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THE LEXICON

It is important that museums of all sizes adopt a convention for naming objects.
This has become especially significant in the age of computerized collection man-
agement. A computer cannot understand synonymous terms in the same way that
a human brain does. In a search for a “sofa,” the computer does not necessarily
know that another name for the same object is “couch.” It cannot tell from con-
text that when you refer to a “pump,” you are talking about a shoe rather than a
plumbing fixture. In order for computers to understand what we humans mean,
we must use a controlled vocabulary that is understood by both.

The Revised Nomenclature for Museum Cataloging, by James R. Blackaby, Patricia
Greeno, and The Nomenclature Committee, provides a controlled list of terms
organized in a hierarchical classification system. This nomenclature is built into
PastPerfect and may be accessed every time you enter a new catalog record. In this
way, each new object name is checked against the approved list to ensure consis-
tent data entry.

The nomenclature organizes each object term into categories and subcategories by
its initially intended use. The Lexicon consists of 11 main categories, over 100 sub-
categories, 8500 preferred object terms, and 1500 illegal object names. PastPerfect is,
however, completely flexible in allowing you to revise and add to the Lexicon to fit
your particular needs.
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USING THE LEXICON

When you enter new records into PastPerfect, the Lexicon is available to help you
choose an appropriate object name. Clicking the Add button in the Navigation Bar
from any catalog opens the screen shown in Figure 10-1.

= Add MNew Catalog Record 82
ADD NEW CATALOG RECORD ADD OPTIONS
Enter Accession# Enter Incoming Loan# Type of Add
2004.2 g OR = @ Add a Single Record 1 Add a Range of Records
[/] Pre-fil Object I with Accession# [/ Pre-fill Object I with Incoming Loan#
Source
Spencer, Harrison Fill New Record with:
Enter ObjectID C|ICk here to access @ Blank Data 1 Current Data 1 Default Data
2004.2.3 the Lexicon screen.

LastEntry 2009.33.1

Enter Object Name Search for Object NBme in é‘ Set Current Record as Default Data Record

AuthorityFiIe‘ Lexicon | AAT Online

Lexicon Categories
Pegeatd]

Go to Default Data Record

Defalt

Create Mew Blank Default Data Record

Add New Record ‘ Cancel ‘

Figure 10-1 Add New Catalog Record screen

Clicking the Lexicon button on the Add New Catalog Record screen will open the
Lexicon screen, seen in Figure 10-2. When you search for the object name in the
Lexicon, you can narrow your search by clicking on the category and/or subcate-
gory you need. Some terms, such as “pump” and “lens,” appear more than once in
the Lexicon. This is by design. These and other object names are listed more than
once because they appear in more than one subcategory. Thus, “pump” appears in
three subcategories: Clothing-Footwear, Mining and Mineral Harvesting Tools &
Equipment, and Plumbing Fixture.

For example, you may be cataloging a piece of clothing such as a hat. You can
start your search for the object term by selecting the category according to the
item’s use. Click on “3: Personal Artifacts” from the Category list. The Lexicon will
show the highlighted category Personal Artifacts and its associated subcategories.
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Figure 10-2
Lexicon
screen

= Select Name from Lexicon

1 Structures

2: Building Furnishings

3 Personal Artifacts

4 T&E For Materials

5: T&E For Science & Technology

6 T&E For Communication

7: Distribution & Transportation Artifact
8 Communication Arifact

9: Recreational Artifacts

10: Unclassifiable Artifacts

11: Natural History

Definition

Object Name

Subcategory
Acoustical T&E o
Adornment

Advertising Medium

Aerospace Transportation — Accessory
Aerospace Transportation — Equipment
Agricultural T&E

Animal Husbandry T&E
Armament — Accessory
Armament — Ammunition
Armament — Artillery
Armament — Bludgeon
Armament — Body Armor
Armament — Edged
Armament - Firearm

