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Presenter
Presentation Notes
[Introduce goals of the evening.]


STRUCTURE FOR THE EVENING

o Introduction

o Class and 1individual exercises on EAD and
PastPerfect

o Break

o How to create an encoded finding aid from
PastPerfect

o About the RMF Archives
o 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

o For any <cOx> level, what are the required tags,
as stated by NCEAD Best Practice Guidelines?

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

o How do the <cOx>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 1D IN FINDING AID

o In the Photograph Albums subgroup, identify
what categories of data are wrapped by which
tags.

o Also 1identify which units of description are
<c01>s and which are <c02>s.

o 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

o What PastPerfect fields would you crosswalk to
the EAD tags you plan to use?

o 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.)

o 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

o Enter ObjectlD, Collection, Date, Date range,
Title, and container.

o 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

o Use Reports>Report Maker

o In this case, we’ll create a report using the
Photos database

o Set criteria
o Output into Excel/HTML
o Important Note: Be sure to save as plain Excel

o In Excel spreadsheet, add punctuation, including
<title> and <emph>

o In second Excel spreadsheet, add EAD tags and
nest <cOx>s as needed

o 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. 


RMEF ARCHIVES COLLECTIONS

o Ruth Mott Foundation Records (2000-present)

e Ca. 1 million items

o Oral History Collection (1950, 1978-present)
e Ca. 150 1items

o Ruth Mott Fund Records (1979-1998)
e (Ca. 130,000 1items

o Mott Family Collection (1800s-1999)
e Ca. 650,000 1items




RUTH MOTT FOUNDATION RECORDS
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RUTH MoOTT FUND GRANT FILES

( —

Mott Fund Records




CHARLES STEWART MOTT (1875-1973)



Presenter
Presentation Notes
Engineer and automotive pioneer
Served in the military
Flint mayor
Philanthropist/C.S. Mott Foundation
Athlete
Builder of Applewood
Husband and father

(1927 on left; 1968 on right)

Born NJ; died at 97 in Flint
Weston-Mott Company, 1896-1914
1906: Billy Durant
1908: stock exchange with GM; vice president and bd of directors
1912, 1913, 1918: mayor
As mayor, philanthropist, and civic leader, focused on making his adopted community of Flint a better place to live
Major grants: model for national community education movement; UM-Flint; children’s hospitals in Flint and Ann Arbor; Mott Boys Camp
Major individual gifts:  Flint Jr. College
Personal interests: fraternal and veterans organizations (Civitan Club, Masons; American Legion); Boy Scouts; YMCA
Married 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, dancer
Wife and mother
Philanthropist/Ruth Mott Fund
Civic leader
Visionary
Applewood Estate
Ruth Mott Foundation

Field hockey, horseback riding, dance
Boston School for Physical Education (Northeastern U) and school in NYC
Civic leader and personal philanthropy:  FIA, FIM, YWCA, Boy Scouts, Kiwanis, Jr. League of Flint

RMFund:
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 vitality
Funding areas:  Arts, Beautification, Health Promotion, Special Interests
Between 2001-2006, awarded $39 million in 500 grants




C.S. MOTT DIARIES
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MOTT FAMILY PHOTOGRAPHS




MOTT FAMILY AUDIOVISUAL
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Presentation Notes
Includes oral histories and transcripts


MOTT FAMILY 3-D OBJECTS

g
.
{




RMF COLLECTIONS ENDURING
VALUE

o Helps maintain the Foundation’s mission and
values over time

o Serves as a legal and administrative record of
the Foundation’s activities

o Provides evidence of the daily life, activities,

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

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




RMF ARCHIVES USE OF PASTPERFECT

o Searching

o Description

o Reports

o Acquisitioning

o Tracking use of material
o 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

PastPerfect =11

File Edit Wiew Uninstal

Ruth Mott Foundation Archives

Library

Sites & Localities | People Biographies |

¢ WETWORK VERSION 4.0D5 )

Temp Custody | Incoming Loans Outgoing Loans Research Contacts Campaigns Litilities Setup

Accession Deaccession Exhibits Reports Lists & Labels Pledges/Receipts Backup Reindex

