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Introduction to PastPerfect Online

PastPerfect Online 2015

Originally released in 2005, PastPerfect Online enabled museums of all sizes to promote
public access to their collections using a sophisticated web based search tool. Over the
years, new features were added to include search statistic reports, Google indexing via
sitemaps and more. The product was revamped in 2014 and is actively being enhanced
with new features and a completely modern look.

This online documentation is designed to help you make the most of your PastPerfect
Online site. If you have any difficulty finding the information you need, please contact
our support team. We want you and your new site to be a complete success.

Thanks for choosing PastPerfect and PastPerfect Online!
Using This Guide

This guide is set up in a Concept/Task/Resource format allowing users to consume the
information in a variety of ways. Simply click the "Next" arrow at the top of the page to
access every topic in the guide, ordered by subject matter. Use of the Index and the
Search features will allow you to access the information you select. The Glossary
provides definitions for some commonly misunderstood words, acronyms, and
expressions.

As always, we appreciate your feedback. If you feel that there are topics that are missing,
please submit your feedback to feedback@museumsoftware.com.

Basic Steps for Creating Your PastPerfect Online Website

1. Install PastPerfect Online

2. Select catalog records to include online

3. Step through the Web Publishing Wizard to create and upload your
records

4. Modify your website in the Interface Management Site (IMS)

5. Share your site with others!



mailto:feedback@museumsoftware.com
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Linking to Your PastPerfect Online Site
Concept

Linking your organization's website to your new PastPerfect Online site is a great way to
encourage web visitors to explore the collection. You'll need access to the content on
your website in order to add a link. This can be a simple text link or custom stylized
button or image. Below are the basic formats for creating a link with text and a link with
an image.

e To create a link using text use the format below. Replace the italicized
section with your PPO Site Address as listed on your Welcome Letter and
the bold section with what you want your link to say.
<a href="http://sandbox.pastperfectonline.com/">Explore our
Collections</a>

e To create a link using an image use the format below. Replace the
italicized section with your PPO Site Address as listed on your Welcome
Letter, the underlined section with your image file location, and the bold
section with what you want your image's alternate text to say.
<a href="http://sandbox.pastperfectonline.com/"> <img
src="Museumimages/MuseumLogo.jpg" alt="Explore our Collections"
style="width:150px;height:60px"> </a>

If you do not have a working knowledge of HTML and CSS, we suggest you speak with
your organization's website manager about adding this link to your homepage.

References

¢ HTML Basics
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Contact Us

PastPerfect Online hosting includes assistance with setting up and maintaining your
PastPerfect Online site. Please don't hesitate to contact us if you have questions. Our
office is open Monday-Friday from 9:00-5:30 ET; we're very happy to help!

Reach us toll free at 1-800-562-6080

Email us at pposupport@museumsoftware.com
Visit our website's Support Page

Review PastPerfect Online FAQs



mailto:pposupport@museumsoftware.com
http://www.museumsoftware.com/support.html
http://museumsoftware.com/ppofaq.html

Installation

Understanding Your Welcome Letter

Concept

Your PastPerfect Online Welcome Letter has all the information you need to log into the
Interface Management Site (IMS) and begin customizing your PastPerfect Online
website. Please keep your letter in a safe place where you can refer to it as needed.

The top of your letter contains your hosting start date, renewal date, and record limit. It
also lists the email and phone number for the main PastPerfect Online user at your
organization. This email will be used to send you notifications about your site.

The bottom portion of your letter has a grid with important URLS, emails, and passwords.
The information in this grid is the key to accessing your PastPerfect Online site.

e« PPO Site Address: The landing page URL for your PastPerfect Online
site.

« Keycode: A seven digit number specific to your organization used during
installation.

« Client Number: PastPerfect assigned five digit number displayed during

file creation.

IMS Address: Webpage for customizing your PastPerfect Online site.

Museum Manager Email: Email address for logging into IMS.

Password: Password for logging into IMS.

Statistics Report: URL used to access your site's search statistics.

PPO User Guide: URL for the PastPerfect Online User Guide.

References

¢ Checking System Requirements for PastPerfect Online
¢ Installing PastPerfect Online
e« Accessing Your Interface Management Site (IMS)
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Checking System Requirements for PastPerfect Online

Concept

In order to use PastPerfect Online you need to be using PastPerfect Version 5.0D5 or
higher and have purchased and unlocked the MultiMedia upgrade. If you are not using
Version 5.0D5 or higher you can update your program for free from
www.museumsoftware.com. Instructions for running the update can be found in the

References section at the end of this topic. If you need assistance with the update, we're
happy to help.

Task

oo

1. Open PastPerfect.
2.
3. Select System Information, then locate the Program Version and Data

From the Main Menu click on Utilities.

Version.

If your Program Version and Data Version say anything lower than 5.0D5
you will need to update your program.

In the top center of the screen locate the Installed Add-ons menu.

A red check next to MultiMedia means the upgrade has been unlocked. A
"No" next to MultiMedia indicates that the upgrade has not been unlocked
and you need to contact PastPerfect Support for assistance.



http://museumsoftware.com/softwareupdates.html

Installation

PastPerfect Information Computer Information

5005 Windows 7

5005 6.1.7601 Service Pack 1 Build 7601

c\pp5idatal

]
7
2z

T

10/28/2014 10:16 AM

References

« Video Tech Tip: Running an Update for your PastPerfect Program
« Knowledge Base Atrticle: How do | get a free update for my PastPerfect

5.0 Program
o PastPerfect Software Download Page: Software Updates



https://www.youtube.com/watch?v=fuxfegYtmnU
http://hosted.comm100.com/KnowledgeBase/How-do-I-get-a-free-update-for-my-PastPerfect-5-0-program-_A120.aspx?id=120&siteid=45720
http://hosted.comm100.com/KnowledgeBase/How-do-I-get-a-free-update-for-my-PastPerfect-5-0-program-_A120.aspx?id=120&siteid=45720
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Installing PastPerfect Online

Concept

All organizations, whether you are new to PastPerfect Online or have used one of our
previous versions, need to follow this installation procedure. Following this procedure on
one workstation will automatically enable the PastPerfect Online upgrade on all
workstations.

Task

1. Check to make sure that your PastPerfect program meets the system
requirements for PastPerfect Online.

2. Insert the PastPerfect Online Upgrade CD into your computer.

3. From the Main Menu of PastPerfect click on Setup and select System
Parameters.

4. Click Activate New Features.

Setup Systern Wide Parameters

Country Settings Accession & Sites Screens
Maximum # of Catalog Records to 999
SRR oA j Display for One Accession or Site
. ) To increase speed, Accessions or Sites with a very
Date Style American j e large number of associated catalog records will not

dizplay the list of catalog records.

Object ID Sort by: Catalog Record Date Display
Alpha @ Mumeric  Object ID Separator . Catalog Record Date Format: YYYY/MW/DD
Catalog Research - Query Lexicon Nomenclature
Save query in query history file even ifthere Use Momenclature Version 3.0 j
were no matching records found. )
Web Links
Art & Architecture Thesaurus (AAT) Website
hitp:hwww. getty. edufresearchiconducting_researchivocabularies/aat/ =
Union List of Attist Names (ULAN) Website
hitp:fhwww.getty.edu/researchiconducting_researchivocabulariesiulan/ e
Library of Congress Online Catalog Website
hitp:Mfcatalog.loc.gow =

Mote: These Web links are available on the catalog screens.

s Activate New Features |




Installation

5. Click Start Unlock Procedure.

-~ )

= Feature Upgrade =
Upgrade PastPerfect Software Installed Add-ons
This screen will allow you to upgrade PastPerfect to MultiMedia ’
include new features. The procedure will only take a few Metwork Version '
moments.
Barcode Printing ™o
An upgrade disk is required which must be purchased PastPerect Online Mo
separately. Please visit our website for details.

WWW.muUs eumsoftware.com Virtual Exhibit Mo

Inventory Management Mo

Start Unlock Procedure | Exit

6. A message will appear asking you to insert the upgrade disc into the CD
drive, please make sure the CD is in place and then click Continue.

P ~

= Feature Upgrade @
Upgrade PastPerfect Software Installed Add-ons
Please insert the upgrade disk into the CD drive and click MultiMedia ’
the Continue button to start or Exit to cancel. Metwork Version '

Barcode Printing ™o
PastPerfect Online Mo
Virtual Exhibit Mo

Inventory Management Mo

7. Enter your seven digit Keycode and then click OK. This Keycode is
located on your Welcome Letter as well as on the envelope for your
PastPerfect Online installation CD.
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® Feature Upgrade

Upgrade PastPerfect Software Installed Add-ons

ultiMedia '
k Version ’

e Printing Mo

®m Upgrade to PastPerfect Online

Enter PastPerfect Online keycode 000-0000
ect Onling Mo

Cancel al Exhibit Mo

dhagement Mo

Exit

8. You will receive a message saying the installation is complete, click Exit
to return to the Main Menu.

9. From the Main Menu of PastPerfect click PastPerfect Online.

10.Go to the final step of the Web Publishing Wizard by clicking the Publish
Files to Web button.

11.Fill in the Hosting URL field with the PPO Site Address located on your
Welcome Letter. Ensure that the Hosting URL ends with a /.

‘Web Publishing Wizard

Steps Publish Files to Web - PPOL2

Select Data Fields
to Include 9 Once all Web Publishing Files are created, upload them to the Web server using HTTP file transfer.

Select file types to upload, and click Upload to Website Now to start the transfer.
Customize Field ko pload, P

Names

gz:;zzg:em Local Folder C:\PPSWebExport Upload data URL  hitp:/pastperfectonline.comidataupload
Upload Images URL  hittp:i/pastperfectonling. comimageupload

Browse Files :

Before Publishing Upload Host pastperfectonline.com

Create Web

Publishing Files Hosting URL (used for printing QRcode labels) hitpu/demo.pastperfectonline.com/

Publish Files to

5

Select Files to Upload:

[/] Data Files [¥]Images ["]Upload Only Images in Selected Folders SelectImage Folders

File Transfer Progess
Status:

View Upload Log

Upload Data and Images to Website

4 Back Next | e




Installation

References

¢ Checking System Requirements for PastPerfect Online
e Understanding Your Welcome Letter
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About Your Site

Your PastPerfect Online Site's Landing Page
Concept

When visitors come to your PastPerfect Online site they will be greeted with various
ways to explore your collection. They can use the keyword and advanced searching
options to be taken directly to the records that meet their search criteria. If visitors prefer
to simply look through collections to see what sparks their interest, they can discover
collection records with random images or by browsing through the catalogs.

Your PastPerfect Online site can be customized to match your existing homepage. You
can change colors, fonts, backgrounds, images, text alignment, and much more. The
Advanced Style and Customization section of this User Guide will explain how to make
these modifications.

Task

Getting to your Site

Open your preferred internet browser.

Locate the address bar at the top of the screen.

Erase what is currently in the address bar.

Type in the PPO Site Address from your Welcome Letter.

PwpNPE

[ sandbox : Online Collectic X

< C' [ sandbox.pastperfectonline.com

11
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5. Press the Enter key on your keyboard.

[ sandbox : Online Callectic X

&« €' [} sandbox.pastperfectonline.com =

PastPerfect Museum

Sample site using artifacts from our demo collection

Keyword Search

Search by Term

Advanced Search

Random Images

Archives

Phatos

Libraries

Objects

MUSEUM SOFTWARE

Thanks to Our Sponsors

Online public access to our collection has been made possible through the generous support of Mrs. James Patterson, First National
Bank. a grant from the Pennsylvania State Preservation Alliance, and the continuing support of our members. Thank youl

Help us share even mare of our collections online! Please consider making a donation to our artifact preservation fund. This fund helps
us cataleg. photograph, video, and share thousands of new items each year.

Featured ltems

Every month our curators select three of their faverite artifacts or archival items to exhibit. These items are on display in the Main Hall for
one month only! Stop by the museum to see these rarely-seen collections before they are retumed to their storage locations.

6. Use the navigation buttons to explore the different ways to search the
collection.

(o}

References

Keyword Search allows you to find items related to a specific word
or phrase.

Search by Term provides alphabetical listings of names and terms
to pick from to perform a search.

Advanced Search gives you the ability to narrow down your
search by multiple criteria.

Random Images shows you images of catalog records, allowing
you to quickly browse through items.

The catalog record buttons (Archives, Photos, Libraries, and
Objects) let you browse items specific to each catalog.

o Getting the Most from Keyword Searching

e Using Search by Term
o Digqging Deeper with Advanced Search

e Using Random Images to Browse the Collection

« Searching by Catalog

« Interface Management Site - Customizing Your Landing Page

12
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Getting the Most from Keyword Searching
Concept

Visitors to your site have many ways to search your collection. The option they are likely
most familiar with is Keyword Search. Using the Keyword Search function allows
visitors to search for words, phrases, or sets of words using AND / OR connectors.
Keyword Search checks the data in any field that is mapped to an Advanced Search
category and returns the appropriate results.

Keyword Search is not case sensitive. Search results can be accessed by clicking the
image or hyperlink for the record. The hyperlink for each item your search returns is
comprised of the first two fields you have selected for that record type in the Web
Publishing Wizard.

You can limit your search to only return results that have an image. Put a check in the
"ltems with Images Only" option below the Keyword Search field to limit your results.

Task

Searching for a Single Word or Words

1. Type the word or words you want to find, then click Search.

[ sandbox : Online Collectic X

€ C' | [J sandbox.pastperfectonline.com/search

PastPerfect Museum

Sample site using artifacts from our demo collection ) U
MUSEUM SOFTWARE

Home Search

Keyword Search

Search Hints: To search by phrase wrap your criteria in quotes. ex: "Find me"
Search by Term

Advanced Search

Random Images

Archives

b}
=

g
)
@

Libraries

Objects

PastPerfect Software, Inc. | 300 N. Potistown Pike Suite 200 | Exton, PA 19341 | 1-800-562-6080 | sales@museumsoftware.com

2. Search for multiple words by separating them with a single space.
Searching for Rocky Pine Ranch will return records that contain Rocky or
Pine or Ranch or any combination of the three.

13
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[ sandbox : Online Collectic X

« C 0O sandbox.pastperfectonline.com/search

PastPerfect Museum PAST

Sample site using artifacts from our demo collection PERFECT
MUSEUM SOFTWARE

Rocky Pine Ranch

Search Hints: To search by phrase wrap your criteria in quotes. ex: "Find me”

Keyword Search

Search by Term

Advanced Search

Random Images

Archives

Photos

Libraries

Objects

PastPerfect Software, Inc. | 300 N. Pottstown Pike Suite 200 | Exton, PA 19341 | 1-800-562-6080 | sales@museumsoftware.com

3. Use an asterisk (*) as a wildcard when searching for single words. Enter
Rock* as your search to find all records containing words that begin with
rock, like Rocky and Rockingham.

[ sandbosx : Online Collectic X

€« ¢ [4 sandbox. pastperfectonline.com/search

PastPerfect Museum PAST

Sample site using artifacts from our demo collection PERFECT
MUSEUM SOFTWARE

Keyword Search " Ciaicioa e,
Search Hints: To search by phrase wrap your criteria in quotes. ex: "Find me”
Search by Term
Advanced Search
Random Images

Archives

Photos

Libraries

Objects

PastPerfect Software, Inc. | 300 N. Pottstown Pike Suite 200 | Exton, PA 19341 | 1-800-562-6080 | sales@museumsoftware_com

14
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Searching for a Phrase

1. Type the phrase you want to find inside of quotes, then click Search.
Words inside of quotes must exist in the same order for the records to be
returned. As an example, "Rocky Pine Ranch" and "Pine Ranch
Rocky" will return very different results.