Art

Artifact Remnant

Astronomical T&E

Basket, Broom. Brush Making T&E

KN

=

Selectthis Namel

Object Names
A-frame o
Aba

Abacus
Absorptionmeter
Accelerator
Accelerator, Linear
Accelerometer
Accordion
Acetometer
Acidimeter
Actinograph
Actinometer
Actuator
Acutometer

Ad, Magazine
Ad, Newspaper
Adapter, Barrel
Adapter, Enema
Adapter, Grip
Adz

Adz, Bunging
Adz, Carpenter's
Adz, Cleaving
Adz, Cooper's
Adz, Guttering
Adz, Hollowing
Adz, Ice

Adz, Lipped

Adz, Marking
Adz, Railroad |

Show All | Cancel |

The Object Names list at the right will now contain all Personal Artifacts, as seen
in Figure 10-3.

Figure 10-3
Personal
Artifacts
Category

= Select Name from Lexicon

1: Structures =

2: Building Furnishings

3:Personal Artifacts

4: T&E For Materials

5. T&E For Science & Technology

6: T&E For Communication

7: Distribution & Transportation Artifact
8. Communication Artifact

9: Recreational Artifacts

10: Unclassifiable Artifacts

11: Natural History

=]
Definition of 3: Personal Artifacts

Category 3: Personal Arifacts
Definition: Artifacts originally created to serve the p
adornment, body protection, or an aid for grooming

Object Name

Clothing — Accessory
Clothing — Footwear
Clothing — Headwear
Clothing — Quterwear
Clothing - Underwear
Personal Gear

Toilet Article

ersonal needs of an individual as clothing,

=

Select this Name

Subcatego
Adornment

Object Names
Aba -
Agal

Aid, Hearing

Alb

Anklet

Applicator, Shoe-polish
Apron

Apron, Blacksmith's
Apron, Elastrator
Armlet

Ascot

Atomizer

Backpack

Bag, Ditty

Bag, Doctor's

Bag, Duffle

Bag, Garment

Bag, Pajama

Bag, School
Balmaoral

Bandbox

Bandaolier

Barbette

Basin

Basket

Basket, Burden
Basket, Pack
Basket, Trinket
Bathrobe

Bead |

Show All Cancel |
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To further narrow your search for the correct name, click on Clothing—Headwear
from the Subcategory list. Now the object names on the right will contain only
headwear, as seen in Figure 10-4.

F|gU re 10-4 O s e e s =)
Clothing
Headwear 3. Personal Artifacts Adornment Balmoral 1=
Clothing — Accessory Barbette
Subcategory Clothing — Footwear Beanie
Clothing — Beret
Clothing — Quterwear Biggin
Clothing - Underwear Biretta
Personal Gear Boater
Toilet Article Bonnet
Bonnet, Indoor
Busby
Cap
Cap, Bathing
Cap, Boudoir o
Cap, Dust
Cap, Forage
Cap, Garrison
Cap, Gob
J J Cap, Miners
Definition of Clothing — Headwear Pl
Clothing that protects or covers the head. J Cap: Senice
Cap, Watch
Caul
Cloche
Cormnet
Cover, Bonnet
Cushion, Helmet
Derby
Earmuffs
= Eyeshade |
Object Name 4 Select this Name Show All ‘ Cancel |

You can now browse the list of headwear until you find the object name that best
matches the item you are cataloging, seen in Figure 10-5.

Should you find you have chosen the wrong category and subcategory, click the
Show All button at the bottom to start again.

Another approach to finding an object name is to start with the Object Names list.
You can use the scroll bar on the right or the Keyboard Search shortcut (described
later in this chapter) to find the term within the list of all Object Names. If more
than one term is listed, such as in the case of “pump,” click on the term to see the
category and subcategory. This way you can distinguish between a plumbing fix-
ture pump, footwear and a mining and mineral harvesting tool. When you have
found the term that describes your item, click once on it so it is highlighted, then
click the Select this Name button. The chosen object name will appear in the Enter
Object Name field on the Add New Catalog Record screen.
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Figure 10-5 = Select Name from Lexicon =)
Headwear
Ob]ect Names 3. Personal Artifacts Clothing - Headwear Earmuffs -

NOTE

[

Definition of Clothing — Headwear

Clothing that protects or covers the head

Click on the appropriate Object Name. It will
appear in the Object Name field.