Copyright Rishard Hikon and hiary Parr P ASTPERFE %BFﬂfw = & products 0

1908-2007. Alrights reserved. | “museum collection manageme Exit PastPerfect



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

PastPerfect

Filz Edit View Uninstall

Ruth Mott Foundation Archives

=101l

/ A
- C\ il
v
Objects Photos
e T
L A
\
Archives Library
Sites & Localities People Biographies ‘
Temp Custody || Incoming Loans Outgoing Loans ‘ Research Contacts Campaigns Litilities Setup
Accession Deaccession Exhihits | Reports Lists & Labels | PledgesReceipts Backup Reindex
n
Exit PastPerfect

4/ start |I_V|PastPerfect

Inboix - Microsaoft ...

3 Windows Explarer | [icg, Microsoft PowerPai.. . [-T Microsaft Excel - P... | (éj ‘eb Mail Message...

« A (% 135



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


SEARCHING: RESEARCH

PastPerfect =11
File Edit Wiew Uninstal
x|
uery all four catalggs Search: ¥ Objects ¥ Photos ¥ Archives W Library Ext i+ |
Field Condition Wihat
IObjectName j IContainstext | |uown C * I™ Match case

! =l | 28

| B | __Searchnow
I j I I Save Gluery

I J I I Retrieve Guery

! =l |

| | | |

Search Results Records searched=22652 found=28

Mewy Search |

| § Yiew S Clear Results

Ll flalleflalled

Object ID

Objname

| Creator Title Description Object Name =

OMFC.0.2007.02.058
O/ Mfc.0.2007.02.059
O/MFC.0.2007.02.060
OMFC.0.2007.02.063
OMFC.0.2007.02.064
OMFC.0.2007.02.2154
OMFC.0.2007.02.2158
OMFC.0.2007.02.370
OMFC.0.2007.02.371
OMFC.0.2007.02.372
O MFC.0.2007.02.376
O MFC.0.2007.02.377

Gown, Evening
Gown, Evening
Gown, Evening
Gown, Evening
Gown, Evening
Gowr, Wedding
Gown, Wedding
Gownr, Evening
Gown, Evening
Gown, Evening
Gown, Evening
Gown, Evening

Roval Blue Evening Gi BLUE EVENING GOWN, & LOMG BLUE Sown, Evening
Green Evening Gown  GREEN EVENING GOWN, A LONG SHO Gown, Evening
Cream and Gold Even CREAM EVENING GOWN WITH GOLD TF Gown, Evening
Blue and Red Flowere RED AND BLUE BLUE FLOWERED EVE! Gown, Evening
Blue Lace Evening Go BLUE EVENING GOWN. A BLUE LACE 0 Gown, Evening
Body, Skirt and Train £ Champaign colored satin wedding dress Gown, Wedding
Sleeves to Ruth Mott's Champaion colored satin wedding dress F0wn, Wedding
Caoral Pink Evening Ge Coral pinkwrap evening gown, full length Gown, Evening
Gald and Silver Frack  Cream colored frock style evening gown v F0wn, Evening
Bllue Water Lily Evenin Teal blue silk evening qown with three qu Gowh, Evening
Blue Scale Pattern Eve Light blue dress with repeating white sca Fown, Evening
Pink Chifian Evening ¢ Light pink chiffion dress. Lace neck, butto G0wh, Evening

| [@ MFC.0.2007.02.413  Mightgown Light Blue Nightgown | Full lenath liaht blue nightaown with a lac Mightgown
| [ MFC.0.2007.02.414  Mightgown Pink Mightaown Full lenath light pink satin nightown with Mightgown
O MFC.0.2007.02.415  Nightaown yhite Flaral Nightaow Full length white nightaown with pink and Mightgown
[l sdem (9007 07 500 Blinkts s Dincl ol Witk ibn, Cbvimer Dined s st cdrinnd sann's nicnkt ckid o Blighidown LI
i Click here to mark results for remowval
Remove marked records | Expoart to Excel | Preview List | Prirt List |

Print Detail, Catalog Cardslabels |

i Standard { Extended with more fields [ with Image

ﬁ'startl I[_\-'I PastPerfect [ Inbox -Micr...l I FhApplewo. .. | I C\Docume. .. | I3 Iharchivest... | ﬁ; Microsaft P... | ﬁ;‘ Microsaft Ex...l @Web Mail ... | |« =S mw 11:49 AM