[ sandbox : Online Collectic X

« C 0O sandbox.pastperfectonline.com/search

PastPerfect Museum

Sample site using artifacts from our demo collection

MUSEUM SOFTWARE

"Rocky Pine Ranch"

Search Hints: To search by phrase wrap your criteria in quotes. ex: “Find me"

Keyword Search

Search by Term

Advanced Search

Random Images

Archives

Photos

Libraries

Objects

PastPerfect Software, Inc. | 300 N. Pottstown Pike Suite 200 | Exton, PA 19341 | 1-800-562-6080 | sales@museumsoftware_com

Searching with AND / OR Connectors

Using AND / OR connections between words allows you to limit or expand your search
criteria. Using AND will return results that contain all words in your search. Using OR
will return results that contain at least one of the words in your search.

1. In the search field enter your search criteria. Searching for Rocky and

Ranch will return results that have both terms in its fields. The terms do
not need to be in the same field to be included in the search results.

15
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[ sandbox : Online Collectic X

« C 0O sandbox.pastperfectonline.com/search

PastPerfect Museum

Sample site using artifacts from our demo collection

MUSEUM SOFTWARE

Rocky and Ranch

Search Hints: To search by phrase wrap your criteria in quotes. ex: "Find me”

Keyword Search

Search by Term

Advanced Search

Random Images

Archives

Photos

Libraries

Objects

PastPerfect Software, Inc. | 300 N. Pottstown Pike Suite 200 | Exton, PA 19341 | 1-800-562-6080 | sales@museumsoftware.com

2. Searching for Rocky or Ranch will return results that have either term in
its fields.

[ sandbox: Online Collectic X

€« C' | [1 sandbox.pastperfectonline.com/search

PastPerfect Museum

Sample site using artifacts from our demo collection

MUSEUM SOFTWARE

Home

Rocky or Ranch

Keyword Search ; Ares
Search Hints: To search by phrase wrap your criteria in quotes. ex: "Find me"
Search by Term
Advanced Search
Random Images

Archives

Photos

Libraries

Objects

PastPerfect Software, Inc. | 300 N. Potistown Pike Suite 200 | Exton, PA 19341 | 1-800-562-6080 | sales@museumsoftware.com

3. You can combine these connectors for more specific results by using
parenthesis in your search string. As an example, rock OR (pine AND
ranch) will return different results than (rock OR pine) AND ranch.

16
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References

e Exploring Search Results
« Digging Deeper with Advanced Search
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Digging Deeper with Advanced Search
Concept

Advanced Search is based on categories that consist of fields containing similar content.
With a traditional keyword search, the term "china™ will return records related to the
country as well as the material. Creating an "Artifact Composition™ category, then
mapping fields such as material, medium, and rock type will allow for more specific
searching. Searching within the "Artifact Composition" category will only display items
that have "china" in their mapped fields. The search categories and field mapping can be
customized using the Web Publishing Wizard in your PastPerfect Software.

Just like in Keyword Search, Advanced Search is not case sensitive and will only search
fields that are mapped to an advanced search category.

Task

1. Click the Advanced Search button on your PastPerfect Online site.

2. Atthe top of the screen, select or deselect the data tables you want to
search.

3. Search for Hilton in the People field and Quilt in the Description field to
retrieve only the records that fit both of these criteria.

[ sandbox : Online Collectic

] C' | [3 sandbox.pastperfectonline.com/advancedsearch

PastPerfect Museum

Sample site using artifacts from our demo collection )
MUSEUM SOFTWARE

Search Hints: To search by phrase wrap your criteria in quotes. ex: "Find me"
¥ Objects ¥ Photos

Keyword Search ¥ Archives “ Liprary

¥ Creators ¥ People

Search by Term
¥ Containers

Advanced Search

Random Images

Archives

I Hitton

_
- I
Il
£
g
R

Objects

I(]um

Reset

18
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4. Click Search Records to see a list of records that match your search
criteria. The link for each item your search returns is comprised of the first
two fields you have selected for that record type in the Web Publishing
Wizard.

[ sandbox : Online Collectic X

€« € | [} sandbox.pastperfectonline.com/advancedsearch?utf8= &advanceSearchActivated=true&firstTimeSearch=true&search_inc|

PastPerfect Museum

Sample site using artifacts from our demo collection

MUSEUM SOFTWARE

Search Hints: To search by phrase wrap your criteria in quotes. ex: "Find me"

¥ Objects ¥ Photos
Keyword Search ¥ Archives #l Library 1 results found.

¥ Creators ¥ People .
Search by Term k l 1999.1.14 - Quilt

¥ Containers

=5 Object Type: Object
Advanced Search
Random Images

Archives
Photos
Hilton
Libraries
Objecis
Quilt

Reset

5. Click on the image or hyperlink to view the full record.

References

e Web Publishing Wizard - Setting Up Advanced Search Cateqories
o Exploring Search Results

19
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Using Random Images to Browse the Collection
Concept

The Random Images area of your PastPerfect Online site allows visitors to explore your
collection even if they don't have a specific search criteria in mind. By default, Random
Images includes the first image attached to your catalog records from all four catalogs.
The catalogs included in Random Images can be customized using your Interface
Management Site.

Task

1. Click on the Random Images button. A selection of images from the
collection will be displayed on the screen.

[ sandbosx : Online Collectic X

€« C' | [3 sandbox.pastperfectonline.com/randomimages

PastPerfect Museum

Sample site using artifacts from our demo collection

Home Random Images
Keyword Search

Search by Term

Advanced Search

Random Images

Fd

L

200312 1999.1.15 2003.1.10 1999.1.11

=
g

= ) 4
N N
g
1 @ 2

Objects

NS N

2. A new set of images can be seen by clicking the Random Images button
again or clicking the View More Images button at the bottom of the
screen.

20
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[ sandbox : Online Callectic X

<« C' | [} sandbox.pastperfectonline.com/randomimages

Keyword Search

Search by Tern

Advanced Search
200317 2003116 201111 1999 1.14 L2000.1.1

Random Images

—= — -
A
Archives : | Sg R
Photos 3
—_— — -

1999.1.15 201011 2003.2.2 1999.1.10 2003.1.14

Libraries

Objects

¥
by
-3
i
1

1998.2.2

View More Images

PastPerfect Software, Inc. | 300 N. Pottstown Pike Suite 200 | Exton, PA 19341 | 1-800-562-6080 | sales@museumsoftware com

3. Click on an image to view a larger copy.

4. Use the next and prior Arrow Buttons to move through the Random
Image results.

5. From the image lightbox, you can click View Image Metadata to be taken
to the image's metadata information, click Request Image to open the

Image Request form, or click the link at the bottom of the image to be
taken to the item's full record.

[ sandbox : Online Callectic X

L € | [1 sandbox.pastperfectonline.com/randomimages

View Image View Catalog Record gy Reauest
Metadata Image

21
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References

+ Interface Management Site - Random Images Tab
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Searching by Catalog

Concept

Selecting one of the catalog buttons on your PastPerfect Online site will display random
items in the chosen catalog. Visitors can browse through these items or do a Keyword
Search to narrow the list of results. Phrase searching, wildcards (*), using AND / OR
statements, and limiting the search results to items with images only are available when
searching by catalog as they were explained in the Keyword Search topic.

This section will discuss the Objects search area of your PastPerfect Online site; the other
catalog areas, Archives, Photos, and Libraries, function the same way.

Task

1. Click on the Objects button. A list of object records will be displayed. The
link for each item is comprised of the first two fields you have selected for
that record type in the Web Publishing Wizard.

[ sandbox : Online Collectic X

< C | [3 sandbox.pastperfectonline.com/webobject

PastPerfect Museum

Sample site using artifacts from our demo collection i,
MUSEUM SOFTWARE

= Search
Keyword Search Items with Images Only

Search Hints: To search by phrase wrap your criteria in quotes. ex: "Find me"

32 results found. Records searched: 32
[ |
,

1999.1.14 - Quilt

-~ B8 Object Type: Object

E; L2014.1.3 - Animal, Mechanical

i

H‘E 1999.1.13 - Candlestick

2. Use the Search field at the top of the screen to search these records as
you would from the Keyword Search area of the site.

23
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3. Scroll through the records using the Next button at the bottom of the page.

2011.1.1 - Cabinet, Hoosier

Object Type: Object

L2014.1.2 - Animal, Mechanical

Object Type: Object

2000.5.1 - Ring, Wedding

Object Type: Object

1999.1.12 - Sifter, Flour

Object Type: Object

« Previous 12 Next —

PastPerfect Software, Inc. | 300 N. Pottstown Pike Suite 200 | Exton, PA 19341 | 1-800-562-6080 | sales@museumsoftware.com

4. Click on the item's image or hyperlink to view the full record.
References
e Getting the Most from Keyword Searching

« Interface Management Site - Site Tab
o Exploring Search Results
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Exploring a Catalog Record
Concept

There are two main parts to the catalog records: The images section displays thumbnails

from the catalog record. The data section is presented as a table to the right of the images
with data fields pulled from your internal database. Additionally, at the top right, a series
of buttons allows users to communicate with each other and the organization using email
forms. These email forms are customizable through IMS.

When viewing a catalog record, visitors have various options for interacting with your
collection:

o Email to a Friend: Selecting this button allows visitors to easily email a
direct link for a catalog record to a friend.

e Send Feedback: If a visitor has information about the record they are
viewing they can contact the museum using this button.

o Creator (Artist/Photographer/Author): Click on a name to see more
information about the creator and all of their associated records.

e People: Click on a name to see more information about the person and all
of their associated records.

e Search Terms: Click on a search term to see more information and the
records associated with this term.

« Site Name: Click on a site name to see more information about the site
and the records associated with this site.

o Relation: Click the link to see a list of the catalog records related to this
item.

o Containers (Archives only): Click on a link to view the associated
container list record.

o Parent Object ID/Child Records (Archives only): Click on an Object ID to
view the parent record or the child records of this item.
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[ 1999.1.3 - Print, Photogra, X

€ > € |[} sandbox.pastperfectonline.com/photo/1628CB00-193A-4954-A8A8-423871419915

PastPerfect Museum

Sample site using artifacts from our demo collection

Home

Photo Record

Keyword Search
Catalog Number

Search by Term
Object Name
Advanced Search

Title
Random Images

Archives Collection
Photes Description

Libraries

< Return To Search Results

1999.1.3

Print, Photographic

Granny's Turkeys

Rocky Pine Ranch Collection

Lura Cox Hilton (Granny) feeding her turkeys

Ranch. She is wearing a housedress and apron and is surrounded by a
flock of about 50 turkeys. There are pine trees in the background

Objects

I Photographer

Hilton. Clarence Lester I

Date

Copyright

1935

All rights belong to the PastPerfect Museum

Search Terms

Rocky Pine Ranch

Subjects

Women
Turkeys
Trees
Fences
Roads

People

Hilton. Lura Cox

Site Name

Graver Farm

Relation

Show Related Records

PastPerfect Software, Inc. | 300 N. Pottstown Pike Suite 200 | Exton, PA 19341 | 1-800-562-6080 | sales@museumsoftware com

References

¢ Web Publishing Wizard - Selecting Data Fields

PAST
PERFECT

MUSEUM SOFTWARE

in the yard at Rocky Pine

o Interface Management Site - Enabling and Customizing the Feedback

Form

¢ Interface Management Site - Enabling and Customizing the Email A

Friend Form

e Introduction to Sharing Additional Record Types
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Email to a Friend Button

Concept

The Email to a Friend button allows online visitors to easily share a particular record with
others. The visitor on your site can share the record along with a personalized message.
This information is emailed so the recipient can view that specific record as well as
explore the rest of your site. This is a great way of having users help promote your site.

By default, the Email to a Friend button is displayed in the upper right corner of each
catalog record page and can be suppressed at the Interface Management Site.

Task

1. Locate an item you wish to share.
2. Click the Email to a Friend button.

[ 2003.1.14 - Discharge, M X

< €' | [3 sandbox.pastperfectonline.com/archiy CODBA-CD4E-48AA-A44C

PastPerfect Museum

Sample site using artifacts from our demo collection

. send
“ Archive Record ¢ Beturn To Search Results o = sl
Keyword Search
Catalog Number 2003.1.14
Search by Term
Object Name Discharge, Military
Advanced Search
Title Thanks of a grateful nation...
Random Images Certificate of Satisfactory Service
Notice of Separation from U.S. Naval Semvice
Scope & Content Three certificates dealing with Clair Hanley's separation from service
Photos 1. Th i
anks of a grateful nation
- 2. Certificate of Satisfactory Service
3. Notice of Separation from U.S. Naval Service
Objects
Cotoon ooy Py olcon
Search Terms Hanley Family
World War Il
Wi
e B -

3. A new window will open displaying the Email Form. Fill out the form
making note that the required fields are denoted with an asterisk (*).
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[ Pastperfect - Google Chrome - O X

[ sandbox.pastperfectonline.com/emailrequests/new?entityname=~Archive&entityid=280C0D6A-(

PERFECT

MUSEUM SOFTWARE

Email Form

“Ta (email address)  |sara@museumsoftware.com

“From (email address) brian@ museumsoftware.com

*Subject PastPerfect Museum
"Message I saw this and thought it might be helpful
with your research project. --Brian

I'm not a robot

“ Required Information

http://sandbox. pastperfectonline. com/archive/280C0DBA-CDAE-43AA-A44C-013131494172
Send Email

Check the box next to "I'm not a robot".
If a CAPTCHA window opens, follow the instructions and then click the
Verify button, which will close the window.
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[ Pastperfect - Google Chrome - O X

[ sandbox.pastperfectonline.com/emailrequests/new?entityname=Archive&entityid=280C0D6A-C

M SOFTWARE

"Subject

"Message

* Required Information

http://sandbox. pastperfectonline

<1 X0

-

Report a problem

6. Click the Send Email button at the bottom of the form.
7. On the confirmation screen, click the Close Window button or wait a

moment for that second window to close automatically.



About Your Site

8. The email recipient will receive an email like this:
H 9 L O PR PastPerfect Museumn - Message (HTML) = — O >
Message ADOBE PDF Q Tell mewhat you want to do
& X o] €Reply  EZ ¥ Not Sent - sara... Vo T SMarkUnread | p Q
R @‘i Reply All ’:(S - E-a) To Manager - _@ H Categorize = .
® _ Delete Archive = ) . Mowve —_ Editing  Zoom
‘e £ Forward E-E' Team Email - - [EP- " FollowUp~ -
Delete Respond Quick Steps [P Move Tags [P Zoom e
ppo2@pastperfectonline.com sara@museumsoftware.com 1:58 PM
PastPerfect Museum v
This item has been shared from the PastPerfect Museum's online collection.
Sent on behalf of: brian@museumsoftware.com
I saw this and thought it might be helpful with vour research project. --Brian
http://sandbox pastperfectonline com/archive/280C0D6A-CD4E-48AA-A44C-013131494172
To see more of the collection, please visit http://demo.pastperfectonline com.
References
o Interface Management Site - Enabling and Customizing the Email A

Friend Form
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Send Us Feedback Button
Concept

The Send Us Feedback button allows online visitors to send you feedback about a
particular record directly from your PastPerfect Online site. By default, the Send Us
Feedback button is displayed in the upper right corner of each catalog record page and
can be suppressed at the Interface Management Site. Once the visitor submits the form,
you will receive an email containing the feedback.

There are a variety of ways this form can be used including soliciting feedback, recruiting
assistance in identifying photos, and much more.