Eyeshade
Fedora

Fez

Flatcap
Glengarry
Hairnet

Hat

Hat, Cocked
Hat, Cowboy
Hat, Hard
Hat, Panama
Hat, Picture
Hat, Top
Hatband
Havelock
Headband

Object Name Humberg

J Helmet
Helmet, Crash
Helmet, Diver's
J Helmet, Pith
Hennin
Homberg
/Huud
Kerchief
Lappet
Montera
Net, Pro| R .
nighiesy Click Select this Name
=1 1°"*_|to enter the name on
4 selsetins nzme Le— | your catalog record.

Object terms follow the format of a noun followed by an adjective descriptor. Some-

times one word is adequate to describe the item, but in many cases the adjective is needed to distin-
guish similar items. Rather than using the object name “Top Hat,” the term is listed as “Hat, Top.” In this
way a top hat is distinguished from a cowboy hat, and all hats are listed together alphabetically. When
searching the Objects Name list, you can see all hats at once and find the one that best matches the
hat in your collection.

WORKING WITH THE SETUP LEXICON SCREEN

To access this screen, please click on Setup from the Main Menu and choose
Lexicon from the list. The Setup Lexicon screen provides the ability to add new
Lexicon terms. You may also change items from one category or subcategory to
another. An illegal terms section and a method for changing items” names in the
catalogs are also available.
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The Lexicon is divided into three sections: Category, Subcategory, and Object
Names. When the screen is first opened, all entries are displayed. At the bottom
of the screen you will see Lexicon navigation buttons and two check boxes, seen
in Figure 10-6. The first check box controls the Lexicon Alert which appears when
you add or edit a catalog record and try to use an object name that is not in the
Lexicon. The other allows you to enter catalog records without an object name.

e P e T —— ,- B S S B T oy
[V] 8how alert when saving records with unauthorized object names. & Subcategory

[ Allow entry of new catalog records without an object name. .
Show All | lllegal Object Names | Reassign ‘ Delete ‘ Exit |

Figure 10-6 Lexicon Navigation Buttons

If you select a category on the Setup Lexicon screen, the Subcategory and Object
Names lists will be narrowed to include only those entries that are associated with
that category. If you select a subcategory, only the associated category and object
names assigned to that subcategory will be displayed. If you select an object name,
only the associated category and subcategory will be displayed.

Keyboard Search - Since the Object Names list is long, using the scroll bar or key-
board Page Up and Page Down keys may not be as efficient as you would like.
Instead, you can use the keyboard to move through the list. First, click on an object
name in the Object Name list and then start typing the name for which you are
searching. You will be advanced to the name that most closely matches the letters.
For example, typing T H I M will take you to “Thimble.” You will need to type the
letters relatively quickly to do this. If you type too slowly, when you type each let-
ter it will take you to the first word beginning with that letter.

To start a new search, click the Show All button to refresh the screen and display
all categories, subcategories, and object names.

ILLEGAL OBJECT NAMES

PastPerfect comes pre-loaded with 1500 illegal object names. These are the names
listed as non-preferred by The Revised Nomenclature for Museum Cataloging. When a
user enters a name that is illegal, PastPerfect will list the preferred terms. You can
add to the Illegal Object Names list with commonly misused terms of your own.
To add a new illegal name to the list, click the Illegal Object Names button. This
will open the screen seen in Figure 10-7.
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Notice that the Illegal Object Names list is in alphabetical order, with the corre-

sponding Preferred Object Name in the left-hand column.

