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THE ARCHIVES CATALOG

The Archives Catalog is for cataloging unpublished materials such as documents,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

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

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

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

Unit of Description - A unit of description may be a single item, a series containing
multiple folders, a folder containing multiple documents, or a full set of corporate
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records that are treated as a single entity for the purpose of creating a single catalog
record.

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

GETTING STARTED

From the PastPerfect main menu, click on the Archives icon to open
the Archives Catalog.

If the catalog already contains data, the catalog record that was last
viewed will display. If this is the very first object entered, the screen
will display blank data fields. Press the Add command to begin.

Archives

Figure 8-1 B Add New Archive b3
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Enter your data into the Add New Archive screen and ckick Add. The Archives
Catalog screen will appear ready to add information about the item. Complete the
entry of information in the top section of the Archives Catalog screen.
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THE ARCHIVE SCREEN EXAMINED

The top of the Archives catalog screen is essentially the same as the top portion of
other catalogs we have discussed. It contains the Collection Name, Dates, Object
ID#, Object Name, Source Information, Dimensions, Location, and Image Manage-
ment. Unlike the other catalogs, the Description field is called Scope and Content/
Abstract and is located in the lower left portion of the catalog screen.

In the middle of the screen on the left hand side you will notice four buttons.
These buttons represent the four different screen views available for this catalog;
Archive, Map, Music Collection, and Oral 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

Each type of archive record has a particular set of fields that are needed to catalog
that type of item. Therefore, you will probably not use all fields for all archival
records. The button for a screen view with populated fields will be green. Unpop-
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With the exception of the Container
List, The Additonal Information Screens
are the same as in other catalogs. (See
Chapter 6 for details).
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ulated screen view buttons will remain gray. You should use only the fields that
are appropriate for the archival record you are cataloging.

In the center of the screen on the right, you will notice a row of buttons and a row
of Tabs. The nine buttons open Additional Information Screens. These screens can
be found in all four catalogs and are explained in depth in Chapter 6.

Below the Additional Information Screen buttons, there are six tabs that contain
ISAD(G) archival fields. The tabs are: Identity Statement, Context, Structure, Condi-
tions of Access & Use, Allied Material, and Description Control. This chapter will
discuss how to enter data for each field. You will also learn how to enter a con-
tainer list for a catalog record and perform multi-level linking.

In addition, we will discuss how to create Map, Oral History, and Music Collection
records.

THE ISAD(G) TABS EXAMINED

Identity Statement Tab

The Identity Statement tab is used to identify and describe the archival material
represented by the record. This tab contains the following fields:

Reference Code - The reference code is used to provide a unique identifier for the
archival record and to provide a link to the description that represents it. The refer-
ence code is made up of three parts; a country code, a repository code, and a specific
local object id#. For example: US MnHi P2141. This reference code indicates that the
item, P2141, is located at the Minnesota Historical Society in the U.S..

Multi-level Linking - Level of Description - The position of the item in the hier-
archy of the fonds or collection. This may be Fonds/Collection, Series, Folder, or
Item. This will be explained further on pages 140-143.

Title - A word, phrase, character, or group of characters that names an archival
item. When the material bears a formal title, transcribe it exactly as it is worded,
orderd and spelled. When generating your own title, use a phrase that reflects func-
tion, activity, subject, location, or theme.



The Archives Catalog 133

Figure 8-3 F —— : ' ' . : e 3
Archives ﬂ | Cortesxt l Structure l Condtions of Access and Use l Allied Materials l Description Control
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Dates of Creation - The actual date or range of dates during which the archival
material was created. For example, 1916-1945.

CIED D RN e

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

Extent of the Unit of Description - Use this field to record the number of physical
units in Arabic numerals and the unit of measurement. Alternatively, give the linear
shelf space or cubic storage space occupied by the archival material. For example:
“143 rolls of microfilm, 35 mm.” or “100 cubic feet (65 boxes)”.

The Context Tab

This tab is used to identify the creator of the archival material and place the
material in context. This tab contains the following fields:

Name of Creator - Enter the name of the organization or individual responsible for
the creation of the material. Notice the File Folder Icon to the right of this field. This
indicates that there is a sub-screen available where you may create biographical
information about the creator.
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Figure 8-4 e : : : : ‘ e —
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Other Creators - Enter the names of any other creators associated with the unit of
description. Enter names: Last, First, Middle Initial to facilitate research.