Task

1. From a catalog record, click the Send Us Feedback button.

[ 2003.1.4 - Print, Photogra, X

< € | [} sandbox.pastperfectonline.com/photo/FB4067B6-A5A0-4FAG-8D60-808194358410

PastPerfect Museum

Sample site using artifacts from our demo collection

Email to Send U
“ Photo Record ¢ Retun To Search Resulls [ it = Fositriveeh

Keyword Search
Catalog Number 2003.1.4
Search by Term
Object Name Print. Photographic
Advanced Search
Title Crew of the P.1.B.
Random Images
Collection Hanley Family Collection
Description Crew of the Old "01" U.5.5. PC (C) 1601. Known to the crew as the
P..B. (Pig Iron Bastard)
PC-1601 (USS Fierce)
P‘CVWSSS class Submarine Chaser (ex Adroit class Minesweeper)
Displacement: 450 tons
Length: 173'8"
Beam: 23
Draft: 117"

Speed: 17 knots
Armament: 1 3%/50, 1 40mm
Complement: 105

Alco diesel engine. twin screws. 1,440 shaft hp. -

2. A new window will open displaying the Feedback Form. Fill out the form
by entering contact information and feedback. Required fields are denoted
with an asterisk (*).
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[ Pastperfect - Google Chrome - O X

[ sandbox.pastperfectonline.com/feedbacks/n

PastPerfect Museum PAST

sample site using artifacts from our demo collection P ]4 R F P {:T

MUSEUM SOFTWARE

Feedback Form

Please help us by providing feedback.

“Name John Smith

Phone 800/562-6080

Alternate Phone

*Email Address |jsmith@museumsoftware.col

"Comments The third person from the right, in the back

row is my grandfather, James R. Smith. He
served from June 1942 to July 1245.

I'm not a robot

“ Required Information

http://sandbox pastperfectonline. com/photo/FE4067B6-A5A0-4FAG-8D60-808194358410
Submit Feedback

3. Check the box next to "I'm not a robot".
4. If a CAPTCHA window opens, follow the instructions and then click the
Verify button, which will close the window.
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o g

[ Pastperfect - Google Chrome - O X

[ sandbox.pastperfectonline.com/feedbacks/new?entityname=Photo&entityid=FB4067B6-A5A0-

Eos’rl{’erfecf Museum

artifac
MUSEUM SOFTWARE

Feedback Form

Please help us by providin

"Mame John S
Fhone 800/562-
Alternate Phone

"Email Address |jsmith@

"Comments The thi
row is
served

* Required Information

http://sandbox pastperfect
Submit Feedback C Q@

Report a problem

Click the Submit Feedback button at the bottom of the form.

Click the Close Window button or wait a moment for that second window
to close automatically.

If you are set up as the Feedback Manager in IMS, you will receive the
feedback and contact information by email.
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= + b s PastPerfectOnline Feedback - Message (HTML) 52l — O X

Message ADOBE PDF Q@ Tell me what you want to do

¥
% x D E}‘_Repl}r EL Mot Sent - sara... w E = 5% Mark Unread yel Q
R @_ Reply All QS - 81 Manager - _;m ==| Categorize = -
® _ Delete Archive = . — Mave Editing  Zoom
&g £, Forward B - Team Email & . Ef-  |*Followup~ -
Delete Respond Quick Steps ] Maove Tags P Zoom L
ppo2@pastperfectonline.com M sara@museumsoftware. com 213 PM

PastPerfectOnline Feedback

o If there are problems with how this message is displayed, click here to view it in a web browser,

Feedback Form

Please help us by providing feedback.

*Name John Smith
Phone 800/562-6080

Alternate

Phone

*Email o

Address ismith@museumsoftware com

*Comments The third person from the right in the back row 1z my grandfather, James B Smith. He
served from June 1942 to July 1945.

* Required Information

hitp-//sandbox. pastperfectonline.com/photo/FB406TB6-ASA0-4FA6-8D60-808194358410
[Submat Feedback]

E-Mail Submitted By: jsmith@museumsoftware.com

References

+ Interface Management Site - Enabling and Customizing the Feedback
Form
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Request Image Button
Concept

The Request Image button allows online visitors to request an image directly from your
online records. Since policies and procedures for image reproductions vary greatly
between institutions, this form is designed to start the communication process between
you and the online visitor. When someone requests an image, you will receive an email
containing the visitor's contact information and a link to the record being requested. You
can then contact the person with details about how your organization handles image
requests (i.e. use fees, payment options, available formats, delivery methods, etc.).

This button displays by default and can be suppressed at the Interface Management Site.

Task

1. Starting from a record page or Random Images, click on an image
thumbnail to view a larger copy.

[ 2000.3.3 - Posteard x

<« C' | [} sandbox.pastperfectonline.com/photo/0091AC1B-2F25-4F1D-834F-68780277696(

PastPerfect Museum

Sample site using artifacts from our demo collection
MUSEUM SOFTWARE

of the Lancaster General Hospital's School of Nursing founded in 1903.
Libraries

Email to Send Us
Photo Record < Retun To Search Results B Friend 0 Feedback
Keyword Search E
Catalog Number 2000.3.3
Search by Term
| |
Object Name Postcard
Advanced Search
Title Graduate Nurses
Random Images
Collection Carter Family Collection
Description Group portrait of 8 young women. They are the 1909 graduating class

Objects Photographer Unknown
Date 05/28/1909
Copyright All rights belang to the PastPerfect Museum without restriction
L Ll -
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2. Click the Request Image button.

[ 2000.3.3 - Posteard x

o € | [1 sandbox.pastperfectonline.com/photo/0091AC1B-2F25-4F1D-834F-687802776960

View Image Graduate Nurses
Metadata

3. A new window will open displaying the Image Request Form. Fill out the
form. Required fields are denoted with an asterisk (*).
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4.
5.

[ Pastperfect - Google Chrome - O X

new?item_url=http://sandbox.pastperfectonline.com

[ sandbox.pastperfectonline.com/imac

PastPerfect Museum PAST

Sample site using artif o our de =ctio PERFECT

MUSEUM SOFTWARE

Image Request Form

Please fill out this form to request an image. A staff member will contact you to confirm the details of your request.

“Name Anne Gibson
Address 300 N. Main 5t.
Address 2

City Exton

State PA

Zip/Postal Code 19341

Country

*Phone 800/562-6080

Alternate Phone
*Email Address agibson@museumsoftware.c
Format Required (Black&White/Color, Print/Digital)

*Purpose: Provide information about how this image will be  |personal use. My
used. photograph.

grandmother is in the

I'm not a robot

* Required Information
Submit Request

An item has been requested through your PastPerfect-Online site:

url : http://sandbox.pastperfectonline. com/media/B4D6984C-TEBC-4615-A5D8-401750147523
Object # :2008.3.3

Image Mame:2208.3.3.ipg

3.
3.

Check the box next to "I'm not a robot".
If a CAPTCHA window opens, follow the instructions and then click the
Verify button, which will close the window.
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[ Pastperfect - Google Chrome - O X

[ sandbox.pastperfectonline.com/imageorders/new?item_url=http://sandbox.pastperfectonline.com,

f’GsTPerfecT Museum PAST

PERFECT

MUSEUM SOFTWARE

Image Request Form

Please fill out this form to request an image. A staff member will contact you to confirm the details of your request.

“Name Anne Gibson
Address 300 N. Main 5t.
Address [
City Select all images with a store front.
State
Zip/Post:
Country
*Phone
Alternate
*Email A

Format F

| imsoftware c

*Purpose | My grandmother is in the

used.

* Requir

Submit

Al
u
0
I

site:
3984C-TEGC-4615-A5DE-401750147523

C oo

Report a problem

Click the Submit Request button at the bottom of the form.

On the confirmation screen. click the Close Window button or wait a
moment for that second window to close automatically.

If you are set up as the Image Order Manager in IMS, you will receive an
email with the image request. You can then contact the online visitor to
finalize the details of the request.
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H + b = Image Order Request - Message (HTML) [l — O *

Message ADOBE PDF Q Tell me what you want to do

i~ x D L Reply E2 ¥ Not Sent - sara... m w5 Mark Unread yel C)\
@ Reply All G5 - 9-) To Manager - ==| Categorize - i,
. @ neply g g
:__ . Delete Archive = ) . Mave Editing  Zoom
) €, Forward i - Team Ermnail v . [P~ ™ FallowUp~ .
Delete Respond Quick 5teps [P IMove Tags [F] Zoom e
ppo2@pastperfectonline.com M sara @museumsoftware.com 2:24 PM

Image Order Request

6 If there are problems with how this message is displayed, click here to view it in a web browser,

Image Request Form

Please fill out this form to request an image. A staff member will contact you to confirm the details of your

request.

*Name Anne Gibson
Address 300 N. Main St.
Address 2

City Exton

State PA

Zip/Postal Code 19341

Country

*Phone 800/562-6080

Alternate Phone

*Email Address agibson@museumsoftware com
Format Required (Black& White/Color, Print/Thgital)

*Purpose: Provide information about how this image will Personal use. My grandmother 1s in the
be used. photograph.

* Required Information
[Submit Request]

An item ha=z bheen requested through your PastPerfect-Online =zite:

Url : http://sandbox.pastperfectonline.com/media/B4DE384C-TEOC-4615-A5D8—
401750147523

Object # 12000.3.3

Image MName:2000.3.3.3pg

E-Mail Submitted By: agibson@museumsoftware.com

References

+ Interface Management Site - Enabling and Customizing the Image
Request Form
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Accessing your PastPerfect Online site from Mobile Devices
Concept

All PastPerfect Online sites utilize responsive design, allowing the site to display with
maximum efficiency on screens of all sizes. This ensures that your visitors can easily
access collection data no matter what type of device they use.

When viewing your PastPerfect Online site on a mobile device you have access to
Keyword Search, Search by Term, and Random Images. These search options have the
same functionality as they do on a full sized screen. Advanced Search and Searching By
Catalog are suppressed on mobile devices to simplify the navigation and maximize the
use of screen space.
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Landing Page

Keyword Search

41

Keyword Search
Search by Term

Random Images

Thanks to Our Sponsors

Online public access to our collection has been
made possible through the generous support of
Mrs. James Patterson, First National Bank, a grant
from the Pennsylvania State Preservation Alliance.
and the continuing support of our members. Thank
youl

Help us share even more of our collections online!
Please consider making a donation to our artifact
preservation fund. This fund helps us catalog,
photograph, video, and share thousands of new
items each year

Featured Iltems

Every month our curators select three of their
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Keyword Search

Search by Term

Random Images

Search

Items with Images Only
Search Hints: To search by phrase wrap your

criteria in quotes. ex: "Find me

PastPerfect Software, Inc. | 300 N. Pottstown
Pike Suite 200 | Exton, PA 19341 | 1-800-562-
6080 | sales@museumsofiware.com

Search by Term
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Keyword Search
Search by Term

Random Images

Search by Term

Search Hints: Start your search by clicking a
letter.

People

Creators

BCDEFGHIJKLMN
PQRSTUVWXYZ#
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Random Images

PastPerfect Software, Inc. | 300 N. Pottstown
Pike Suite 200 | Exton, PA 19341 | 1-800-562-
6080 | sales@museumsoftware.com

Viewing a catalog record on a smaller screen displays the same information as you would
see on a device with a larger screen. The layout is slightly different but all of the same
data is present. Your visitors will have access to the email forms that you have chosen to
activate for your site (Feedback, Image Order, etc.).
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Catalog Record

Keyword Search
Search by Term

Random Images

= Email to Send Us
a Friend Feedback

L
-t F

AT,

Catalog 2003.1.16

Murnber

Object Name  Print, Photographic
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Large Image
View Image Bud & Helen (o] Request
Metad ata Image
Hanley
References

o Getting the Most from Keyword Searching
« Using Random Images to Browse the Collection
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¢ Email to a Friend Button
e Send Us Feedback Button
« Request Image Button
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Preparing Your Data for the Web
Concept

The selection of records, fields, and images included on your PastPerfect Online site are
completely within your control. Many organizations find it helpful to discuss their goals
and mission prior to their first upload.

Consider which fields you want to include online and make sure that records entered into
PastPerfect have these fields populated with the appropriate data. Please note that some
fields with potentially sensitive information, such as location and value fields, are not
available for selection.

Web-ready copies of your images will be created in the Web Publishing Wizard. You do
not need to resize or watermark your images prior to creating your files as the wizard will
do this automatically. Not all images attached to a record need to be included online; the
steps to select and deselect images will be reviewed in later topics.

Review your data for accuracy, spelling, and the consistent use of names and places. The
more consistent and accurate your data, the more successful your visitors' searches will
be. Also consider using a custom field or exhibit label field to create an audience
appropriate description or interpretation of the artifact.

For assistance with strategies to review your data, please call us and we will be happy to
help.

References

e Video tech Tip: Setting up Function Keys for Consistent Data Entry

e Video tech Tip: How to Utilize PastPerfect Authority Files for Consistent
Data Entry

« Web Publishing Wizard - Selecting Data Fields

« Web Publishing Wizard - Selecting Image File Size

e Web Publishing Wizard - Watermark Settings

« Deselecting Images
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Selecting Catalog Records Individually

Concept

Only records marked "Include in Web Export” will be displayed on your PastPerfect
Online site. At the bottom of each Object, Photo, Archive, or Library record is an
Include in Web Export check box. Checking this box selects the catalog record for web
publishing. When selecting a catalog record, all attached images are also selected for web
publishing. You can deselect images individually as described in a later topic.

Note: Additional record types (creators, people, search terms, and sites) do not need to be
selected individually. You can quickly select all additional record types in the Web
Publishing Wizard. Please see the the More Record Types section of this User Guide for
additional information.

Task

1. Find a catalog record you want to publish online.
2. Click the Edit button in the Navigation Bar at the top of the record.
3. Check the Include in Web Export check box.

= Objects Catalog 3
i E [ B = X [

Edlt MOde Save Cancel Change Access#, Object ID, or Loan# Deaccession Change Catalog iy Ov.ect D

Screen View Collection Decorative Arts Collection Date 1965 ca [

Archaeology ObjectID 2003.2.1 Year Range 1952 thru 1975

Art @ | ObjectName Chair Search Lexicon | CatalogDate 01/19/2003

Geology Other Name Cataloged by VVilson, Pat

— o | Ofher Stalus Date  01/19/2004

Natural History Oldet Status by Wilson, Pat |

20032 Barrett, Aaron G. Slatus OK
EroT Al ‘"V 001\2003.2.1.JPG
Home Location PastPerfect Museum Main Bldg ‘ Image Management (1 of 4) |

Other Views

Appraisal ® | Description ﬂ

Condition » | Painted wooden side chair. Chair splat is decorated with gold stencil design of acoms, oak Title Hitchcock Chair J
— | leaves, and berries. In addition there are gold-stencilled downward facing arrows on stiles. The

Dimensions legs are turned and decorated with gold bands. Hand-woven rush seat made from the female J
~— | leaf of the common cattail plant, Typhon latifolia. The leaves are woven directly to the frame.

T The chair, is a revival, made after the Hitchcock Chair Company was revived in 1948. Creator Hitchcock, Lambert =
Location L] J Role Furniture Maker j
Notes & Legal @ | Collector Barrett, Aaron G. i 05/01/1966 Provenance

People - Subjects Site iSite# | 1975 - Purchased at estate sale in Upper |
gesslicston  ©| Pioforigin - Connecticut/Riverton Stepney, CT by Mona Barrett

_ 2003 - Ownership passed by Deed of Gift to

Relati

elations Event = the PastPerfect Museum

FETIEE Waterial Wood/Paint/Cattail reed

Source o

Inscription Found Upper Stepney, CT

Maker's Mark -

Made Hitchcock Chair Company

== ®| used Household furnishings

Wirtual Exhibit Owned Unknown J
Include in Web Export IR0 Updated by Unknown Updated 1072872014 10:28 AN (IR IE0INg

4. Click the Save button.
Reference

e Selecting Catalog Records from Catalog Lists
e Selecting Catalog Records from Query Results

49


http://museumsoftware.com/ppohelp/Introduction_to_Sharing_Additional_Record_Types.htm

Preparing and Selecting Records

« Deselecting Images
e More Record Types

50



PastPerfect Online User's Guide

Selecting Catalog Records from Query Results
Concept

By using PastPerfect's Research functions, you can identify the catalog records you want
to select for web publishing. Once you have your query results, it is a quick process to
mark the group of records for export. This process changes the "Include in Web Export™
status on all of the query results without having to edit each record individually.