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

PastPerfect
File Edit

Yiew  Uninstall

] V| & x S |
Add | Browse Edit Spel Find Guery | Delete Prirt Exit

Library Catalog

4
Priar

=101l

2| x|

Sortedby|  Objectid E

Collection Reference Library Publizh Date 2005
Object 1D CD986.5.P75 2005 Ohiname Book “ear Range 2005 theu 2004
Ctherd Category 3 Communication Arifact Catalog date  02/20/2008
Ol Sub-category Documentary Arifact Cataloged by Bryan, Ruth
Accessng Ref.Librany Call# Status date 0272002008
Source Purchased by staff 0773002007 — Status by Birvan, Ruth
Credit Line Purchase j Accession Status QK j
Home Location Setup Multimedia links 4 Image Management -no image I » |
Summany = Physical Descripti
=] paperback LCCH CD986.59.F75 2005
ISEN 1-931666-10-9
ISEH
LI Control#
Site Site# EI LI Language Enalish j

Archives--Access contral (csh)
Archives--Law and legislation (lesh)
Privacy, right of {lesh)

Library I Legal | Relsted | Location | Conelition | Appraisal SZT;:L:;F';?E:?E::'S Motes | Custom
Authar Behrnd-klodt, Menzi L. [= | Publisher The Society of American Archivists
Title  Privacy and confidentiality perspectives © archivists and archival records | Pub Place Chicago, IIl. Copy#

LI Ewvert
Series

Title Added Ertries

Edlitian
Subjects Shine Label

Author Added Entries
Wosh, Peter J.

Series Adced Entries

v il il i -

fﬁStartl I[_YI PastPerfect [~ Inbax - Micr... | | Fhvapplewa, .. | | CDocume. . | 1 Tharchives',... |

vI vl
IRecord 1527 of 1527 I Dublin Core ILibrary of Congress Websitel Change Catalogy _ Updsted 0272002005 03:56 P I Upddated by

Unkrown I Update History

[ [« 20~ (D% 1140 am

[G7 Microsaft ... | ﬁ;‘ Microsafk Ex...l @ Web Mail M. ..



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

PastPerfect
Filz Edit View Uninstall

Search Results

<l | x| & | w
Priar Mext | Browse Exiit Spell Delete Prirt Exit

=101l

Collection MFC/Objects/Apparel Date 1934
Okject ID MFC.0.2007.02.2154 Ohjname [F217]7, Wedding Wesr Range 1934 thry 1934
Others Category 3 Personal Arifacts Catalog date 1111 5/2007
Ol Sub-cateary Clothing - Outerwear Cataloged by Burton, Michelle
Accessng MFC.C.2007.02 Cther Mame Status date 1171572007
Source Mott, Ruth Rawdings j = Status by Burton, Michelle
Credit Line 110412007 ACCESSIon Status j D34MF COZ00T02Z 154 PG
Home Location 3w closeth:2 Setup Multimedia links 4 Image Management (1 of 4] [ 3 |
Description ll Dimensions “linoz © omir © Ribs Dimensian Details
ghampt:aigr; cnllnred Sabtindweddir?g dregstwloth by Rurtg an\:_i;gsgﬂott D}r;ther\;\;ell:h:iingt m. 1 93;:]. ﬂ Height 0.000  wicth 0.000 ;I
onsists of a sleeves body, empire waist with semi-fitted skirt and an extremely lang train with no
bustle. Sleeves are detachable (MFC.0.2007.02.2158). Also worn with a matching slip Length 0.000" Depth 0.000
(MFC.0.2007.02.215C). Diarm. 0.000 © Circim. 0.000
ﬂ Weight 0.000 | Count LI
Archaeology Art | Geology | History | Hatural History
HIStOI'y I Legal | Related | Location | Condition | Appraizal Sﬁ?ep;'slc'sae?r::?;s;'s Motes | Custom

Callector B |COII date 1 [
Site /Sitedt = |

Pl af Origin

Event Matt, C.5. and Ruth Rawlings wedding, 1934 = |
Material

Found
Made
Used

Cwvned Mott, Ruth Rawdings

Title Body, Skirt and Train of Ruth Mott's Wedding Dress

Artist

Maker's
hdark

Provenance

=
;I Inscription
LI details

LD

I

| Upcate History il_
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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

PastPerfect
Filz Edit View Uninstall

Image Management

show grid_| Image MFC.0.2007.02.215A Gown, Wedding

Imsge infomation
A Metadats

Caption l Crrler

Femave Image
X | &
Moty Image
Fotate | Flip

hdirror Crop

Reduce size

i

+ [+ |+

Save | Cance!