Administrative/Biographical History - Provide a history of the corporation, or a
biography of the creator of the archival material. This will help place the material in
context. Record any significant information on the origin, progress, development,
and work of the corporation or on the life and work of the creator of the material.

Archival History - Record the successive transfers of ownership, responsibility
and/or custody on the unit of description. Indicate any actions, such as history of
arrangement, creation of finding aids, re-use, software migration or reorganization
of records that have resulted in its present structure and arrangement.
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The Structure Tab

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

F|gure 8_5 [ A T PR e T e W B s, S e s ]
Archives ﬂ lederitity Statement l Cortesxt | Condtions of Access and Use Allied Materisls Description Cortral
Stru CtU re Tab Appraisal, destruction and scheduling information

This material to be held in the permanent collection ofthe PastPerfect Museurn. This collection will be J
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Disposition Mone Date | [

Accruals

ko accruals are expected for this collection. J
System of arrangement

The materials inthis fonds are located in file folders and placed in a document box, The folders are J

arranged in alphabetical order by creator and title.

_ Updsted 06/27/2004 09:57 A I Updated by Unknoewn I Updste History I||

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

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

Disposition Date - Enter the date of disposition.

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

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

This tab contains fields that are designed to record the legal status of the materials
and to outline conditions under which the material may be used or reproduced.

F ey . e - S sl & P jom emmle e s, F

Figure 8-6 e 5
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Conditions Governing Access - Identify any conditions that restrict or affect access
to the item. Indicate the extent of the period of restriction and the date at which the
material will open. Example: “Family correspondence closed until 2010.”

Conditions Governing Reproduction - Identify any restrictions on the use or
reproduction of the material. If the conditions governing the use, reproduction,
or publication of the material are unknown, or if there are no conditions, then no
statement is necessary.

Language of Material - Record the predominant language of the materials compris-
ing the item.

Physical Characteristics - Indicate any important physical details and any perma-
nent physical condition of the material that limits its use.

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

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

FIgUI’e 8_7 . T U g, M. A . s A a PP
Archives ﬂ Identity Statement ] Cortesxt l Structure ] Condtions of Access and Use  Alied Materials | Description Control
- Existence & location of originals
Catalog
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Existence & locations of copies
Photocopies in the collection of the Word \War Two Museurn of Pottstown, 1234 S, Union Street, j
Fottstown, PA 19342 610-555-5678. j
Related units of description in this repository
See Accession #2003 for vl related materials. J
Associated Material in other repositories
More examples of War Ration Books are available at the YWarld War Twio Museum of Pottstown, 1234 5. J
Union Street, Pottstown, PA. 19342, 610-555-5678.
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Existence and Location of Originals - If the item is a reproduction and another
repository holds the originals, record the name of the other repository. Also give
any identifying numbers and other information that may help in locating the origi-
nal material. If the originals no longer exist, give that information.

Existence and location of Copies - If the item is available in another format, record
the formats together with any significant object ID numbers and the location where
they may be found. Example: “Photocopies available for researchers. File Cabinet 4
Drawer 2.”

Related Units of Description in this repository- Use this field to identify related
items in the same repository. If the item consists of material that has a direct and
significant connection to another item in your repository, indicate the relationship.
For example: “See also 2004.1.1-War Ration Book.”

Associated Material in Other Repositories - If there is any material in another
repository that has a relationship by provenance to the material, provide informa-
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tion about the associated items and their repository. Example: “See Catalog #85.1.2-
Cheney Museum of History. Photo of Hanley, Waren T.”

Description Control Tab

f N . ki, P Y W . e R . mm M . s

Figure 8-8
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Archivist Name - Record the name of the archivist who is primarily responsible
for cataloging and describing the unit of description. This field is controlled by
the Experts Authority File. To view more information about this expert, click on
the File Folder Icon to the right of the field.

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

Rules or Conventions - Identify the international, national, and/or local rules or
conventions followed in preparing the description.

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

Restricting access to selected sub-screens

Some museums may not want to use all four screen views of the Archives cata-
log screen. To hide selected views, 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 screen view you wish to hide.
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THE CONTAINER LIST

Use the Container List when cataloging an archival record that contains multiple
items. The Container List may be used when cataloging all the folders in an a
document box or all the items contained in a folder.