Running a query in All 4 Catalogs for "Object ID Is not empty" will return all records in
your collection. If you want your PastPerfect Online site to display all of your collections
items you should run this query before each upload, marking all results as "Include on
Web."

Task

These steps show how to select a group of records when researching all four catalogs.
Records can also be selected by running a query within the individual catalogs and from
the other search functions

1. Click the All 4 Catalogs button in the Research section of the Main Menu.
2. From the Field drop-down menu, select the field you want to search.

Query

Search All Catalogs Search Catalogs: [/|Objects  /|Photos /| Archives [ Library l

Actions Build Filter Statement
Start New Query Select Field, Condition, enter text in Value and press /Add to Statementto build a filter statement
Retrieve Query Field Condition Value || Match Case
= - - Add to Statement
s LB Accession# 4]
Save Results to Acquisition Value
List Alternate QR code URL
I Appraisal Notes —
View Results Appraiser Run Query to Select Records |
Caption
ViewlRecords Catalog Date
Cataloged by
iz lnages Category odify Fitter Statement Syntax | Delete Selected Fiter Statement Line Clear Results ‘
PrintExport List— | Cffallection :
. OO Name Creator Title | Description ‘ -
Print Results Condition Date
I Condition Notes
Export to Excel Condition by
o Creator
Other Options Credit Line
Current Value Maximum
TR0 Current Value Minimum
Custom Field 01 -
Query Histary
4 | 3
LCIick here to mark results for removal Remove Marked Records Exit

3. Choose the condition from the Condition drop-down menu.
4. Inthe Value field, type what you want to search for within this field.
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5. Click the Add to Statement button.

[v|Photos

Query
Search All Catalogs
Actions Build Filter Statement
Start New Query Select Field, Condition, enter text in Value and press /Add to Statementto build a filter statement.
Retrieve Query Field Condition Value
Collection j Contains text j Rocky Pine Ranch Collection
Save Query

R E ) Filter Statement

List

View Results

iew Records

Add to Statement

Run Query to Select Records |

iew Images

View or Modify Fiter Statement Syntax | Delete Sejected Fitter Statement Line

Clear Results |

Print/Export List —— Query Results

[ Object D Object Name [ Creator

Title

Description [~

&= Print Results

Export to Excel

Other Options

Include on Web

Query History

< |

r

LC“CK"&(E to mark results forremoval Remove Marked Records

Exit

6. Click the Run Query to Select Records button. The records matching

your search will display in Query Results.

Objects

[v|Photos

[/ Archives ] Library l

Query
Search All Catalogs Search Catalogs:
Actlons Build Filter Statement
Start New Query Select Field, Condition, enter text in Value and press.Add to Statementto build a filter statement.
Retrieve Query Field Condition Value
> >
‘Save Query

Save Results to
List

View Results

View Records

iew Images

Print/Export List ——
& Print Results

Export to Excel

Other Options
Include on Web

Query History

Filter Statement

Collection-Contains text-"Rocky Pine Ranch Collection™

or [ |Match Case

Add to Statement

View or Modify Fiter Statement Syntax | Delete Sejected Fitter Statement Line

I Run Query to Select Records !I

Clear Results |
Query Results matching records found = 14
[ Object D Object Name [ Creator Title [ Description -
| |A 1895.1.4 Tape, Magnetic Paulette Nordauist Oral History Tape of Ernestine McMillar| 1 hour audio tape conta
| [P 189211 Print, Photographic A Hitton Wedding Earl L. Hitton and Ernesi
||p 198912 Print, Photographic Our Family Earl L. Hiton and Emnest
| |[P 199913 Print, Photographic Granny's Turkeys Lura Cox Hitton (Granny
| [P 1888.1.4 Print, Photographic Rocky Pine Ranch Barn Color photoaraph of the
| |[P 189815 Print, Photographic The barn The 1902 barn after bei
| [P 1999.1.8 Print, Photographic Putting Up Hay Earl Hiton driving the hc
| |[P 189819 Print, Photographic Mowing Hay Earl Hilton cutting hay w
| [P 1899.1.10 Print, Photographic Hay Truck Three children pose on
| |0 1992111 Funnel Granddad's Funnel White enamelware funr
| |0 1999.1.12 Sifter, Flour Flour Sifter Tin flour sifter with pain
| |0 1888113 Candlestick Stag Candlestick Cast bronze figural can _ |
| |0 1999.1.14 Quilt McMillan, Lucinda Lucinda Quitt Hand sewn patchwork
AI 1999.1.15 Album, Autograph Autograph Album of Ernestine McMillar| Folded lesther cover w ¥
[l »

L Click here to mark results for removal Remove Marked Records

Click column header to change sort order

Exit
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7. Click the Include on Web button. This will check the "Include in Web
Export" check box on each of these catalog records. This also marks all of
the images attached to these records for export.

Query
Search All Catalogs Search Catalogs:  |/| Objects Phatos [/ Archives Library l
Adions ———— " Build Filter Statement
Start New Query Select Field, Condition, enter text in Value and press /Add to Statementto build a filter statement.
Retrieve Query Field Condition Value @ and () or [ |Malch Case
< < Add to Statement
Save Query
Save Results to Filter Statement
List Collection-Contains text-"Rocky Pine Ranch Collection™
View Results Run Query to Select Records
| View Records
View Images
2 Wiew or Modify Fiter Statement Syntax | Delete Selected Fitter Statement Line Clear Results ‘
PrintExport List Query Resulls Matcning records found = 14
[ Object ID Object Name Creator Title: Description [«
e | |A 1895.1.4 Tape, Magnetic Paulette Nordauist Oral History Tape of Ernestine McMillar| 1 hour audio tape conta
| [P 189211 Print, Photographic A Hitton Wedding Earl L. Hitton and Ernesi
Exportto Bxcell |5 1909 1.2 Print, Phiotographic Qur Family EarlL. Hiton and Emest
| |[P 199913 Print, Photographic Granny's Turkeys Lura Cox Hitton (Granny
Other Options | [P 1888.1.4 Print, Photographic Rocky Pine Ranch Barn Color photoaraph of the
| |[P 189815 Print, Photographic The barn The 1902 barn after bei
Include onWeb  § g 1g90.1.8 Print, Phiotographic Putting Up Hay Earl Hifton drivina the hc
| |[P 189819 Print, Photographic Mowing Hay Earl Hilton cutting hay w
Query History [[P 1989.1.10 Print, Photographic Hay Truck Three chidren pose on
| |0 1992111 Funnel Granddad's Funnel White enamelware funr
| |0 1999.1.12 Sifter, Flour Flour Sifter Tin flour sifter with pain
| |0 1899.1.13 Candlestick Stag Candlestick Cast bronze figural can _ |
| |0 1999.1.14 Quilt McMillan, Lucinda Lucinda Quitt Hand sewn patchwork
A 1899115 Album, Autograph Autograph Album of Ernestine McMillar| Folded lesther cover w ¥
| | »
L Click here to mark results for removal Remove Marked Records Click column header to change sort order Exit

8. Click Yes on the PastPerfect Message to confirm the selection of these
records. Click OK on the next PastPerfect Message that appears.

Reference
e Selecting Catalog Records from Catalog Lists

« Selecting Catalog Records Individually
o Deselecting Images

53



Preparing and Selecting Records

Selecting Catalog Records from Catalog Lists
Concept

A Catalog List consists of records that have been added through the use of PastPerfect's
Research functions or by individually placing these records on the list. Once you have
placed a group of records on a Catalog List, you have the ability to mark all list records
as "Include in Web Export".

Task

1. Click the Catalog Lists button on the Main Menu of PastPerfect.
2. Select the catalog list you want to include for web publishing.

Catalog List Manager

Create New List Folders All Lists
Create a New r‘ ! eView All Lists> ® Gentlemen Ranchers: From the Hibbens to the Hiltons
Folder & Inventory List generated 01/01/2013 11:08:20
’ﬁ“ Curator's Research i Inventory List generated 11/15/2012 10:53:05
Create a Mew List &

r‘. Inventory Control # |tems for PastPerfect-Online
View / Print T,
o  Maps ® Mammals
Print List St r‘
Y . ® Pioneers of Perfectown and Pastiille
r-' Natural History Lists & PP Museum Archives - Cabinet 2 Inventory
View Selected List ® Rocks
— r"Potential Exhibits ® Rocks and Mammals
Manage ® Rocky Pine Ranch Collection
Add Records to # Rocky Pine Ranch Map
List by Query ® World War Il Exhibit
Add Records to
List Manually
Delete Selected
List
Delete Selected
ListFolder
Merge Lists
Subtract Lists

Change List Name
or Parameters

Legend
# Public List

4 Private List

& Public - Locked List
B Private - Locked List J O Click on a list folder to view only those lists.
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3. Click the View Selected List button.

= Lists

Catalog List Manager

Change List Name
or Parameters

Legend
4 Public List

# Private List

Create New List Folders All Lists Records
L,
Create a New <View All Lists> ® Gentlemen Ranchers: From the Hibbens to the Hiltons
Folder & Inventory List generated 01/01/2013 11:08:20 91
] ! Curator's Research & Inventory List generated 11/15/2012 10:53:05
Create a Mew List & Inventory List generated 12/15/2012 10:51:56
' Inventory Control Items for PastPerfect-Online
View / Print ® [tems w/ Yearly Maintenance Due
L ' Maps ® Mammals
Print List Summa
£ . ® Pioneers of Perfectown and Pastille 8
' Natural History Lists & PP Museum Archives - Cabinet 2 Inventory
View Selected List
) ® Rocks
Potential Exhibits ® Rocks and Mammals
Manage ® Rocky Pine Ranch Collection 14
Add Records to ® Rocky Pine Ranch Map 9
List by Query @ World War Il Exhibit
Add Records to
List Manually
Delete Selected
List
Delete Selected
List Folder
Merge Lists
Subtract Lists

& Public - Locked List
& Private - Locked List

Q Click on a list folder to view only those lists.

4. Click the Include on Web button. This will check the "Include in Web
Export" check box on each of these catalog records. This also marks all of

the images attached to these records for export.

View List

Iltems for PastPerfect-Online

Wiew Details

| ViewRecords | Records objects-11 Photos-24 Archives-8 Library-3 Tolal=45

' Click column header to change sort order

Creator

Title Description [«

Object D [ Object Name I
El View Images

Tape, Magnetic Paulette Nordguist
# tap Locations

Clupea harengus
Procyon lotor
Strombus pugilus
Print, Photographic
Print, Photographic
Print, Photographic
Print, Photographic
Print, Photographic
Print, Photographic
Print, Photographic

Print/Export List——
& Print List

Export ta Excel

Actions Print, Photographic

Add to an Exhibit Funnet
Sifter, Flour
Candlestick

Addto aLoan a.” este
Quilt McMillan, Lucinda
Album, Autograph

Change Location Tintype T
Print, Photographic

Global Change Carte-de-visite
Tintype

Include on Web Postcard Unknown

Photograph, Cabinet
Photograph, Cabinet
Carte-de-visite
Fonds.

Series, Archival
Letter

Print, Photographic
Letter

Remove from Web

Build Relationship

Hanley, Harold W,
Hanley, Clair N.
Hoover, Herbert

Oral History Tape of Ernestine McMillar 1 hour audio tape conta
Fossil Herring Fossilized herring in sal
Raccoon skull without r
Strombus pugilus shell i

A Hilion Wedding Earl L. Hiten and Ernesi

Our Family Earl L. Hitton and Ernesi
Granny's Turkeys Lura Cox Hiton (Granny
Rocky Pine Ranch Barn Color photograph of the
The barn The 1902 barn after bei
Putting Up Hay Earl Hitton driving the he
Mowina Hay Earl Hitton cutting hav w
Hay Truck Three children pose on
Granddad's Funnel White enamelware funr
Flour Sifter Tin flour sifter with pain
Staq Candlestick Cast bronze figural can
Lucinda Quilt Hand sewn patchwork

Autoaraph Album of Ernestine McMillar| Folded leather cover w

Beatrice and Bernadette Hand-colored tintvpe of

Pea's Graduation Photoaraph of nine peo
Captain Carter and Family Portrait of husband and
Armin Carter Tintype of Armin Carter

Graduate Nurses

Mother McWiliams

Dr. Perry Clayton

Reverend McWiliams and Little Jack

Hanley Family Collection The earliest of these fa

Hanley Correspondence 3 Letters

Letter frem Maior Harold W. Hanley to | Letter from Maior Harok

Crew ofthe P.1B. Crew of the Old 01" U.

Letter to Warren T. Hanley from Herber A one-pace letter, tvi,j
>

Group portrait of & your
Portrait of Mrs. Thelma |
Formal portrait of Perry
Reverend John L. McW

LClICk here to mark results for removal Remove Marked Records From List
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5. Click Yes on the PastPerfect Message to confirm the selection of these
records. Then click OK.

Reference
e Selecting Catalog Records from Query Results

e Selecting Catalog Records Individually
« Deselecting Images
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Deselecting Images

Concept

When a catalog record is selected for web export, all attached images are also selected.
For records with multiple images, you may want to select only certain images.
Deselecting an image is done from the Image Management screen of each catalog record.

Task

1. From the catalog record, click the Image Management button.
2. At the bottom of the screen, navigate to the image you want to deselect,
then click the Metadata button.

e — e |
20032 1 Chair 4 Image | Prior I Next | Image B I Aoe New meioe
e ; 3| E

Aftach Multiple

ouetadatal
Caption | Order

Remove Image

Rotate | Fip

Closeup of makers mark 0012003.2.1-4.JPG Exit

3. Click the Edit button.
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4. Uncheck the Include in Web check box, then click Save.

Sony Cyber-Shot5.0 Mega P -

Colar Picture

Parr, Mary L.

121062003

4717584
231,308
1086
1448

JPEG (Standard DCT)
24 bit color image

c\pp5_sandboximages\0012003.2.1-4.J|

Reference

+ Deselecting Catalog Records Individually
« Deselecting Catalog Records from Catalog Lists
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Deselecting Catalog Records Individually

Concept

At some point, you may decide to remove specific records from your PastPerfect Online

site. When you deselect a record for web export, the attached images will also be
deselected. After records have been deselected, you will need to go to the Web

Publishing Wizard and create and upload new files. This will remove the data and images

from your site that you no longer want to have online.

The steps below show how to deselect records one at a time. To deselect a group of

records, see the Reference section.

Task

1. Find a catalog record you want to remove from your website.
2. Click the Edit button in the Navigation Bar at the top of the record.
3. Uncheck Include in Web Export.

