum/archives like the RMF, one of the things PastPerfect does well is accommodate detailed description of different types of physical formats in one database that allows for pretty complex searching and browsing across all those formats.  By “searching,” I mean that I have a specific question for which I search out the answer.  By “browsing,” I mean that I have a topic for which I want to browse different kinds of materials out of which to create story or a theme.In this screen shot, you see the main menu of PastPerfect, where you can see the catalog buttons for library, archives, photographs, and objects.  We have all these formats, even within one collection, and we use all four catalogs.



SEARCHING 

Presenter
Presentation Notes
PastPerfect contains a fairly sophisticated search function under the button “Research.”



SEARCHING: RESEARCH 

Presenter
Presentation Notes
You can use one or multiple fields; one or multiple operators; and varying content.  This is a search for an Object Name containing text that equals “gown.”  Of course, in order to be confident that you are getting all the hits you should, your data entry needs to be as standard as possible, so that all “gowns” are given the Object Name “gown.”



DESCRIPTION:  LIBRARY 

Presenter
Presentation Notes
Here’s a quick example of a book record.  You see there are fields for the LC number, as well as the ISBN or ISSN.  I’m cataloging reference books as I purchase them.  The actual library of the Mott Family Collection isn’t well-cataloged yet, and will be its own, separate, rare books project, probably for an intern.



DESCRIPTION:  OBJECTS 

Presenter
Presentation Notes
Here’s a quick example of an object record. You can see that we take pictures of each object with a digital camera and then attach those images to the record of the object.



DESCRIPTION:  IMAGE MANAGEMENT 

Presenter
Presentation Notes
Here’s a screen shot of the image management screen in PastPerfect.



DESCRIPTION:  ITEM-LEVEL 

Presenter
Presentation Notes
One of the reasons I was interested in the RMF archives position was because it blends corporate archives functions (records management and support of the organization’s mission) with historic site functions (support of exhibits and estate events).  This relates directly to the type and level of description we use PastPerfect for, which for the Mott Family Collection is item-level.  The questions staff ask that the archives responds to are usually extremely detailed and require an item-level knowledge of that collection.  This item-level description was already entered into the database before I arrived for the majority of the paper and photographs.  However, it was not entered in a routine or standard way or in a manner that takes advantage of the power of PastPerfect’s reports (which I’ll talk about later).  One of the challenges of using PastPerfect is that, because it works so well from a functional perspective “out of the box,” new users assume that they can enter any kind of description, anywhere in any field, and the database will somehow magically spit out the information they need at the use or reporting end.  I have now seen first-hand that database users must plan for the information they want to get out of the database, first, before they start entering data.  This is what we were practicing in the first part of the class.So, one of my main focuses so far has been to develop standards and policies that add in this standardization.  Additionally, I have had to develop the record group, series, and subseries structure for all the collections.  Prior to my hiring, all the material had been entered into the database in chronological order—losing the majority of any original order there might have been present in the papers originally.



DESCRIPTION:  ITEM-LEVEL 

Presenter
Presentation Notes
One of the changes I’ve made to item-level description is to make more robust use of the people, search terms, subjects, and classification fields in PastPerfect.  Here’s an example for one of the photograph albums in the Photographs Record Group of the Mott Family Collection.  One of the nice things about PastPerfect is that it allows for very detailed cataloging for different physical formats, with search functions that can search across all those formats.  Each record, no matter what catalog it’s in (photographs, archives, objects, or library) is attached to these four content fields.  This means I can search for Mott, C.S.--Photographs, candid--1930s (local) and pull up all the material, in any format, that has been cataloged using that term.Of course, that search is possible only if the term is applied in exactly the same way and using exactly the same spelling and structure in each catalog record.  PastPerfect attaches so-called authority files to most fields, which make it possible to be standard in spelling and structure.



DESCRIPTION:  FOLDER-LEVEL 

Presenter
Presentation Notes
On the other hand, the realities of the amount and scope of modern records have made it impossible to treat the other collections with the same granularity of description.  For the Ruth Mott Fund Records, the grant files have been processed and described on the folder level.  PastPerfect was designed to more readily support item-level cataloging.  This works best for museums, who are the main users of PastPerfect.  Archival description is more usually on the folder level or higher, so I had to figure out ways to use PastPerfect for this purpose.  In this folder-level record, I want to point out a particular feature in the Archives catalog in PastPerfect that does make this easier:  the multilevel linking.  In this screen shot, I’m selecting “folder” in the linking field.  This is a customizable field, so you can add whatever levels you want to.  For example, I added “record group” and “subrecord group.”



DESCRIPTION:  MULTI-LEVEL LINKING 

Presenter
Presentation Notes
Multi-level linking requires that you use this field to set up the links.  Here, I’m telling PastPerfect which series and collection the folder is a part of.



DESCRIPTION:  CLASSIFICATION FIELD 

Presenter
Presentation Notes
As part of my standard way of implementing PastPerfect, I have decided to replicate the multi-level linking information in three other locations:  in the classification field, which you see here.  This photograph album is in the Mott, C.S. and Ruth Rawlings, Possibly Series of the Photograph Albums Sub-record group of the Photographs record group of the Mott Family Collection.  This is also in the photograph catalog, which doesn’t include a multi-level linking field.



DESCRIPTION:  COLLECTION FIELD 

MFC\Photographs\Photo Albums\Mott, 
C.S. and Ruth Rawlings, Possibly 

Presenter
Presentation Notes
I also replicate the multi-level linking information in the collection field. 