To add a new item to the Container List, press the Container List coomand but-
ton and then press Add, Edit, View Details command. Enter information in the
Container, Folder, Location, Creator, Title, Subjects, and Description fields. Click
Save when finished. To change the sort order of the Container List, select the
desired order from the Sort by pull down menu. Items can be sorted by Con-
tainer, Folder, Title, or the order they were entered.

Figure 8-9 [& Container List
Container || « | ] L | &
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L|St Date Cortegfier Folder Location Title Description
02152003 WS Fox 12 Folder & Room 200, Shelf 2 Camp Bird Letter 20031 3 Life in & remate ColoradoMining camp
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Click on the down arrow to view the Press the Add, Edit, View Details
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of the Container List. Container List.
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Cortainer MS Box 12
Folder Folder B Fill with currert data when adding |
Location Room 200, Shelf 2
Creator Hoover, Herhert
Title Hoover Letter
Sublects Palitics = |
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SEARCHING THE CONTAINER LIST

You may perform searches on the contents of the container list using the Query
command function. The Query function allows you to search any field or com-
bination of fields using a variety of conditions. The Query function is discussed
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in detail in Chapter 14 Research. Press the Query command at the top of the
Archives Catalog screen to begin a search of the Container List. You may search
up to seven fields simultaneously using either the “and” or “or” operator to nar-
row or expand the search. Select the fields from the field pull-down lists and
then select a condition from the condition pull-down lists.

Figure 8-10 = tuww
Container LlSt Query Archives ¢ weincatalog = Container List { Oral History Recorcings ( Music Track List Exit Jjl*
Field Concition "hat
SearCh through ‘Creatuv j |Cuntam5|wﬂ j ‘Hamev \ @and or [ Matchoase
the Query [qubjects =] | contains tex | [ To beain th -
screen OB - |- oot <] | 0 begin the —
EY search, click on [ oy |
) the Container List -
ﬂ {\ radio button. R
ieww Selected Cataloy Records ‘ Clear Results ‘
Ofject D Chjectname | Creator  \ | Tl Description 4]
| |2003.1 Fonds Hanlery, Clair M Hanlew Family Collection  The earliest of these family papers include a letter from Grandpa Hanley to his son Warre
% Series, Archival Hanlesy, Clair M. Hanlew Cotresponcence 3 Lefters
Select the container list field you Select the condition statement from
wish to search from the pull-down the condition pull down menu.
menu.

To save a query, press the Save Query command button. You may retrieve and
rerun the saved query at any time.

MULTI-LEVEL LINKING

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

A fonds/collection is defined by the ICA as the whole of the documents, regardless
of form or medium, organically created and/or accumulated and used by a person,
family, or corporate body in the course of the creator’s activities and function.
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A series is defined as documents arranged in accordance with a filing system or
maintained as a unit because they result from the same accumulation or filing pro-
cess. For example, in a collection of corporate documents, the minutes of board of
directors meetings arranged in folders by year could be considered a series.

Let’s catalog a parent record for the Hanley Family Collection personal papers. The

Parent Record encompasses the whole collection, briefly describing all the items

contained in the fonds.

B Archives Catalog

Figure 8-11
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Next, enter the Series Level records as shown in Figure 8-12, that you wish to link
to the parent record. Once the record for the series has been created, you can link
it to the parent record by clicking the View/Setup Links command button on the
Series screen and entering the fonds/ collection object ID as the parent object ID.
You may enter any number of series records and link them to the same parent

record.
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Figure 8-12 = X
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The next step is to enter separate records for each item that you wish to link to the
series. The items can then be linked to the series using the View /Setup Links com-
mand button and entering the series object ID as the parent.

Figure 8-13 B Multilevel Linking
MUItl'Level Parent information
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with several 2003.1.1 Fonds Vigw Parert record

Hanley Family Collection

levels
This record T e Notice that there are several
t D link for this record enter H
TIEYE p—— TGHEE A s ltem Leyel records linked to.
recard. the Series Level record, which

in turn, is linked to the Fonds
Level or Parent record.

ey loveer level
recoris, double-click on
thie ohjsctid.