= Objects Catalog

a = ) { a4

Edlt MOde Save Cancel Change Access#, Object ID, or Loan# Deaccession Change Catalog

Screen View Collection Decorative Arts Collection Date 1965 ca

Archaeology ObjectID 2003.2.1 Year Range 1952 thru 1975

Art @ | ObjectName Chair Search Lexicon | CatalogDate 01/19/2003

Geology Other Name Cataloged by VVilson, Pat

— o | Other# Status Date  01/19/2004

Natural History iy Status by Wilson, Pat

i 20032 Barrett, Aaron G. Slatus OK — 14
EroT L ) 00120032 1-4. JPG
Home Location PastPerfect Museum Main Bldg ‘ Image Management (4 of 4) |

Other Views @ Archaeology @ Art @ Geology © History @ Natural Histo

Appraisal ® | Description ﬂ

Condition » | Painted wooden side chair. Chair splat is decorated with gold stencil design of acoms, oak Title Hitchcock Chair J
— | leaves, and berries. In addition there are gold-stencilled downward facing arrows on stiles. The

Dimensions legs are turned and decorated with gold bands. Hand-woven rush seat made from the female J
~— | leaf of the common cattail plant, Typhon latifolia. The leaves are woven directly to the frame.

T The chair, is a revival, made after the Hitchcock Chair Company was revived in 1948. Creator Hitchcock, Lambert =
Location L] J Role Furniture Maker j
Notes & Legal @ | Collector Barrett, Aaron G. = | Col. Date 06/01/1966 TR

People - Subjects Site iSite# | 1975 - Purchased at estate sale in Upper |
;::’;:L::; ® | Proforigin Connecticut/Riverton Stepney, CT by Mana Barrett

_ 2003 - Ownership passed by Deed of Gift to

Relati

elations Event the PastPerfect Museum

FETIEE Waterial Wood/Paint/Cattail reed

Source o

Inscription Found Upper Stepney, CT

Meer's Mark Made Hitchcock Chair Company

== ®| used Household furnishings

Wirtual Exhibit Owned Unknown J
[ Include in Web Export [0 Updated by Unknown [ R WL ERTERYATY Update History

4. Click the Save button.
Reference

o Deselecting Catalog Records from Catalog Lists
« Deselecting Images
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Deselecting Catalog Records from Catalog Lists

Concept

You can remove a large number of records from your PastPerfect Online site using
Catalog Lists. These lists can be created using research tools or compiled manually.
When you deselect these records, the attached images will also be deselected for web

publishing.

After records have been deselected, you will need to go to the Web Publishing Wizard to
create and upload new files. This will remove the data and images from your site that you
no longer want to have online.

Task

1. Click the Catalog Lists button on the Main Menu of PastPerfect.

2. Click the name of the catalog list to be deselected.

Catalog List Manager

Create New

Create a New
Folder

Create a New List

Wiew / Print

Print List Summary
View Selected List
Manage

Add Records to
List by Query

Add Records to
List Manually

Delete Selected
List

Delete Selected
ListFolder

Merge Lists

Subtract Lists

Change List Name
or Parameters

Legend
# Public List

4 Private List
& Public - Locked List
& Private - Locked List

List Folders
T_’_I <View All Lists>

rl ' Curator's Research
rl' Inventory Control
T’_I ' Maps

rl ' Natural History Lists

1
T’_ Potential Exhibits

All Lists

® Gentlemen Ranchers: From the Hibbens to the Hiltons
& Inventory List generated 01/01/2013 11:08:20

& Inventory List generated 11/15/2012 10:53:05

& Inventory List generated 12/15/2012 10:51:56

# [tems for PastPerfect-Online

® [tems w/ Yearly Maintenance Due

Records

t# Pioneers of Perfectown and Pastille

® Rocks

® Rocks and Mammals

® Rocky Pine Ranch Collection
® Rocky Pine Ranch Map

® World War |l Exhibit

o Click on a list folder to view only those lists.
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3. Click the View Selected List button.

= Lists

Catalog List Manager

List Folders
"/ <view All Lists>

Create New

Create a New
Folder
Create a Mew List

Wiew / Print

L,
_/ Curator’s Research

_ Inventory Control

Print List Summary  Maps

L,
' Natural History Lists
View Selected List .

' Potential Exhibits
Manage i
Add Records to
List by Query

Add Records to
List Manually

Delete Selected
List

Delete Selected
List Folder

Merge Lists

Subtract Lists

Change List Name
or Parameters

Legend

4 Public List

# Private List

& Public - Locked List
& Private - Locked List

All Lists

® Gentlemen Ranchers: From the Hibbens to the Hiltons
& Inventory List generated 01/01/2013 11:08:20

& Inventory List generated 11/15/2012 10:53:05

& Inventory List generated 12/15/2012 10:51:56

# [tems for PastPerfect-Online

® [tems w/ Yearly Maintenance Due

® Mammals

Pioneers of Perfectown and Pastille

& PP Museum Archives - Cabinet 2 Inventory
® Rocks

® Rocks and Mammals

® Rocky Pine Ranch Collection

® Rocky Pine Ranch Map

® World War |l Exhibit

J Q Click on a list folder to view only those lists.

4. Click the Remove from Web button. This will uncheck "Include in Web

Export" for each of these catalog records.

images attached to these records.

This also deselects all of the

View List

Wiew Details

| View Records

Pioneers of Perfectown and Pastville

Records Photos-8 Total=8

' Click column header to change sort order

El View Images

# tap Locations

Print/Export List——
& Print List

Actions
Add to an Exhibit
Addto aLoan
Change Location
Global Change
Include on Web

Remove from Web

Build Relationship

_“

I Object D [ Object Name [ Photographer I Title I Place [ subjects  [-]

_P 2000.1.1 Tintype Unknown Beatrice and B Pe ia/Chester County  Women
| [P 2000.1.4 Print, Photographic Peq's Graduation Pennsylvania/Chester County  Children & adut
_P 2000.3.1 Carte-de-visite Captain Carter and Family Connecticut, Danbury Children & adut
| P 200032 Tintype: Armin Carter Unknown Bovs
| P 200033 Postcard Unknown Graduate Nurses Pennsylvania, Lancaster Women
| [P 200034 Photograph, Cabinet Hother MciWiliams Pennsylvania/Tamagua Women
| [P 2000.3.5 Photograph, Cabinet Dr. Perry Clayton Wisconsin/Madison Men

P 2000.38 Carte-de-visite Reverend McWiliams and Little

Pennsylvania Children & adut

LClICk here to mark results for removal Remove Marked Records From List
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5. Click Yes on the PastPerfect Message to confirm the removal of these
records then click OK.

Reference

o Deselecting Catalog Records Individually
« Deselecting Images
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Introduction to the Web Publishing Wizard
Concept

The Web Publishing Wizard is an area of PastPerfect that is unlocked when you have the
PastPerfect Online Upgrade installed. The wizard guides you through the step-by-step
process to create and upload records to your PastPerfect Online site. Many of the steps in
the wizard have default selections, but you should review each step to be sure the
selections are what you want for your site.

Steps in the Web Publishing Wizard include:

o Selecting Data Fields and Assigning Field Order

e Customizing Field Names

e Setting Up Advanced Search Categories and Mapping Fields
o Browsing Files Before Publishing

e Creating Web Publishing Files

e Publishing Files to the Web

1. To access the Web Publishing Wizard, click the PastPerfect-Online
button on the Main Menu.

PastPertect Museum _

SETUP - PastPerfect Software - Version 5.004 UTILITIES - ﬁ
COLLECTIONS DEVELOPMENT

2

Objects

o
2N ﬂg

Photos

Contacts

——

E PastPerfect Software ‘ ik

| i

Archives for museum collection management Pledges & Receipts

v

all I I
Library Campaigns
Temporary Custody Catalog Lists Reports Hard Drive Backup Inventory Manager
Accession All 4 Catalogs Report Maker CD/DVD Backup PastPerfect-Online
Exhibits By Keyword Removable Backup Virtual Exhibit
Incoming Loans By Lexicon Reindex
Qutgoing Loans By People People Biographies
Deaccessions By Search Term Sites & Localities Quick Find ‘ Exit
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2. From this screen you will access the additional steps in the wizard.

The Web Publishing Wizard

‘Web Publishing Wizard

Welcome to the PastPerfect-Online Web Publishing Wizard

0 This wizard helps you export PastPerfect data and images to the Web.

For more information you may want to view or print
the PastPerfect-Online User's Guide.

The PastPerfect-Online User's Guide can be
downloaded from:
www museumsoftware com/downloads shtm

Skip this Screen when Starting Wizard

To continue, click Mext.

Back

Exit

References

¢ Web Publishing Wizard

- Selecting Data Fields

¢ Web Publishing Wizard

- Customizing Field Names

¢ Web Publishing Wizard - Setting Up Advanced Search Categories

¢ Web Publishing Wizard

- Browsing Files Before Publishing

¢ Web Publishing Wizard

- Creating Web Publishing Files

¢ Web Publishing Wizard

- Publishing Files to Web
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Web Publishing Wizard - Selecting Data Fields

Concept

The first step of the Web Publishing Wizard involves selecting and arranging the data
fields you want to publish online. Choose fields that will help tell the story of the artifact
and place them in logical order. Pay particular attention to which two fields are selected
first as these fields will also be displayed as hyperlinks on search results and random
image pages. While this topic covers selecting and arranging fields in object records, the
concept is the same for all catalog types. Some fields that contain value or location

information are not available for web publishing. Your selections will be saved and can
be revised at any time.

Task

1. Click the Select Data Fields to Include button.

2. Click the Objects tab to view the selected fields for that database.

3. Double click on a field name in the Available Objects Fields list. This will
move the field to the Fields to Include in Web list.

‘Web Publishing Wizard

Steps Select Data Fields to Include in Web Publication
Select Data Fields
toInclude Double click a field name to Objects 1 Photos \ Archives I Library \ Images l Creators l People I Search Terms l CumalnerLlsw Sites
. include or exclude as a'Web — - - -

Customize Field Field Available Objects Fields Fields to Include in Web
Names : ;

To change the order of display :Egzgzﬂ:} i gslzg :wDama i
Advanced Search on the Web click and drag the | ]
Categories field name to the desired Age i Description

order Appraiser Date
Browse Files Artist2 Artist

These fields need only be Artist 3 Caption
Before Publishini :

2 3?23:2&%2‘[:2;”;2: can Assemblage zone Search Terms

Create Web Authorized date
Publishing Files Note: by default sensitive Bag Number

information about your Box Number
Publish Files to |EU”etdmn sudch e:s item . Catalog date
Web m:hal_m;]sdan values are no Catalog type

publishe: Cataloged by

Category
X . Chemical Comp
Clear All Objects Fields Circumference (cm)

Circumference (ft)
Gircumference (in)

ICOIIedion I

Collector
Condition
Condition Notes
Condition by

Condition date
At A

4 Back | Mext B Exit |

4. Toremove a field, double click on a field name in the Fields to Include in
Web list. This will move the field back to the Available Objects Fields list.

5. To change the order of how fields display online, click the gray box to the
left of a field name. The box will now have an up/down arrow.
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Web Publishing Wizard
Steps ——

Select Data Fields
to Include

Customize Field
Names

Advanced Search
Categories

Browse Files
Before Publishing

Create Web
Publishing Files

Publish Files to
e

AHEMAR

Clear All Objects Fields

Select Data Fields to Include in Web Publication

-

Double click a field name to Objects 1 Photos 1 Archives I Library 1 Images l Creators l People I Search Terms | Container List | Sites
include or exclude as a Web — =
Field. Available Objects Fields

Accession#

Fields to Include in Web

To change the order of display

on the Web click and drag the Accessories | || Obiect Name
field name to the desired Age £ [|pescription
order. Appraiser | |Date

Artist 2 [ ]artist
These fields need only be Artist 2 Capuun

selected once, then you can

proceed to the nex step Assemblage zone

Authorized date

E! Collection |

Note: by default sensitive Bag Number
information about your Box Number
collection such as item Catalog date
locations and values are not Catalog type
published. Cataloged by
Category

Chemical Comp
Circumference (cm)
Circumference (fty
Circumference (in)
Classification
Collection date
Collector
Condition
Condition Motes
Condition by
Condition date

Count
Fenditlinn

4 Back Next b Exit

Click and drag the up/down arrow to a new position.

‘Web Publishing Wizard
Steps ———

Select Data Fields
to Include 6
Customize Field

Names

Advanced Search
Categories

Browse Files
Before Publishing

Create Web
Publishing Files

Publish Files to
Web

L

Select Data Fields to Include in Web Publication

Double click afield name to
include or exclude as a Web
Field

Objects \ Photos \ Archives I Library \ Images l Creators l People I Bearch Terms | Container List | Sites

Available Objects Fields
Accession# -

Fields to Include in Web
[ ]obiectip -

To change the order of display

on the Web dlick and drag the Accessories | ! DiEU Name

field name to the desired Age E ool
Artist 2 Eyate

These fields need only be Artist 3 ] artist

selected once, then you can

proceed to the next step Assemblage zone

Authorized date

|| caption
|| search Terms

ClearAll Objects Fields

Mote: by default sensitive Bag Number
information about your Box Number
collection such as item Catalog date
Im:at_mns andvalues are not Catalog type
published. Cataloged by
Category

Chemical Comp
Gircumference (cm)
Circumference (ft)
Circumference (in)
Classification
Collection date
Collector
Condition
Condition Notes
Condition by
Condition date

Count
e it linn

4 Back Mext B Exit

7. Repeat these steps for each tab.

66




PastPerfect Online User's Guide

Reference
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Web Publishing Wizard - Customizing Field Names

Concept

By default, most of the online field names match the field names on the PastPerfect
screens. You have the ability to change the online field name to a name of your choice.
Changing these field names in PastPerfect Online allows you to better describe the
contents of the field to your online visitors. In this example, the field "Object ID" will be

changed to "Catalog Number" for the Object records. Each tab is customized
individually.

Task

1. Click the Customize Field Names button.
2. Click a tab to view the selected fields for that database.

3. Click on and then highlight the name of a field you want to change in the
Your Custom Name list. Press the Delete key on your keyboard.

‘Web Publishing Wizard
Steps Customize Field Names
Select Data Fields
toinclude 6 You may change the Field Objects 1 Photos \ Archives I Library \ Images l Creators l People I Search Terms | Container List = Sites
R Names as they display on the "

Customize Field Web. Enter the new display
Names name in the Your Custom Object ID Object ID

Name column. Object Name e e
TR Dejscnmmn Description
Categories Field Names need only be set i I

up once. Click Mext > to el OREEON
Browse Files continue CEi L
Before Publishing Artist Artist

Caption Caption
Create Web Search Terms Search Terms
Publishing Files
Publish Files to
Web
4 Back Mext B | Exit |
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4. Type the name for this field as you want to see it online.

‘Web Publishing Wizard

Customize Field Names

Steps

Select Data Fields

N

Publishing Files

Publish Files to

el

|0 ez e You may change the Field Objects \ Photos \ Archives I Library \ Images l Creators l People I Search Terms | Container List | Sites
_ Names as they display on the

Customize Field ‘Web. Enter the new display
Names name in the Your Custom Object 1D Catalog Number

Name column. Object Name
Amance_d S . Description Description
Categories Field Names need only be set i Ol

up once. Click Mext = to et OB GE O
Browse Files continue Date 2R
Before Publishing Artist Artist

Caption Caption

Create Web Search Terms Search Terms
Web

4 Back Mext B |

Exit

5. Repeat these steps for each tab.

Reference
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Web Publishing Wizard - Setting Up Advanced Search
Categories

Concept

Advanced Search is based on field mapping to user defined categories. Categories are
created on the Advanced Search Categories screen in the Web Publishing Wizard. Each
category can have multiple fields linked to it, so small groups of like fields can be
searched at one time. Fields may only be mapped to one search category and only fields
mapped to categories are included in keyword searching. Take your time in creating and
mapping Advanced Search Categories.

Task

1.
2.

3.

Click the Advanced Search Categories button.

To add a new category or change an existing category, click into one of
the fields in the Advanced Search Category column and type the
category name as you want it to appear online. If you do not want to
define all the categories, be sure the unused categories are left blank,
have an order of 0, and are listed at the bottom.