Figure 10-7 = Loicon =
Lexicon lllegal Lexicon llegal Terms
Terms [Freensauiecineme ————— [FTTPETom g
Audiometer Acoumeter
Audiometer Acousimeter
Speech Address
Leveler, Hoof Adjuster, Hoof
Adz, Lipped Adz, Dubbing
Adz, Railroad Adz, Hammer
Adz, Railroad Adz, Platelayer's
Adz, Guttering Adz, Spout
Esthesiometer Aesthesiometer
Blanket Afghan
Throw Afghan
Loop, Shoulder Aiguillette
Alrplane Aircraft
Alrship Aircraft
Balloon Aircraft
Apparatus, Distilling Alembic
Aspergillum Almorratxa
Periscope Altiscope
Wheel, Surveyor's Ambulator
Hood Amice
Airplane Amphibian
Lens, Anastigmatic Anastigmat
Generator, Sound Apparatus, Auditory
Amplifier, Audio Apparatus, Auditory
Tank, Scuba Agqualung
Chair, Easy Armchair
'Wardrobe Armaoire
Harquebus Arquebus
Click here to add illegal ——— |
names to the list. Add lllgal Object Name | Edit | Delete | it |
[

When you click on the Add Illegal Object Name button, the screen shown in Fig-
ure 10-8 appears. Type the illegal object name in the field at the top of the screen
and choose a preferred object name from the list. The list shows the object name
on the left and corresponding subcategory on the right. Click the Save button to
add the new term.

You may also edit or delete terms from the Illegal Object Names list by clicking
the Edit or Delete buttons at the bottom of the screen.

N OT E If you are adding object names to the Object Name authority file, you should
choose terms that are listed in the Lexicon. The Object Name authority files are not automatically
populated with terms from the Lexicon. If you add terms to the Object Name authority file exactly as
they are listed in the Lexicon, PastPerfect will fill the appropriate category and subcategory for you
when you create your catalog record. Otherwise object names will belong to Unclassifiable Artifacts.
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Flgu re 1 0-8 = Add New lllegal Object Name %
Add New IIIegaI lllegal Object Name
Object Name
screen Baox, Hairpin
Select Preferred Name from this List.
Box, Chopping Food Processing T&E -]
Box, Cigarette Household Accessory
Box, Collar Personal Gear
Box, Control Electrical & Magnetic T&E J
Box, Dip Mining & Mineral Harvesting T&E
Box, Document Documentary Artifact
Box, Drill Bit Metalworking T&E
Box, Feed Animal Husbandry T&E
Box, Field Agricultural TRE
Box, File Written Communication T&E
Box, Fire-alarm Regulative & Protective TRE
Box, Flees' Medical & Psychological T&RE
Box, Food-storage Food Processing TEE
Box, Germination Biological T&E
Box, Gill Textileworking T&E
Box, Glove Personal Gear
Box, Grain Agricultural T&E
Boyx, Hairpin Toilet Article
Box, Handkerchief Personal Gear
Box, Jewelry Household Accessory
Box, Junction Electrical & Magnetic T&E
Box, Letter Household Accessory
Box, Lunch Food Service T&E
Box, Miter Woodworking T&E
Box, Maolding Woodworking T&E
Roy Monev Merrhandisinng TRFE j
Save Cancel |

CATEGORY DEFINITIONS

The Lexicon screen displays a definition for the selected category or subcategory.
Definitions are provided by The Revised Nomenclature for Museum Cataloging and
are located below the Category and Subcategory lists.

The Edit Definition button allows you to edit the existing definition of a category
or subcategory, or enter a definition for a new category. Simply click on the Cate-
gory or Subcategory you wish to edit, and the definition appears in the Definition
field. Click on the button at the upper right corner of the Definition field to edit
the definition. This button looks like a hand with a pencil writing on a paper.

DELETING AN OBJECT NAME

The Delete button is used to delete categories, subcategories or object names.
Before deleting categories or subcategories, you must first delete or reassign all of
their associated object names.