PastPerfect does not require you to provide all levels of data. In some cases, you
may need to enter a record only for the fonds and records for the associated items,
linking the items directly to the fonds, without a series. You can also enter a single
record for the fonds without series or items, or you can enter items without an
associated fonds or series.
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Multilevel linking allows you to create hierarchical document cataloging, in compli-
ance with ICA standards and using the rules of description as documented in the
ISAD(G) manual.

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

THE MAP SCREEN VIEW

The Map tab allows you to catalog maps in your collection. This tab contains spe-
cialized fields required for these items. The field names and field descriptions are
derived from Guide for a Small Map Collection, by Barbara E. Farrell (Associa-
tion of Canadian Map Libraries, Ottawa, Ontario, 1984).

Enter information into the Map screen view fields.

Flgure 8_14 [ B Archives Catalog @

- P -
Map Screen AAE: o | | | EETEETTEG) A
prior | Mext | Add |Browse | Delete | Ect | Spel | Find | uery | Print | Ext 3
V|eW Collection  PastPerfect Museum Maps Collection Date 1823 =
Object ID 1090.1.16 Ohiname Map Vear Range 1923 thru 1923
Othert Category 3: Communication Arifact Catalog date 07/13i2000
Ol Sub-categary Documentary Artifact Cataloged by Lufkin, Joseph
Accessng 1999.1 Cortainer Status date 07/ 22000
Bource Hiltan, Ermesting Gift = Status by Lufkin, Joseph ¥ o,
Creditline  In memory ofthe pioneers of Spokane Gounty  03f051599 Accession | Status oK = e - =
Home Location FastPerfect MUseUm Archives:Roorm 200:Map Storage Cabingt Drawer 2 Setup Multimeci inks || 4| megemsnagemertc1ar2) | B
Archive | Map | Music Collection | Oral History Event =
I Corteiner List | Legal | Relter | Location | Condtion | Appretsal | {ies Sumst yeme | Motes | Custom I
Scope and Content  Abstract +| | AreaRegion Oregon
Official Automobile Road Map of the State of Oregon was published
Projecti Unknown
in 1823 and shows all through trunk highways and main traveled e
roads, with mileages. The map's key shows that paved roads are in Insets Inthe LL guadrant of the map an inset entitled "FOR THE MOTORIST" lays out the rules DTJ
red and rock or gravel surfaced roads are in vellow. The year 1923 the road.
appears inthe center afthe map in red outlined letters 1 174" in J
heiaht.
4 Publisher Oregon State Highway Commission
FuaFlsce  Salem, OR
PubDate 1573 Langusge English
Series State Highway Department's - Official Autornohile Road Map Series
Ecltion and Edition
Physical Attributes st Esst
Size pEaly Longtue 11710 124 30°
Mo, Shests 1 Narth South
Mecium Papet Latitude 45 20° 4200
|| scae Unknown P.Meridian | Greenwich, England
Record 2.0f 18 I Dubin Core | AAT oniine || Change Catalog _ Uptiater 06/27/200410:31 At | Upciated by Unknerwn | Update History

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



144  PastPerfect Museum Software User’s Guide

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

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

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

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

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

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

Longitude - Use the Longitude fields to record the angular distance on the earth’s
surface east or west from the Prime Meridian, expressed in degrees, minutes and
seconds. East Longitude describes the eastern boundary of the map. West Longi-
tude describes the western boundary of the map.

Scale - Scale refers to the proportion used in determining the dimensional rela-
tionship between map distance and ground distance. For example, if one inch on
the map represents 50,000 inches on the ground, the scale can be expressed as 1 to
50,000, or 1:50,000. This is called the representative fraction. Use the Scale field to
record the scale of the map.
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Prime Meridian - Prime Meridian is the zero meridian used as a reference line
from which longitude east and west is measured. It passes through Greenwich,
England. The Prime Meridian at Greenwich is accepted as such by international
convention (1884). Many maps produced in non-English-speaking nations may
have numbering systems based on other meridians, such as the meridian of Ferro
Island or the Paris meridian. Use the Prime Meridian field to record the Prime
Meridian for the map being cataloged.

THE MUSIC COLLECTION SCREEN VIEW

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

To catalog a music collection item begin by adding a new catalog record as
explained in Chapter 6. Enter information at the top of the screen for Collection,
Object Id#, Object name, Dates, etc. Next select the radio button for Music Col-
lection in the center left of the screen and press Save. This will reveal the music
fields and set the default screen view for the catalog record to Music Collection.