‘Web Publishing Wizard

Steps

Advanced Search Categories

Select Data Fields

Publishing Files

to Include Below, you may change the fifteen Advanced Objects 1 Photos. I Archives 1 Library l Images I Creators 1 People 1 Search Terms I Container List I Sites
Search Categories names as they display on

Customize Field the Web. Place a number in the Order column

Names to determine the display order on the Web.

Advanced Search To the right, fields can be linked to Advanced Dmeﬁ_ N.ame 4

Categories Search Categories by placing an Advanced Description 11
Search Category No in the Category No calumn Collection 0

Browse Files to the right ofthe Field Name column. Date 9

LRI T Mote: One or more fields can be linked to each Lo 2
of the fifteen Advanced Search Categories Caption "

Create Web Search Terms 7

Web

Publish Files to ’E Advanced Search Category |Order
& 1 [Title 1
2 |Subject 2
3 |Creator (ArtistPhotographer/Author) 3
4 |Object Name / Other Name 4
5 |People 5
6 |Place 6
7 |Search Terms 7
8 |Catalog Mumber 3
9 |Date 9
10 |Call Number / ISBN / ISSN 10
1 R 11
-
g
14 0
15 0 ad
4 Back | Mext B | Exit |

In the Order column, type in the next available order number. To adjust

the order in which the categories appears online, change the numbers in
this column.
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Select Data Fields
to Include

Customize Field
Names

Advanced Search
Categories

Browse Files
Before Publishing

Create Web
Publishing Files

Publish Files to

=
)

Steps ——

BEMAR

Web Publishing Wizard

Advanced Search Categories

Below, you may change the fiteen Advanced
Search Categories names as they display on
the Web. Place a number in the Order column
to determine the display order on the Web

To the right, fields can be linked to Advanced
Search Categories by placing an Advanced
Search Category No in the Category No column
to the right of the Field Name column.

MNote: One or more fields can be linked to each
of the fifteen Advanced Search Categories.

Category
Title

Subject

Creator (Artist/Photographer/Author)

People

Place

Search Terms

1
2
3
4 |Object Name / Other Name
5
6
7
8

Catalog Mumber

9 |Date

10 |Call Number / ISBN / ISSN

11 |Description

Objects 1 Photos I Archives 1 Library ] Images. I Creators 1 People 1 Search Terms | Container List | Sites

Catalog Number ]
Object Name 4
Description 11
Collection o
Date 9
Artist 3
Caption 11
Search Terms 7

12 |Collection

olo|d 3k 2 o(o|~o|malwn|s

4 Back

Nextb-|

Exit |

4. On the right, click a tab to view the selected fields from that database.

5. To link a field name to a search category, type the number from the No
column into the Category No. column. You can link more than one field to
a category. Fields that are not mapped to a category will display online,
but will not be searchable.

Steps ———

Select Data Fields
to Include

Customize Field
Names

Advanced Search
Categories

Browse Files
Before Publishing

Create Web
Publishing Files

Publish Files to
Wel

L

‘Web Publishing Wizard

Advanced Search Categories

Below, you may change the fifteen Advanced
Search Categories names as they display on
the Web. Place a number in the Order column
to determine the display order on the Web.

Photos I Archives 1 Library l Images I Creators 1 People 1 Search Terms I Container List I Sites

Catalog Mumber 8

To the right, fields can be linked to Advanced Object Mame 4

Search Categories by placing an Advanced Description 11

Search Category Mo in the Category No column Collection 5]

to the right ofthe Field Name column. Date T

Mote: One or more fields can be linked to each A 2

of the fifteen Advanced Search Categories Caption "

Search Terms 7

No d
1 [Title 1
2 |Subject 2
3 |Creator (ArtistPhotographer/Author) 3
4 |Object Name / Other Name 4
5 |People 5
6 |Place 6
7 |Search Terms 7
8 |Catalog Mumber 3
9 |Date 9
10 |Call Number / ISBN / ISSN 10
escription 11
@ulledmn 12
0
14 0
15 0
4 Back Mext B Exit
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6. Repeat these steps for each tab.

Reference

Introduction to the Web Publishing Wizard

Web Publishing Wizard - Selecting Data Fields

Web Publishing Wizard - Customizing Field Names

Web Publishing Wizard - Browsing Files Before Publishing

Web Publishing Wizard - Creating Web Publishing Files
Web Publishing Wizard - Publishing Files to Web

72



PastPerfect Online User's Guide

Web Publishing Wizard - Browsing Files Before Publishing

Concept

The Browse Files Before Publishing screen allows you to view which records and images
have been selected for web publishing. It is intended to be a quick final check of the
records that you have decided to upload to your PastPerfect Online site. From this screen
you can choose to remove records individually, or use the Remove All button to deselect
all records at once. You also have the ability to mark all records of a database for web
publishing by using the Include All button. Use of these buttons will override all choices
made previously and reset the "Include in Web Export" checkbox.

Task

1. Click the Browse Files Before Publishing button.

2. Click a tab to view the selected records from that database.

3. Use the scroll bar on the right to move up or down to see the full list of
records.

4. Uncheck the Publish check box to deselect a single record.

‘Web Publishing Wizard
Steps Browse Files Before Publishing
Select Data Fields
toinclude The table to the right displays Objects 1 Photos \ Archives I Library \ Images l Creators l People I Search Terms l CUHIEIIHEI’LISI} Sites
X all items to be published to
Customize Field the Web. Check or uncheck ObjectID Object Mame Publish
Names specific records to include or 199721 Point, Projectile V!
v——r— 9"%‘:{“;‘“9"[‘;’0’” We:’ 1997.2.2 Point, Projectile v
anced Searcl publishing. You may also
Categories use the commands below to 1997.3.1 Neck.lace 4
include or remove all records 1997.6.2 Granite v
Browse Files of a specific type. 1997.6.3 Pyrite ol
Before Publishing [1997.6.5 Quartz
1998.1.1 Painting Cilf
Create Web 1998.1.2 Painting V|
e gt Include All Objects in Web 199813 Print _
Publishing 1998.2.1 Clupea harengus 7
C‘VU%'S"' TeelE —_— 1998.2.2 Procyon lotor 7
e
i
Remove All Objects fram Web ggg gi ;uarizb f =
Publishing - rombus pugilus
1989111 Funnel v
1999.1.12 Sifter, Flour v
19989.1.13 Candlestick V!
1999.1.14 Quilt v
2000.5.1 Ring, Wedding V|
2003.1.13 Bar, Ribbon V|
200321 Chair v
200322 Teapot i
200323 Telephone V|
201011 Bag, Doctor's v
2011.1.1 Cabinet, Hoosier V|
L1998.1.1 Plate, Commemaorative v v|
4 Back | Next b | Exit |

5. To select all records, click the Include All Objects in Web Publishing
button.
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The table to the right displays
all items to be published to
the Web. Check or uncheck
specific records to include or
exclude them from Web
publishing. You may also
use the commands below to
include or remove all records
of a specific type.

6. Click Yes to confirm.

Browse Files Before Publishing

The table to the right displays
all items to be published to
the Web. Check or uncheck
specific records to include or
exclude them from Web
publishing. You may also
use the commands below to
include or remove all records
of a specific type.

Do you want to reset the file so that ALL records from this catalog will
be published to the web?

This choice will automatically select all attached images to also be
included.

Reference

e Introduction to the Web Publishing Wizard
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75

Web Publishing Wizard - Selecting Data Fields

Web Publishing Wizard - Customizing Field Names

Web Publishing Wizard - Setting Up Advanced Search Categories
Web Publishing Wizard - Creating Web Publishing Files

Web Publishing Wizard - Publishing Files to Web




The Web Publishing Wizard

Web Publishing Wizard - Creating Web Publishing Files

Concept

Once you have selected your records and completed the previous steps of the Web
Publishing Wizard, the next step is to create the data and images that will appear on your
site. This process will create export files that only contain the records and fields you have
selected to share online. The associated images will also be optimized for the Web. The
process of creating data and images may take awhile depending on the number of records
selected for export and the speed of your computer.

Task

1. Click the Create Web Publishing Files button.

2. On the right is a list of the files that will be created. If this is the first time
you are creating files on this computer, all boxes must be checked. In the
Images section, there are additional choices that are referenced in the

next topics. Please review the next three topics regarding image creation
before proceeding.

‘Web Publishing Wizard
Steps Create Web Publishing Files
Select Data Fields
to Include To create Web data and image files click Create 1. [v Control Files
Files Mow
i Browse
E:smlzgmze F=d Generally, all twelve boxes to the right should z | EED #
be checked to ensure that the Web 1 7 Photos o
e pr— Publishing Files creation process is
anced Searcl
completed correct! e
e p y. - 4. [ Archives Browse
Once the Web Publishing Files are created,
. you may click the Browse commands to the 5 (¥ Library Browse
gr?wsePFll\j_s hi right to view the Browse Exported Data
efore Publishing screens B [ Images File Browse
You can also print the Export Fields Summary
g&iﬁtﬂﬁzbﬁles Report for a list of the selected Web Publishing 7|0 ST Browse
Fields and number of records and images Export Only Affiliated Creators
created.
Publish Files to 8 [v HILDB Browse
Web - Export Only Affiliated People .
99999 il
Customer I (EIETL LD L Search Terms
9 v Browse
Export Only Affiliated Search Terms
10.[+ Container List Browse
Export Fields Summary Report Modified Image Folders Report
11 [v Sites Browse
G (o
] Sl 12. [ Images e
Preview Print Print File Size (| 450" 640 (@ 950 ) 1200 pixels
Note: If you need to print an Prints a list ofimage folders
entire list of the catalog that contain images which /| Apply Watermark to Published Images Watermark Settings
records that will be exported, have been modified during a
query All 4 Catalogs for the selected date range. Selected Images Only Selectimage Folders
field Web Include with the
condition "True.” :
/| Stylized Thumbnail Images
4 Back | Mext B Exit |
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3. Click the Create Files Now button.

‘Web Publishing Wizard

CustomerID ~ 999998  Create Files Now Search Terms

a || Export Only Affiliated Search Terms Browse

10. Container List Browse

Export Fields Summary Report Modified Image Folders Report
11.[¥] Sites Browse

Steps Create Web Publishing Files
Select Data Fields
to Include To create Web data and image files click Create 1 Control Files
Files Mow
Customize Field V| Objects Browse
ity Generally, all twelve boxes to the right should 2 e I
be checked to ensure that the Web 9 Photos Browse
[ TE - Publishing Files creation process is
anced Searcl
completed correct! e
Categories P v o 4 Archives Browse
Once the Web Publishing Files are created,
. you may click the Browse commands to the 5. Library Browse
grl}wsePFll\)e‘_s hi right to view the Browse Exported Data
e ) screens 6. Images File Browse
You can also print the Export Fields Summary
Create Web Creat
pﬁsemneg e Reportfor a list of the selected Web Publishing 7. e mm—
Fields and number of records and images [ Export Only Affiliated Creators
created
People
Publish Files to e —
Wel 8. || Export Only Affiliated People Erowss

C N
= 4 12, Images Browse
Preview Print Print - - _ - . REE
Image File Size 1 450 640 @ 950 | 1200 pixels

Note: If you need to print an Prints a list ofimage folders
entire list of the catalog that contain images which Apply Watermark to Published Images Watermark Settings
records that will be exported, have been modified during a
queryAll 4 Cata\ogs_ forthe selected date range. [ | Selected Images Only Select Image Folders
field Web Include with the

condition "True.”
Siylized Thumbnail Images

4 Back | Mext B Exit |

4. Be patient while files are being created, then follow the prompts on the
screen. This process will end with a message stating "Publish files created
successfully." Click OK.

Reference

« Web Publishing Wizard - Selecting Image File Size

e« Web Publishing Wizard - Watermark Settings

« Web Publishing Wizard - Selecting Stylized Thumbnail Images

e Introduction to the Web Publishing Wizard

« Web Publishing Wizard - Selecting Data Fields

e« Web Publishing Wizard - Customizing Field Names

e« Web Publishing Wizard - Setting Up Advanced Search Categories
« Web Publishing Wizard - Browsing Files Before Publishing

e Web Publishing Wizard - Publishing Files to Web
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Web Publishing Wizard - Selecting Image File Size

Concept

For each image selected for web publishing, the Web Publishing Wizard creates a
thumbnail and a large image. The large image is what you see when you click on a
thumbnail from a record page or Random Images. The large images are resized based on
the Image File Size setting on the Create Web Publishing Files screen. A setting of 450
pixels will reduce the image size to 450 pixels on the longest side of the image. The
higher the setting, the larger your images will appear on screen. Images that are smaller
than the pixel setting will not be enlarged and will remain at their current size. The
largest setting of 1200 pixels will export an image that will fill most browser windows.

‘Web Publishing Wizard

Steps

Select Data Fields
to Include

Customize Field
Names

Advanced Search
Categories

Browse Files
Before Publishing

Create Web
Publishing Files

Publish Files to
Web

Create Web Publishing Files

To create Web data and image files click Create
Files Mow.

Generally, all twelve boxes to the right should
be checked to ensure thatthe Web
Publishing Files creation process is
completed correctly.

Once the Web Publishing Files are created,
you may click the Browse commands to the
right to view the Browse Exported Data
SCreens.

You can also print the Export Fields Summary
Report for a list of the selected Web Publishing
Fields and number of records and images
created.

CustomerID ~ 99999  Create Files Now

Export Fields Summary Report

Preview Print

Note: If you need to print an
entire list of the catalog
records that will be exported,
query All 4 Catalogs forthe
field Web Include with the
condition "True.”

Modified Image Folders Report

Print

Prints a list of image folders
that contain images which
have been modified during a
selected date range

1. ¥ Control Files

2 [J] Objects w

3 ¢ Photos Browse

4 v Archives Browse

5 Library Brawse

6. [v Images File Browse

2 Creators E——

o Export Only Affiliated Creators LQWsE
People -

8 v Export Only Affliated People M
Search Terms

9. ¥ ) Browse

Export Only Affiliated Search Terms

10.[v Container List Erowse

1.[7] Sites w

12.[v]  Images

Image File Size = | 450

_ Browse
640 @ 950 | 1200 pixels

/| Apply Watermark to Published Images Watermark Settings

Selected Images Only

|

Select Image Folders

/| Stylized Thumbnail Images

4 Back | Next B Exit |

Reference

¢ Web Publishing Wizard - Watermark Settings

¢ Web Publishing Wizard - Selecting Stylized Thumbnail Images

e Introduction to the Web Publishing Wizard

¢ Web Publishing Wizard - Selecting Data Fields

¢ Web Publishing Wizard - Customizing Field Names

¢ Web Publishing Wizard - Setting Up Advanced Search Categories

¢ Web Publishing Wizard - Browsing Files Before Publishing

¢ Web Publishing Wizard - Creating Web Publishing Files

¢ Web Publishing Wizard - Publishing Files to Web
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Web Publishing Wizard - Selecting Stylized Thumbnail Images
Concept

For each image selected for web publishing, the Web Publishing Wizard creates a
thumbnail and a large image. Thumbnail images display on catalog records, search
results, and Random Images. When you have selected "Stylized Thumbnail Images" only
the thumbnail images will be cropped, making them a consistent shape without creating
image distortion. You'll need to select Stylized Thumbnail Images when you want
thumbnails to display as Circles, Squares or Rounded Squares. Thumbnail image style is
selected on the Site tab of the Interface Management Site; examples of the three stylized
options and native option are below.

Note: If you do not select Stylized Thumbnail Images when creating files but select one
of the stylized formats in IMS, the images on your site may appear off-center. Please be
sure that if you want stylized images on your site you include a check next to "Stylized
Thumbnail Images"” when creating your images.