The deletion of an object name is most often required when a cataloger has added
an illegal object name in the course of cataloging. For example: A cataloger has
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used the name “Photograph.” Because “Photograph” is not a preferred object
name, when it is used, PastPerfect will give the following alert:

Figure 10-9

|||ega| Term Alert This Object Name is Mot in the Lexicon
Photograph
Preferred Object Names
Print, Photographic =]

To Select a Preferred Mame, Click to Highlight
and Press Here.

Select a Different Object Name from the Lexicon

Add this Object NMame to the Lexicon ‘

Cancel

If the cataloger selects Add This Object Name to the Lexicon, it will be placed in
the Unclassifiable Artifacts category and Need to Classify subcategory.

TI P PastPerfect has added a subcategory that does not appear in The Revised Nomenclature
for Museum Cataloging - “Need to Classify.” This subcategory is listed under the Category Unclas-
sifiable Artifacts. A list of object names that need to be classified can be displayed on the Lexicon
screen or printed by going to the Main Menu | Reports | Lexicon | Need to Classify.

The collection manager may wish to delete the term “Photograph” from the
Lexicon (by clicking Delete on the Setup Lexicon screen), but because there are
catalog records associated with this term, the object name may not be immedi-
ately deleted.

Before deleting an object name, PastPerfect checks the catalogs to see if the name
has been used. If records are located that are using the object name, PastPerfect
will display the Rename Objects screen, seen in Figure 10-10, where you can
select a new name.
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To select an object name from the Lexicon for the New Object Name field, browse
the list at right and click on your selection. All object names in this list are associ-
ated with a subcategory. You will want to be sure to choose not only the correct
object name, but also the most appropriate subcategory. PastPerfect will then
change all the items in your collection with the old name to the new name, and
delete the old name from the Lexicon.

= Rename Objects (=3
Select New Object Name from this List
The selected Object Name may not be
deleted since it has been used in at least Object Name
one catalog. To change the Object Name Prie-dieu Furniture -
to an existing Lexicon term, piease select Primer Armament — Ammunition
a new name from the list. You will choose Pri Nippl A 1—A
both the Object Hame and its rimer, Nipple Armament —Atcessory
Subcategory. Print Art
Print, Photographic Art
ed Obj to Change Pr!nt, Photographic Documentary An!fact
Print, Solar Documentary Arifact
Photograph ) )
. Printer Data Processing TEE
Meedto Classify Printer, Contact Photographic T&E
Printer, Keyboard Data Processing TEE
New Object Name Printer, Line Data Processing T&E
Print, Photographic Printer, Matrix Data Processing T&E
Documentary Artifact Printer, On-the-fly Data Processing T&E J
Printer, Serial Data Processing TEE
Prism, Objective Astronomical T&E
Rename Now Cancel Pritchel Metalworking T&E
Privateer Water Transportation — Equipment
Probang Medical & Psychological T&E
Probe Medical & Psychological T&E ﬂ

Figure 10-10 Rename Objects screen

If the object name you have selected to delete does not appear on any catalog
records, you will be able to delete the name immediately after clicking the Delete
button.

REASSIGNING SUBCATEGORIES AND OBJECT NAMES

The Reassign button can be used to reassign a subcategory to a new main cat-
egory or to assign an object name to a new category and subcategory.