Figure 8-15

Select screen Archive | Map | Music Collection | Oral History | 3

view buttons . .
Music Collection |#::

W Bt et | L . = ,H »

Click on the Radio Button for Music
to set the screen view.

Press the Edit command button and enter data in the music fields. The lower
part of the Music screen contains the following specialized fields:
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Scope and Content/Abstract - Use this field to describe the album, tape, or CD.
Record subject matter and the form of the item to enable users to judge its potential
relevance. Give a brief summary of the content. This is an unlimited field, so the
entry may be as long as you like.

Figure 8-16 . . -
Scope and Music Collection E
Content /

Abstract and Scope and Content / Abstract P
Genre Original tape recarding of Wichita Bob and the Mountain Blues Boys ﬂ .
containing 6 songs recorded at the PastPerfect Museum's "Museum
Lnplugged Benefit Concert' held on December 10, 2003, The live

recording was later released as a CO entitled, Letthe Hard Times

Rall.

4

hd {

Genre Blues Recarding lakel Mountain Tunes f
-

-

% W Authority file

- B

Music Genre

Acid Jazz Use the Genre Authority file to

+

r
Afro Cuban _ .o
Alternative Country . ? select an entry for this field.

Alternative Pop/Rock

. 4
Ambient 'S'

Ancient Greek

Andean

Artand Song
ArkRock/Experimental f
Atonal

wancyge o f°

Genre - Genre refers to a category of music composition marked by a distinc-

tive style, form, or content. This field is controlled by an authority file. To enter
the Genre, press F7 or click your Right Mouse button to access the Authority File.
Double click on the highlighted entry to populate the genre field. You may add,
edit, or delete entries in the authority file from this screen or you may go to Setup
| Authority Files. Highlight “Genre” and press the Next > command button at the
top of the screen. You may Add, Edit, or Delete entries.

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



The Archives Catalog 147

Recording media - Enter the media upon which the music is recorded. This field is
controlled by a pull down authority file. Click on the down arrow on the right of
the field to reveal the choices.

Fl-gure ?3'17 Album Tile  Letthe Hard Tirmes Roll
Right side of - :
music fields Group Wichita Boh and the Mountain Blues Boys
Primary &rtist  Hardity, Robert Blaine =
Insteument | Guitar, Yocals
Other Arist= & Juneau Hargity - Yocals, Piano, Dulcimer, Fiddle —
Instrumerts . Silent Jim Smith - Bass
Shadow Wilson - Harmonica j
A M_;:"z“ ”““"l‘”' I| S:"“r”d To enter, edit, or view additional e
el A2 [ instrument |84 i cormation about the primary artist, [

click on the File Folder Icon.

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

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

Primary Artist - Enter the name of the individual who is primarily responsible for
the content of the music.

Instrument - Enter the instrument(s) played by the individual who is primarily
responsible for the content of the music.