Reference

Web Publishing Wizard - Selecting Image File Size

Web Publishing Wizard - Watermark Settings

Introduction to the Web Publishing Wizard

Web Publishing Wizard - Selecting Data Fields

Web Publishing Wizard - Customizing Field Names

Web Publishing Wizard - Setting Up Advanced Search Categories
Web Publishing Wizard - Browsing Files Before Publishing

Web Publishing Wizard - Creating Web Publishing Files

Web Publishing Wizard - Publishing Files to Web
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Web Publishing Wizard - Watermark Settings
Concept

On the Create Web Publishing Files screen, you have the option to apply a watermark to
the large images that are uploaded to your PastPerfect Online site. You determine the
text, size, and position of the watermark. The original images attached to your PastPerfect
records are not affected by this process. Please note, if you already have watermarked
images in PastPerfect, applying the PPO watermark will result in a second watermark on
those web images.

Task

1. Click the Watermark Settings button.

‘Web Publishing Wizard

Steps Create Web Publishing Files

Select Data Fields
to Include 6 To create Web data and image files click Create

Files Now.

Customize Field . v Objects Browse
Names Generally, all twelve boxes to the right should )

be checked to ensure that the Web Phatos Browse

—— Publishing Files creation process is
completed correct! S
Cateqgories P v - 4 Archives Browse
Once the Web Publishing Files are created,
: you may click the Browse commands to the 3 Library Browse
gmfwse;'l‘js . right to view the Browse Exported Data
etore FUDNshing screens 6. [ Images File Browse
You can also print the Export Fields Summary
Create Web Creators
Publishing Files Report for a list of the selected Web Publishing T [ Browse
Fields and number of records and images Export Only Affiliated Creators
created.
Publish Files to g [y Leope Browse
Web - Export Only Affiliated People S
Customer D~ 99999 Create Files Now

Search Terms
9 v Browse
Export Only Affiliated Search Terms i
10.[v Container List Browse

M.V Sites Browse

v Control Files

PN s
<

m
<

Export Fields Summary Report Modified Image Folders Report

& ‘o
Preview mt rim = [T Browse
Image File Size 450 640 @ 950 () 1200 pixels
MNote: If you need to print an Prints a list of image folders
entire list of the catalog that contain images which | Apply Watermark to Published Image
records that will be exported, have been modified during a
queryAll 4 Catalogs for the selected date range.

Selected Images Only Select Image Folders
field Web Include with the

condition "True.”
/| 8tylized Thumbnail Images

4 Back | Next b Exit |

2. Type the text of your choice in the Text of Watermark field. The
watermark will be the same for all images.
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The watermaking will be applied only to

copies of your images that are sentto
the Web. Your original PastPerfect
images will not be watermarked.

V] I I I Exit

3. Click the Apply Test Watermark button to see the watermark appear on
the test image. If you want to adjust the watermark, click Clear
Watermark, make changes, then click Apply Test Watermark again.

The watermaking will be applied only to
copies of yourimages that are sentto
the Web. Your original PastPerfect
images will not be watermarked.

PastPerfect Museum
W] | I I Exit

4. When you are satisfied with the watermark, click Exit.



The Web Publishing Wizard

5. Check the Apply Watermark to Publishing Images box.

‘Web Publishing Wizard
Steps Create Web Publishing Files
Select Data Fields
to Include To create Web data and image files click Create 1 Control Files
Files Mow
Customize Field V| Objects Browse
ity Generally, all twelve boxes to the right should 2 e -
be checked to ensure that the Web 9 Photos Browse
[ TE - Publishing Files creation process is
anced Searcl
completed correct! -
Categories 9 oo * Archives Eruise
Once the Web Publishing Files are created,
. you may click the Browse commands to the 5. Library Browse
grl}wsePFll\)e‘_s hi right to view the Browse Exported Data
efore Publishing screens 6. Images File Browse
You can also print the Export Fields Summary
Create Web Creat
T (s Reportfor a list of the sslected Web Publishing 7. resrs Browse
Fields and number of records and images [ Export Only Affiliated Creators
created
People
Publish Files to
Wel 8. || Export Only Affiliated People Erowss
99999 il
Customer ID Create Files Now X Search Terms
: || Export Only Affiliated Search Terms Browse
10. Container List Browse
Export Fields Summary Report Modified Image Folders Report
11.[¢]  Sites Browse
i o
] =l 12. Images Biow
Preview Print Print - - _ - . REE
Image File Size 1 450 | 640 @ 950 | 1200 pixels
Note: If you need to print an Prints a list ofimage folders =
entire list of the catalog that contain images which [ Apply Watermark to Published Images {Watermark Seftings ;
records that will be exported, have been modified during a
query All 4 Catalogs for the selected date range. [ | Selected Images Only Selectimage Folders
field Web Include with the
condition "True.” 5
[/] Stylized Thumbnail Images
4 Back | Mext B | Exit |

« Web Publishing Wizard - Selecting Image File Size

« Web Publishing Wizard - Selecting Stylized Thumbnail Images

e Introduction to the Web Publishing Wizard

« Web Publishing Wizard - Selecting Data Fields

e« Web Publishing Wizard - Customizing Field Names

e« Web Publishing Wizard - Setting Up Advanced Search Categories
« Web Publishing Wizard - Browsing Files Before Publishing

« Web Publishing Wizard - Creating Web Publishing Files

« Web Publishing Wizard - Publishing Files to Web
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Web Publishing Wizard - Publishing Files to the Web

Concept

After files have been created successfully, the final step is to upload your data and images
to the PastPerfect Online servers. Upload times depend largely on the size of your upload
and the speed of your internet connection. Once the upload is complete, it usually takes

less than one hour for your records to appear online.
Task

1. Click the Publish Files to Web button.
2. Click the Upload Data and Images to Website button.

‘Web Publishing Wizard

Steps

Publish Files to Web - PPOL2

Select Data Fields

to Include 0 Once all Web Publishing Files are created, upload them to the Web server using HTTP file transfer.
\

Customize Field Selectfile types to upload, and click Upload to Website Now to start the transfer.

Names

gz:;gfig:earcn Local Folder GPPSWebExport Upload data URL  hitp:fipastperfectonling.comidataupload
Upload Images URL hitp:/pastperfectonline.comimageupload
Browse Files -
Before Publishing Upload Host pastperfectonline.com
Create Web
Publishing Files Hosting URL (used for printing QRcode labels) hitpu/demo.pastperfectonline.com/
Publish Files to
Wel

AR

Select Files to Upload:

/| Data Files V|Images Upload Only Images in Selected Folders SelectImage Folders
File Transfer Progess

Status:

View Upload Log

Upload Data and Images to Website

4 Back | Mext |

3. As files are uploading, you will see the Status change under File Transfer

Progress.
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‘Web Publishing Wizard
Steps ———— Publish Files to Web - PPOL2

Select Data Fields

to Include e Once all Web Publishing Files are created, upload them to the Web server using HTTP file transfer.
S —— Select file types to upload, and click Upload to Website Now to start the transfer.

Names

Advanced Search

Categories Local Folder C:\PP5WebExporty Upload data URL ~ hitp:/pastperfectonline.comidataupload

Upload Images URL hitpzi/pastperfectonline.comiimageupload
Browse Files
Before Publishing Upload Host pastperfectonline.com

Create Web
Publishing Files Hasting URL (used for printing QRcode labels) hitp:i/demo.pastperfectonline.com/

s
|
|
e

Pubiish Files to
Web

Select Files to Upload:
[¥| Data Files [¥]Images [ Upload Only Images in Selected Folders SelectImage Folders

File Transfer Progess

Status: 99999_Datazip—Data File Received

View Upload Log

| Upload Data and Images to Website |

4 Back MNext | Exit |

4. When the operation is complete, click OK.

‘Web Publishing Wizard

Steps ———  Publish Files to Web - PPOL2

Select Data Fields
to Include e Once all Web Publishing Files are created, upload them to the Web server using HTTP file transfer.

p—— Selectfile types to upload, and click Upload to Website Now to start the transfer.

Names
éﬁigﬁf@f“’m Local Folder C:\PP5WebExparty Upload data URL ~ hitp:l/pastperfectonline.comidataupload
Upload Images URL hitpzi/pastperfectonline.comiimageupload
Browse Files
Before Publishing Upload Host pastperfectonline com
PastPerfect Message @
Create Web
Publishing Files pildemo.pastperfectonline.com/

Operation complete.

Publish Files to

5

~ Click -View Upload Log- for details.
Select Files to Upload:
[¥] Data Files

- | Folders SelectImage Folders

File Transfer Progess
Status: Finished

View Upload Log

| Upload Data and Images to Website |

4 Back | Next Exit |

5. Shortly after the upload is complete, you will receive an email letting you
know the upload was successful. Changes to your site are usually visible
within the next hour.
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Message Adobe PDF

o - . )

iy Ignore x [ Wi =X _.% i L5 Mise '—j‘ [ Rules [ Mark Unread a& 4 I—g;
@' L‘% To Manager @OneNote =
mE —

] Actions - mm Categorize

&Junkv Delete Reply Reply Forward B Move Translate Zoom
All a7 - - M

[ Team E-mail
Delete Respond Quick Steps Move Tags Fl Editing Zoom

From: (¥ sara@museumsoftware.com Sent: Mon 11/24/2014 3:21 PM
To: (¥ sara@museumsoftware.com

Cc

Subject: Your PastPerfect Online upload has finished,

Your PastPerfect Online upload has finished and your latest changes will appear on your site shortly.

If vou have anv problems or concems, please contact us at 1-800-562-6080 or pposupport@museumsoftware com.

Reference

e Introduction to the Web Publishing Wizard

« Web Publishing Wizard - Selecting Data Fields

e« Web Publishing Wizard - Customizing Field Names

e« Web Publishing Wizard - Setting Up Advanced Search Categories
« Web Publishing Wizard - Browsing Files Before Publishing

« Web Publishing Wizard - Creating Web Publishing Files

85



The Web Publishing Wizard

Web Publishing Wizard - Creating Selected Images Only

Concept

The Selected Images Only option, found on the Create Web Publishing Files and the
Publish Files to Web screens, allows you to choose which image subfolders are created
and uploaded. Being able to create just selected image folders can greatly reduce the
amount of time it takes to complete the Create Files process and Upload Files process.

For most clients, after your first upload, you won't have to create and upload all of the
images again. PastPerfect is designed to put all newly attached images into the most
recent (highest numbered) subfolder. For example, if you have folders 001 through 019,
your newest images should be in folders 018 and 019. Images in the lower numbered
folders (001, 002, etc) are unlikely to change.

There are a few scenarios where selecting only your most recent image folders will not
work well. In these cases, you will want to create all images:

o If this is your first upload.

« If you have recently selected older catalog records with images to be
included in the web export for the first time.

« If you want to add or change selections affecting your images (watermark,
image file size, or stylized/unstylized thumbnails).

If you have questions about whether you should use the Selected Images Only option,
please contact us.

Task

1. From the Create Web Publishing Files screen, click the Select Image
Folders button.
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Create Web Publishing Files

To create Web data and image files click Create
Files Mow.

Generally, all twelve boxes to the right should
be checked to ensure that the Web
Publishing Files creation process is
completed correctly.

Once the Web Publishing Files are created,
you may click the Browse commands to the
right to view the Browse Exported Data
screens.

You can also print the Export Fields Summary
Report for a list of the selected Web Publishing
Fields and number of records and images
created.

vt 959 e |

2. Click the Clear All button to uncheck the check boxes to the left of each
Image Folder.
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= Select Image Folders
Place a check next to the Image Folders whose files you want
to create.
Image Folder Images |;|
001 237
002 244
003 225
004 225
005 247
006 246
007 222
008 228
008 243
010 243
011 269
012 189
013 2889
014 237
015 310
016 251
017 231
018 266
019 21
People 10
Root
|
CheckAll Rebuild |
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3. Check the box next to the folders you want to create.

e )

= Select Image Folders ==
Place a check next to the Image Folders whose files you want
to create.
Image Folder Images I;
] (001 237
o 002 244
O] |003 225
] 004 225
] |005 247
] |006 246
I~ |o07 222
] |oo& 229
] |09 243
I~ |00 243
O] 011 269
I~ 012 189
] 013 299
o] 014 237
O 015 310
] 016 251
= 1017 231
v @13 266
19 a1
eople 10
| |Root
CheckaAll Clear All Rebuild Close

4. Click the Close button.
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5. Put a check in the Selected Images Only check box.

Steps ———  Create Web Publishing Files

To create Web data and image files click Create
Files Mow

Generally, all twelve boxes to the right should
be checked to ensure that the Web
Publishing Files creation process is
completed correctly.

Once the Web Publishing Files are created,
you may click the Browse commands to the
right to view the Browse Exported Data
screens

You can also print the Export Fields Summary
Report for a list of the selected Web Publishing
Fields and number of records and images
created.

6. Click the Create Files Now button.
7. Once files have been created, click OK on the message that appears and
then click Next at the bottom of the screen.

8. On the Publish Files to Web screen, click the Select Image Folders
button.
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Web Publishing Wizard

Steps ———— Publish Files to Web - PPOL2

Select Data Fields
to Include o Once all Web Publishing Files are created, upload them to the Web server using HTTP file transfer.

. . y
Customize Field Select file types to upload, and click Upload to Website Now to start the transfer.

Names

éﬁ:ﬂﬁiﬂfea’m Local Folder C:\PP5WebExporty Upload data URL ~ hitp:/pastperfectonline.comidataupload
Upload Images URL hitpzi/pastperfectonline.comiimageupload

Browse Files

Before Publishing Upload Host pastperfectonline.com

Create Web

Publishing Files Hasting URL (used for printing QRcode labels) hitp:i/demo.pastperfectonline.com/

Publish Files to

=
)

Select Files to Upload:

/| Data Files V| Images Upload Only Images in Selected Folders SelectImage Folders

File Transfer Progess

Status:

View Upload Log

Upload Data and Images to Website ‘

T — | =

9. Click the Clear All button.

10.Check the box next to the folders you want to upload. These should be the
same folders you created.

11.Click the Close button.

12.Check the Upload Only Images in Selected Folders box.

‘Web Publishing Wizard

Steps ——— Publish Files to Web - PPOL2

Select Data Fields
to Include Once all Web Publishing Files are created, upload them to the Web server using HTTP file transfer.

Select file types to upload, and click Upload to Website Now to start the transfer.
Customize Field ko pload, P

Names

gz:;zzg:em Local Folder C:\PPSWebExport Upload data URL  hitp:/pastperfectonline.comidataupload
Upload Images URL  hittp:i/pastperfectonling. comimageupload

Browse Files :

Before Publishing Upload Host pastperfectonline.com

Create Web

Publishing Files Hosting URL (used for printing QRcode labels) hitp:/demo. pastperfectonline.com/

Publish Files to
Wel

L

Select Files to Upload:

/| Data Files V|Images I /| Upload Only Images in Selected Folders I SelectImage Folders

File Transfer Progess

Status:

View Upload Log

Upload Data and Images to Website ‘

4 Back Next | ET
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13.Click the Upload Data and Images to Website button.
14.0nce the upload completes, click OK.

Reference
e Introduction to the Web Publishing Wizard

e Web Publishing Wizard - Creating Web Publishing Files
¢ Web Publishing Wizard - Publishing Files to Web
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Design Recommendations

Concept

When designing your PastPerfect Online site there are several items to keep in mind to
help your online visitors get the most from your site.