Frint
& | &

Outout
H |Save as
Display Cptions
Zoom ®%

Vatermark

; 3 ] DescriptionPeople
. _ ¢ : : ] Rle
Wedding Dress 1934 s | | Image 1 of 4 :F*I Jump to |—1 Displary Muttiple images l D3HMFCOZ00702215A JPG it

.&;‘Startl II_YI PastPerfect LE" Inbox - Micr... | @ Fihapplewo... | _@ CiiDocume.. . | Ia J:harchives)... | [If?;q Microsoft P... | ﬁg_, Microsaft Ex...l @ Web Mail M... | | ] @mg 11:47 AM
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Presentation Notes
Here’s a screen shot of the image management screen in PastPerfect.


DESCRIPTION: ITEM-LEVEL

PastPerfect =11
File Edit Wiew Uninstal
Photos Catalog 21l
=
4 3 O & h X = T Sortedby  Objectid || @
Prior et Add | Browse Eclit Spell Fircd Query | Delete Print, Exit =

Caollection MFC/Photographs Photo AlbumsMott, C.5. and Ruth Rawlings, Possibly Diate 1805-1932

Ohject ID MFC.P.PA.MCRP.1905.01 Objnzme Album, Photograph fear Range 1805 thry 1932

Cther# Category 8 Cornrnunication Artifact Catalog date 07/03/2007

Clel#t 1892.0001.0907 Sub-category Documentary Artifact Cataloged by Leonard, Shanna

Accessng 1992.0001 Status date  07/0372007

Source .5, Mott & Ruth Mott Collection 04/04511992 = Ststus by Leonard, Shanna i T

Crecdit Line j Accession Status Ok j 024019020001 0007-c% PG

Home Location Gatehouse 2MA 3 F1215PAR Setup Muttimedia links | 4 Image Management (1 of 47) | » |

Description ﬂ Brint Size 10 15413 172" Dimension Details

PHOTOGRAPH ALBLIM WITH BLACK AND WHITE PHOTOS OF HARDING AND C.5. MOTT IN A ;l

WESTERM MANTUCKET, FLORIDA AND FLINT, MICHIGAN. INCLUDES PHOTOS OF GERRY Film Size

MOTT, .5 MOTT'S BIRD (BELIEVED CALLED PETER THE PARROT - OR BARMNEY), AND Slidett

GLEMWOOD CEMETERY. BLACK COVER. WHITE TAG ON COVER: "HARDING (MOTT) AND

C.5. MOTT - WESTERN NANTUCKET - FLORIDA - MAUSOLEUM." Most photos taken during Neg#

western trip Jan-Apr. 1832, LI Frame#

Title 1805, C.5. Mott and Farmnily and Friends and 1932 Western Trip Provenance _I

Photographer = -

Studio =

Place ULS.A

Event = | ;I

Medlium Copyrights

Frame ;I

Meg Loc

Processing

hethod LI

Site Site# | CrighCopy  Criginal j

Record 567 of 4073 l Dublin Core l AAT anling l Change Catalog _ Updated 12422007 02:58 P I Upda{edb_y Unknowwn I Update History I
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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.
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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.
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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.”
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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.
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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.
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Presentation Notes
I also replicate the multi-level linking information in the collection field. 
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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.
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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.
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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.
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Presentation Notes
Here is the accessioning screen, which includes donor or source information, along with a brief description of the accession.
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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.
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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.
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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.
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Presentation Notes
Here’s a quick example of a patron tracking sheet in Excel.
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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.  
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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.
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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.”
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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.
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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.
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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, Ml 48503

810-767-4997
rboryan@rmfdn.org
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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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