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

Track List

The lower portion of the screen contains the Track List for the recording. The
track list contains the following fields: Track, Length, Song Title, Composer, Art-
ist 1-10, Instrument 1-10, Conductor and Orchestra. To add a new track, click on
the Add/Edit Track List command button.
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H Recording media 1" Open Reel éhédow Wiilson - I—T;rnﬁmca
Figure 8-18 A Eclt Track List - pe o en
i Track| Length Song Composer Artist 1 Instrument Artist 2 Instrument Artist 3 In
rack LIS
114:22  |Poor Little Me \gokert and Juneau HargiRobert Haraty Guitar, Yocals  |Juneau Haroity Piano, Yocals | Silent Jim Smith Bias:
2| 245 |Dance Hall Girl Rwrgny, James SpRobert Hargiy Guitar, Yocals | Silert Jim Smith Bass Shaciow Wilson Harmi
3400 |Cant Tell You Wy Shadowwnsqg, Carl HaiRobert Hargity Guitar, Yocals | Shadow Wilson Harmanica Juneau Haroity Ficicll
4| 312 |Poor Man's Stary Robert Hargity, wn Robert Hargity ocals Carl Hart ocals Juneau Haroity Piang
51512 || Know ¥ou Mow Junesu Hargity PQEal Haraty Piano, Yocsls  |Robert Hargity ocals
6| B:30  |Dont Go Dovwn James Smith, Robert Har| Hobwgrw Gutar, Yocals |James "Silent Jim" StBass Juneau Haroity F\ddlq
L
4
B Track List - Let the Hard Times Roll
Trackd 1 Length 4:22 Media D Group Wichita Bab and the Mauntain Blues Bays
Song Tille. Pact Litle Me Conductor | Horace Branawski
Composer Robert and Juneau Hargity Orchestra Perfectown Philharmaonic C||Ck on the Add/Edlt TraCk LISt to
’
O e _—1 enter new tracks. Enter information
nstrument Guitar, Vocals Instrument < b h K d S
Atist2 Juneau Hargity Ardist T about the track an press save.
Instrument Fiano, Vocals Instrument
Atist3 Silent Jim Smith Arist 8
Instrumert Bass Instrument
Arist 4 Shadow Wilson Ardista
Instrument Harmonica Instrument
Arists Wilo Portnoy Ardist 10
Instrument Drums, Vocals Instrument
et ‘ Delete ‘ Edit ‘ Preview ‘ Print ‘ Cloge k¢

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

Searching the Track List

You may perform searches on the contents of the track list by using the Query
command function. The Query function allows you to search any field or com-
bination of fields using a variety of conditions. The Query function is discussed
in detail in Chapter 14, Research. Press the Query command at the top of the
Archives Catalog screen and click the “Music Track List” radio button to begin a
search of the track list. You may search up to seven fields simultaneously using
either the “and” or “or” operator to narrow or expand the search. Select the
tields from the field pull-down lists and then select a condition from the condi-
tion pull down-lists.

To save a query, press the Save Query command button. You may retrieve and
rerun the saved query at any time.
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THE ORAL HISTORY SCREEN VIEW

Oral history interviews can be an important part of local history. They offer vibrant
first-hand accounts of historic events both big and small. They are an excellent way
to collect primary source information about people, events, communities, and social
changes in both private and public affairs. Many oral histories are stored on tape

or other media. The PastPerfect Oral History Screen View contains the fields and
forms necessary for cataloging oral histories.

Select the radio button for Oral History to set the catalog record’s default view and
reveal the oral history cataloging fields. This screen contains all the fields needed to
catalog an oral history record, including;:

Figure 8_1 9 ® Archives Catalog

Oral History AREHAEHEERE T 4
Prior | Next | Add |Browse | Delete | Edt | Spel | Find | Query | Prnt | Exit 3

Screen View Collectin Rocky Pine Ranch Collection Date 0502411985

Object ID 1995.1.4 Objname Tape, Magnetic Year Range 1820 thru 1970

Others Categiory B: T&E For Communication Ctalog date | 05/24/2001

Ol Sub-category Data Processing TEE Cataloged Y. Allen, Arthur

sccessd 19951 Container  Oral History Tape Box 1 Stelus ciate | 05124/1996

Source Otal History Project Produced by Stat - | = Stetushy  Wilson, Fat

Credit Line 0572411995 Accession | Status oK =l

Home Location PastPerfsct MUSEUM Archives:Room 201:Cabingt 2:Drawer 3:0ral History Tape Box 1 Setup Multimedia ks || 4] imege aotn | b |

Archive | Map | Music Collection | Oral History

Event ﬂ

Oral History: I Corteiner List | Legal | Releter | Location | Condition | Appraisal | dare: ertt zame | Motes | Custon I
Scope and Content | Abstract Narrator's name | Hilton, Emesting WeMillan a1 &
1 houraudio tape containing the voices of Emestine Mchillan -
It <
Hiftan ang interviewer, Pauletie Nordquist e = |
Interview place. Rocky Pine Ranch Date 05/2211985
Tapics Length of interview 43 minutes Danor farm signed 07/30/1 35 iewiPrint Donor Release Form

1 Memaoties of growing up on awheat ranch in Eastern
ashington during the 1920°s, n
2. Recollections of having polio as a very yaung child Transcripianist, Parr, Mary L.