DESCRIPTION:  OBJECTID (2008.02.0004) 

MFC.P.PA.MCRP.1905.01 

Presenter
Presentation Notes
Databases require that each item cataloged have a unique number, and PastPerfect accomplishes this through the ObjectID. Most museums use ObjectIDs to track the accession in which the item arrived.  These kinds of numbers usually have three parts:  the four-digit year in which the accession was received, then a two-digit number representing the order during that year in which the accession was received, then a several-digit number representing the individual items in that accession. In my standard implementation, the ObjectID replicates the multi-level inking information or the collection’s intellectual structure. This example uses the abbreviation MFC for Mott Family Collection, then P for Photographs Record Group, then PA for Photograph Albums Subrecord Group, then a four-letter code for the series, which is the MCRP, then 1905, a four-digit year representing the beginning year of the album, and then .01, a consecutive number representing the actual album, which is the unit of description.   For the consecutive numbers to sort correctly, in PastPerfect, you must use leading 0’s.



DESCRIPTION:  ACCESSIONING/SUB-SERIES LEVEL 

Presenter
Presentation Notes
Because I also work with staff creating current records, and they transfer records to the Archives (although not routinely, yet), I had to figure out how to use PastPerfect for accessioning, where the level of description is much less granular even than folder-level.  I think of this as a subseries level of description.  I still use the multi-level linking and collection fields as I have already described, but I don’t use the classification field, and the ObjectID is a combination of the collection, series, and subseries structure, with the accession year and a consecutive number for the item.  In this example, I use MFO for Mott Family Office (another, smaller collection in the Archives), PIT for Personal Income Tax Series, CSRM for C.S. and RR Mott Subseries, then 2007 for the year in which the folder was accessioned, and 01 for the consecutive number.



ACQUISITIONING 

Presenter
Presentation Notes
The RMF Archives is not really a collecting institution.  We don’t solicit donations from outside the organization.  However, I did recently accept a donation of a trunk that came as a transfer from the Sloan Museum.  I used the PastPerfect accessioning module to enter the donor information.



ACQUISITIONING 

Presenter
Presentation Notes
Here is the accessioning screen, which includes donor or source information, along with a brief description of the accession.



ACQUISITIONING: DEED OF GIFT 

Presenter
Presentation Notes
I used the built-in PastPerfect deed of gift form to send to the donor.  When I begin accepting regular transfers of records from RMF staff, I’ll modify this form (or create another one) to track those tranfers.



TRACKING USE 

Presenter
Presentation Notes
Unfortunately, PastPerfect doesn’t include a reference module.  I’ve talked to the developers about this, and apparently no other user has asked for this feature.  I think this is because most museums don’t have researchers in the way archives and libraries do.  So, I have modified the Exhibits module of PastPerfect to track material use and I use Excel spreadsheets to log patrons.



TRACKING USE: EXHIBITS MODULE 

Presenter
Presentation Notes
Here’s an example of an “exhibit” of “Archives outreach, in-house staff patrons,” showing the material I pulled for three staff people who came to check out the archives.



TRACKING USE: EXCEL SPREADSHEETS 

Presenter
Presentation Notes
Here’s a quick example of a patron tracking sheet in Excel.



ADMINISTRATION 

Presenter
Presentation Notes
The fourth function for which I use PastPerfect is administration.  There are four I’ll highlight right now.  The first is tracking shelf locations.  PastPerfect includes an entire set of fields relating to location, for which I have set standards for data entry.  This also entailed numbering the storage rooms, ranges, bays, shelves, cabinets, and drawers.  



ADMINISTRATION 

Presenter
Presentation Notes
I also use custom fields to track the number of items and linear feet.  This is particularly important because PastPerfect doesn’t come with any built-in way to count number of items or linear or cubic feet.  I think this is because the makers of PastPerfect assume that there will be one record for each item.  So, running a report on all the objects, for example, will also give you the number of objects in the museum.  This isn’t possible for archives, where the majority of the catalog records are on the folder level, but we still want to know how many items we have overall.



ADMINISTRATION 

Presenter
Presentation Notes
I am beginning to use PastPerfect to track restrictions to access on various portions of collections.  Series, sub-series, or sub-subseries of material can be open, restricted (for example, requiring donor approval before using) or closed.  Here is an example of how the restriction field looks at the moment.  This field is a drop-down, customizable field, so I’ll be able to add different kinds of restriction names to the drop-down menu.  Like, “restriction type 1.”



ADMINISTRATION 

Presenter
Presentation Notes
Finally, I use PastPerfect to track cataloging:  who did it and when.  The cataloger name can be added to an authority file, so that the name can always be entered in the same way.  This was useful for one of our volunteers, who made a report of the records she’d cataloged using her name as the cataloger.



REPORTS 

Presenter
Presentation Notes
A database is only as useful as the reports you can get out of it.  And, useful reports are based on standard data entry and content.  We’ve already seen an example of this.



REPORTS 

Presenter
Presentation Notes
I use the PastPerfect report maker frequently to make my own reports.  This is how I make shelf lists and finding aids.  PastPerfect includes a set of already set-up reports, but I find report maker easier to use.  I can target it to my own needs.



MY CONTACT INFO 
Ruth Bryan, CA 
 
Archives Program Manager 
 
Ruth Mott Foundation 
 
Applewood 
1400 E. Kearsley St. 
Flint, MI  48503 
 
810-767-4997 
rbryan@rmfdn.org 

Presenter
Presentation Notes
I use the PastPerfect report maker frequently to make my own reports.  This is how I make shelf lists and finding aids.  PastPerfect includes a set of already set-up reports, but I find report maker easier to use.  I can target it to my own needs.
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