For example, if you wish to keep the object name “Photograph” in the Lexicon,
you should reassign it to the proper category and subcategory. Go into the cat-
egory Unclassifiable Artifacts, click the subcategory Need to Classify and click
on the word “Photograph.” Click the Reassign button at the bottom of the screen.
The following screen appears:
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-

m Reassign =]
: Select New Subcategory from this List
Change Object Mame
Photograph
7: Distribution & Transportation Artifact Land Transportation — Animal-powered =

Current Category 7: Distribution & Transportation Artifact Land Transportation — Human-powerad
10: Unclassifiable Arifacts 7: Distribution & Transportation Artifact Land Transportation — Motorized
Current Subcategory 7: Distribution & Transportation Artifact Rail Transportation — Accessory
Meed to Classify 7: Distribution & Transportation Artifact Rail Transportation — Equipment
7: Distribution & Transportation Artifact Water Transportation — Accessary
7: Distribution & Transportation Artifact Water Transportation — Equipment
New Category 8: Communication Artifact Advertising Medium
2 Communication Artifact 8: Communication Artifact Art
8: Communication Artifact Ceremonial Artifact
New Subcategory 8: Communication Artifact Documentary Artifact
Documentary Artifact & Communication Artifact Exchange Medium
8: Communication Artifact Personal Symbaol J
. 9: Recreational Artifacts Game
e \ | e | 9: Recreational Arifacts Public Entertainment Device
N\ oo dianal deifast Recreational Device
| Click here to complete the reassignment. Cmncte Ceinonos =

Figure 10-11 Reassign Object Name

Browse through the categories and associated subcategories until you find the
appropriate category/subcategory pair. Click on your selection, and the category
and subcategory will appear in the New Category and New Subcategory fields.
Then click Reassign Now. It will automatically update the category and subcat-
egory on the catalog records with that object name, as well as in the Lexicon.

NATURAL HISTORY

Because PastPerfect has a component for cataloging natural history objects, we
have added a new category called Natural History. Natural History has four asso-
ciated subcategories: Biology, Botany, Geology, and Paleontology. Clicking the
Natural History category will display these subcategories and object names, seen
in Figure 10-12.
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= Setup Lexicon

+|
1: Structures

2: Building Furnishings

3: Personal Artifacts

4: TEE For Materials

5: TRE For Science & Technology

6: T&E For Communication

7: Distribution & Transportation Artifact
& Communication Artifact

9: Recreational Artifacts

10: Unclassifiable Artifacts

11: Matural History

+ |
Biology

Botany

Geology

Paleontology

When cataloging natural history objects,
enter the species name or rock/mineral
name in the Object Name field.

=

Definition of 11: Natural History
Categaory 11 Matural History

|| Allow entry of new catalog records without an object name.

L (Bl

Definition: A wide variety of matertials fall under this classification. In addition to covering the entire
spectrum of "animal, vegetable, or mineral,” itincludes auwxliary items such as nests, specimens in
various stages of growth, and variously preserved specimens, including mounts and dried or
cross-sectioned specimens. Zoological "dry” collections include study skins, skeletons, and
mounted and pinned insect collections. Zoological "wet” collections preserve specimens in fluid

=)

Show alert when saving records with unauthorized object names.

Amphibole
Andesite
Anthracite
Antimany
Apatite
Arsenic
Basalt
Bismuth
reccia
Calcite
Chalcopyrite
Cinnabar
Clupea harengus
Conglomerate
Copper
Corundum
Dacite
Diamand
Dalerite
Feldspar
Fluarite
Gabbro
Galena
Garmnet
Gneiss
Gold
Granite
Graphite
Gypsum j
To add an object name, first select a Category
& Subcategary

]
|

Show All | lllegal Object Names |Reassign | Delete | Exit |

Figure 10-12 Natural History Category

PastPerfect does not provide every possible species name in the Natural History
Lexicon, because it is expected that most natural history collections are of a limited
nature. For example, you may have a collection of plant specimens. In that case,
you may want to add the species names for just the plants in your collection as
object names under the category Natural History, subcategory Botany.

If you would like your collection’s species list imported into this portion of the
Lexicon, please contact our conversions department toll free at 1-800-562-6080 or
by email using conversions@museumsoftware.com.




	The Lexicon
	Using the Lexicon
	Working with the Setup Lexicon Screen
	Illegal Object Names
	Category Definitions
	Deleting an Object Name
	Reassigning Subcategories and Object Names

	Natural History