3. Courtship and marriage during World War Two. Transcrigt location File Cabinet 2 Drawer 3 "Mchdillan, Ernestineg”
5. Life on a dairy ranch 1950-1970

B. Description of Christmas and othat holiday traditians at the [assuiontey 077251955

& |

Transcript reviewved  07/3001995

ranch.

Recording media Wedia ID E Subject

= Cassette Tape J McMillan Tape JA1  |[00:00  |Memories of growing up on a wheat ranch in Easterr

Media cuantty McMillan Taffe 1 |1 [14:30 of having pollo & 3 very youny chid.
Restrictions 1 Mchijuef Tape1 |1 [25:00 | Coutship and marviage curing YWrld War Two.
All copyrights helong to the PastPerfect Museum. Any J bhiillan Tape1 |2 |00:00 |Life on = dairy ranch 1850-1870
reproduction or use of this material must be approved by the - " McMillan Tape1 |2 |21:45 | Description of Christmas and other holiday traditions :
Curatar of Callections ot /Eoft Recordin

Dublin TO Create or VieW the DOhOr Updated 054362004 10:02 &M | Updiated by Unknuwnlumatemstmy
Release Form, click here.

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

Restrictions - Enter any restrictions that may apply to the use of the oral history
interview tapes, transcripts, or other facsimiles of the oral history interview.
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Narrator’s Name - The narrator is the person being interviewed. This field may

be linked to a contact record. Enter the narrator’s Contact Id# in the Id# field to the
right of the name. To jump to the Contact record, click on the File Folder Icon to the
right of the field.

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

Interview Place - Enter information about where the interview took place.
Length of Interview - Enter the length of the interview in hours and minutes.

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

Figure 8-20
Oral History
Donor Release
Form

Oral History Donor Form

I, hereby give

tothe _PastPerfect MMuseum as a donation this interview

recorded on _(5/22/19%5 With this gift, | herebytransfer to

the PastPerfect Museum legaltitle and all literary property rights

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

PastPerfect Museum may determine. This may include use of

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

without ry written consent.

P Y L T S B AT R s - s W g A

- -

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

Transcription Date - Enter the date of the transcription.

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

Recording Media - Enter the type of media upon which the original recording was
made. This field is controlled by a pull-down authority file. To access the author-
ity file, click on the down arrow to the right of the field. Click on your highlighted
choice.

Media Quantity - Indicate how many videotapes, cassettes, reels, or other media
are part of the oral history being described.

Oral History Recording List - To add, edit, or delete entries on the Oral History
Recording List, press the Add/Edit Recording List command button.

Figure 8-21 Recording media Mediz ID Sicle | Start time Subject
Oral H|St0ry Cassette Tape J MeMillan Tape 1 |1 |00:00  |Memories of growing up on & wheat ranch in Easterr
Recording LISt Melia guantity Mchillan Tape 1 |1 14:30 Recollections of having polio a3 a very young child.
1 Mehillan Tape 1 |1 2500  |Coutship and marrisge during Wiorld War Towa.
Mechillan Tape 1 |2 [00:00 Lite on a dairy ranch 1950-1970.
Mchlillan Tape 1 |2 [21:45 Dezcription of Christmas and cther holiday tradtions :
[~ J
B Recording List - Hilton, Ernestine McMillan N
3 Media D Mchillan Tape 1 Side 1 Start time  00:00
Press the Add/Edit Record- L
ing List command to open / Subject  Memaries of growing up on a wheat ranch in Eastarn J
the Recording List screen. Wiashington during the 1920°%.
KEE

If your PastPerfect system is equipped with the optional Multi-media Upgrade,
you may create links to audio files that allow you to play the audio while you are
viewing the PastPerfect record. These audio files may be stored either on your hard

drive or on other removable media. For details about multi-media links, see Chapter
19, Multi Media.
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Searching the Recording List

You may perform searches on the contents of the recording list using the Query
command function. The Query function allows you to search any field or com-
bination of fields using a variety of conditions. The Query function is discussed
in detail in Chapter 14, Research. Press the Query command at the top of the
Archives Catalog screen and click the “Oral History Recordings” radio button to
begin a search of the recording list. You may search up to seven fields simulta-
neously using either the “and” or “or” operator to narrow or expand the search.
Select the fields from the field pull-down lists and then select a condition from
the condition pull-down lists.

To save a query, press the Save Query command button. You may retrieve and
rerun the saved query at any time.