« Highlight the content, not the design. Online visitors will be coming to
your PastPerfect Online site to explore your collections. Your data and
images should be the focus, while your site design should play a
supporting role to your records. Having a poorly designed or overly
complex site may make your site less effective.

e Maintain continuity between your main website and your PastPerfect
Online site. Use the same logo and maintain a similar color scheme on
both sites. Where possible, use comparable fonts and similar layouts to
make your PastPerfect Online site complement your main website. While
not every aspect of your PastPerfect Online site will match every page and
feature of your organization's main website, your goal is to make the
transition as seamless as possible.

e Visit your site from the visitor's perspective. While you are working on
site design, view your site with different browsers, using multiple
computers and mobile devices. What looks great on one computer might
look different on another. You cannot control what hardware and software
your online visitors will use, so be sure your design choices work well
across multiple platforms.

o Clearly state who you are and provide contact information. If online
visitors have questions about your site, they will likely want to contact you.
The most common place to put contact information is the page footer.
Remember to include your phone number, email and physical address
along with your social media and website links.

« Besureto provide alink to your main website. There are several
different places you can have this link: make your logo a clickable link, list
your URL in your footer, have a hyperlink on your Landing Page, etc. You
can always make these links open in a separate tab/window so that online
visitors don't have to leave your PastPerfect Online site.

References

e Accessing Your Interface Management Site (IMS)

« Interface Management Site - Changing Site Logo

« Interface Management Site - Header/Footer Tab

« Interface Management Site - Customizing Your Landing Page
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HTML Basics
Concept

HTML is Hyper Text Markup Language and can help you alter the appearance of text
and many other aspects of your web pages. There are shelves of books and countless web
pages dedicated to styling with HTML. This document is meant to serve as a basic
reference.

HTML uses what are called "tags™ to turn features on and off. These tags are noted by
inserting the appropriate code between the < > symbols. Tags define special elements and
attributes of text, lines, tables, and images. Two sets of tags are needed for each special
element or attribute: an opening tag and a closing tag. For instance, <i> will turn on the
italics, and </i> will turn it off. Whatever text you want in italics needs to be between the
two tags.

HTML tags should be all lowercase. There is no priority of attributes when adding
multiple tags to the same string of text, though good practice is to follow the “first one in,
last one out” rule. Example: <b><i><u>this is the text</u></i></b>

HTML does not recognize the Enter key on your keyboard or multiple spaces. Use of line
breaks <br> paragraphs <p> and non-breaking spaces &nbsp; can help achieve the same
results.

Examples

e Bold
<b>Bold text</b>
Result: Bold text

e ltalics
<i>[talicize text</i>
Result: Italicize text

e Underline
<u>Underline text</u>
Result: Underline text

e Combining Elements
<b><u><i>Multiple formats</i></u></b>

Result: Multiple formats
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Heading 1

Your Heading 1 text will be the largest text on the page. It should be used for your
largest headings.

<h1>Welcome to Our Museum</h1>

Result:

Welcome to Our Museum
Headings 2 and 3

Headings 2 and 3 will be used for additional headings, each one decreasing in
size.

<h2>Search Tips</h2> <h3>Next Level Down</h3>
Result:

Search Tips
Next Level Down

Paragraphs

All paragraphs should be between an opening <p> tag and a closing </p> tag.
<p>Paragraph 1</p><p>Paragraph 2</p>

Result:

Paragraph 1

Paragraph 2

Line Breaks

Line Breaks <br> (note: you don't need a closing tag for this one) simply go to
the next line instead of creating a new paragraph. Notice the difference is spacing.

| need a <br> break here.
Result:

I need a
break here.

Create alink to a website:

Replace the red text with your website's URL. Replace the bolded text with the
words you would like to be the link.

<a href="http://www.museumsoftware.com">PastPerfect's Home Page</a>
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Result: PastPerfect’s Home Page

e Create alink to an email address:

Replace the red text with your email address. Replace the bolded text with the
words you would like to be the link.

<a href="mailto:pposupport@museumsoftware.com">Email Me!l</a>
Result: Email Me!

References

« Interface Management Site - Header/Footer Tab

« Interface Management Site - Customizing Your Landing Page

« Interface Management Site - Enabling and Customizing the Feedback
Form

« Interface Management Site - Enabling and Customizing the Image
Reqguest Form

« Interface Management Site - Enabling and Customizing the Email A
Friend Form
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Introduction to the Interface Management Site (IMS)

Concept

The Interface Management Site (IMS) is a website where you can make design and
functionality changes to your PastPerfect Online site. You can enable optional features,
select a layout, modify footer text, upload your logo, add custom CSS, and more.
Changes made in IMS will take effect immediately, though to view those changes on the
website, you may need to follow the instructions in the Making IMS Changes and
Refreshing Your Site topic.

Here is a quick summary of the tabs and functions available within IMS:
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The Site tab contains options for which buttons appear on your site,
button orientation, and image display choices. This is also the tab where
you can upload your logo image.

The Buttons tab allows you to rename the navigational buttons on your
site. You can also have the option to include a custom button that links to
an external site.

The Search by Term tab contains options for which categories appear on
your Search by Term page.

The Header/Footer tab allows you to add text and HTML code into the
header and footer sections of your site.

The Random Images tab includes selections for your Random Images
page.

The Feedback tab allows you to customize features of the Feedback
Form.

On the Email A Friend tab, you can customize features of the Email A
Friend Form.

The Image Order tab allows you to customize features of the Image
Request Form.

The Landing Page tab is where you can enter text and HTML code for
your Landing Page.

On the CSS tab you can enter custom CSS for your site if you are familiar
with CSS.

On the Custom Images tab you can upload up to 12 images to use on
your site.

On the Help Text tab you can enter custom help text for each of the
search pages on your site.
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PastPerfect Online -
INTERFACE MANAGEMENT SITE

Sgned in as; supporifimuseumsofivane com S0 oul | Home | My Museum | My Data Loads | My Image Loads

Lipdate Mugeum
Open Wieb Site hitp san,

Site Buttons Search by Term HeaderFootar Random Images Faedhack Email A Friend Image Ordar Landing Page CS58 Custom Imagas Hedp Text

20
Rounded Squares *

Enable Feedixad
Enatile Image Ordenng
Enable Email a Friend  #

nolude Search by Term @

Button Onentation Buttons on Left
Catalog Sorl Random  *
Site Loga Choose File No file chosen

PastPerfect Museum
References

e Accessing Your Interface Management Site (IMS)

e« Making IMS Changes and Refreshing Your Site

o Understanding Your Welcome Letter

e Interface Management Site - Site Tab

o Interface Management Site - Buttons Tab

« Interface Management Site - Search by Term Tab

« Interface Management Site - Header/Footer Tab

e Interface Management Site - Random Images Tab

« Interface Management Site - Enabling and Customizing the Feedback
Form

« Interface Management Site - Enabling and Customizing the Email A
Friend Form

« Interface Management Site - Enabling and Customizing the Image
Reqguest Form

« Interface Management Site - Customizing Your Landing Page

e Interface Management Site - CSS Tab

o Interface Management Site - Custom Images Tab

e Interface Management Site - Help Text Tab
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Accessing Your Interface Management Site (IMS)

Concept

To modify the design of your site, you will need to have access to the Interface
Management Site (IMS). Access to IMS is only available to the Museum Manager. Once
logged in, there are simple and advanced functions for customizing the look of your
PastPerfect Online site.

Task

1
2.
3

. Go to http://admin.pastperfectonline.com.

Click the Sign in link.

. Enter your Museum Manager Email and Password as listed on your

PPO Welcome Letter, then click Sign In.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Sign in | Home

Sign in

Email support@museumsoftware.c
Password sessssess

Sign in
Sign up Forgot password?

References
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Introduction to the Interface Management Site (IMS)

Making IMS Changes and Refreshing Your Site

Understanding Your Welcome Letter

Interface Management Site - Site Tab

Interface Management Site - Buttons Tab

Interface Management Site - Search by Term Tab

Interface Management Site - Header/Footer Tab

Interface Management Site - Random Images Tab

Interface Management Site - Enabling and Customizing the Feedback
Form

Interface Management Site - Enabling and Customizing the Email A
Friend Form

Interface Management Site - Enabling and Customizing the Image
Reguest Form

Interface Management Site - Customizing Your Landing Page
Interface Management Site - CSS Tab
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e Interface Management Site - Custom Images Tab
e Interface Management Site - Help Text Tab
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Making IMS Changes and Refreshing Your Site
Concept

Any change made in the Interface Management Site (IMS) takes effect immediately.
However, to ensure you are seeing these changes in your browser, you must be sure to
complete one of the options below to refresh your site. Both options accomplish the same
task, but you may feel that one is easier than the other.

Task
Option 1: Use Open Web Site Link in IMS

This option will be helpful if you have just made changes in IMS and are still signed in.

1. After you make a change in IMS, click the Update Museum button at the
top or bottom of your page.

2. Click the Open Web Site link at the top of your page. This will open your
PPO site in another tab or window displaying your recent changes.

PastPerfect Online -

INTERFACE MAMNAGEMENT SITE
Signed supporgimuseumsofiware.com Sign out | Home | My Museum | My Data Loads | My image Loads
|

ppart S

Buttons on Left
Random  *

Choose File |No file chosen

PastPerfect Museum PAST

Option 2: Use /killsession

This option will be useful if you need to refresh your website and are not logged into
IMS.

1. In a web browser, go to your PPO Site Address as listed on your PPO
Welcome Letter.
2. Add this additional text to the end of your URL: /killsession
o As an example: http://sandbox.pastperfectonline.com/killsession
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[ sandbox : Online Collectic X

€« C' [} sandbox.pastperfectonline.com/killsession

(o}

3. Press the Enter key on your keyboard. The browser will refresh back to
the landing page and display your latest IMS changes.

References

¢ Introduction to the Interface Management Site (IMS)
« Accessing Your Interface Management Site (IMS)
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Interface Management Site - Site Tab

Concept

Within the Interface Management Site, the Site tab allows you to make choices regarding
the appearance of your PastPerfect Online site. You can upload your logo, enable
optional features, select image display style and choose button orientation. By default the
following features are enabled: Enable Feedback, Enable Image Ordering, Enable Email
a Friend, Include Archives Search, Include Photos Search, Include Libraries Search,
Include Objects Search.

Task

1. Sign in to http://admin.pastperfectonline.com.
2. Select the Site tab.

PastPerfect Online -

INTERFACE MAMNAGEMENT SITE d
5 ariglmuseumsoivans com Sign out | Home | My Museum | My Data Loads | My Image Lgads
L

Choose File |No file chosen

PastPerfect Museum PAST

3. Make changes to any of following fields:

(o}
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Results per page - Type in the maximum number of records to be
displayed on each page of your search results.

Image Display Style - Using the dropdown list, select the display
style for your thumbnail images.

Enable Feedback - Check this box if you want to include the
Feedback Form on your record pages for online visitors to send you
feedback. Please note, you will also need to provide your email
address on the Feedback tab.

Enable Image Ordering - Check this box if you want to include the
Image Request Form on your record pages for online visitors to
request specific images. Please note, you will also need to provide
your email address on the Image Order tab.

Enable Email a Friend - Check this box if you want to include the
Email A Friend button on your record pages.

Include Archives/Photos/Libraries/Objects Search - Select
which catalog buttons you want to appear on your site for catalog
specific searches and Advanced Search results.
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o Include Search by Term - Check this box if you want to include
Search by Term on your site. Please note, you will also need to
make selections on the Search by Term tab to fully enable this
feature.

o Button Orientation - Using the dropdown list, choose whether you
want the navigational buttons to appear along the top of your site or
along the left side.

o Site Logo - Click the Choose File button to select and upload the
logo image you want to appear at the top of your site.

o Missing Image Override - Click the Choose File button to select
and upload an image to display for records that have no associated
image.

o Clear Image - Check this box to remove the image you've
uploaded as your Missing Image Override.

4. Once you have made your selections, click the Update Museum button at
the top or bottom of your page to save the changes.

5. Click your Open Web Site link at the top of your page to view your
changes.

PastPerfect Online -
NTERFACE MAMAGEMENT SITE
wed in as: sy musaun it | Home | ky Museum | My Data Loads | My 5

|
Sgned

as

P

resoftware. com Sign out 5 | My Imege Loads

20

Rounded Squares *

Buttons on Left
Random  *
e Logo Choose File |No file chosen

PastPerfect Museum PAST

References

e Accessing Your Interface Management Site (IMS)

e Making IMS Changes and Refreshing Your Site

« Interface Management Site - Image Display Style and Button Orientation
« Interface Management Site - Changing Site Logo

« Interface Management Site - Uploading a Missing Images Override Image
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Interface Management Site - Header/Footer Tab
Concept

The Header/Footer tab within the Interface Management Site gives you the ability to
modify the header and footer sections of your PastPerfect Online site. When these fields
are populated, they will appear on all pages of your site. In both fields, you can add plain
text or text marked up in HTML.

For the header, many organizations do not add additional text. However, one common
option is to add HTML code to make your logo a clickable link back to the home page of
your organization's website.

The footer section can be used for a variety of purposes. You might want to include your
organization's contact information, museum hours, featured thumbnail images, copyright
statements, or donor/sponsor acknowledgements. If you choose to use Google Analytics,
you will need to put that HTML code into the footer. More information about Google
Analytics can be found in the Reference section.

Task

1. Sign in to http://admin.pastperfectonline.com.
2. Select the Header/Footer tab.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in a5 supportfimuseumsofiwane com Sign ¢ gum | hy De

Updale Museum
Open Web Site hitfp-/sandbox pasiperfectonine com
Sila Buttons Header/F ooter Random Images Feadback Email A Friand Image Order Landing Page [#-2 Cuslom Images
Hide Header Image
Header Texl
Footer Text PastPerfect Software, Inc. | 300 N. Pottstown Pike Sulte 200 | Exton, PA 19341 | 1-800-562-

6080 | sales@museumsoftware.com

3. Edit any of the fields listed below:

o Hide Header Image - This check box is available so that you can
make your logo a clickable link. Hide the default header and enter
the HTML manually to display the logo and make it a hyperlink.

o Header Text - You can fill in this section with plain text or HTML. It
will appear at the top of your site.

o Footer Text - You can fill in this section with plain text or HTML. It
will appear at the bottom of your site.
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4. Once you have made your changes, click the Update Museum button at

the top or bottom of your page to save the changes.

5. Click your Open Web Site link at the top of your page to view your
changes.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: supponti@museumsofiware com Sar My Data Loads | My image

Lindate Musaurr

Open Web Site hip isandben pasbercionme con )
Site Buttons Header/Footer Random Imagas Feadback Email A Friend Image Crder Landing Pag; LS5
Results por page 20

Image Display Style
Enable Fesdback

Enable Image Ordenng  #
Enable Email a Friend  #
Include Archives Search #
Include Photos Search &
Include Libranes Search «
Include Objects Search o
Button Orientation

Rounded Squares ~

Buttons on Left *

Site Logo Choose File | No file chosen

PastPerfect Museum

Somple site using arfifacts from ou

References

¢ Accessing Your Interface Management Site (IMS)
« Making IMS Changes and Refreshing Your Site
¢ HTML Basics

+ Adding Google Analytics to Your PastPerfect Online Records

Cuslom Images
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Interface Management Site - Random Images Tab

Concept

Random Images provide an excellent way for visitors to immerse themselves in your
collection without having to search for anything specific. The Random Images tab within
the Interface Management Site allows you to enable (and disable) the Random Images
button on your PastPerfect Online site. You can also select which catalog record types
you want to appear on the Random Images page. Only images from the selected catalogs
will be displayed on the Random Images page.

Task

1.
2.

107

Sign in to http://admin.pastperfectonline.com.
Select the Random Images tab.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in a5 supportfimuseumsofiwane com Sign ¢ gum | hy De

Updale Museum
Open Web Site hiip-sandbox pastperfectonine com

Sita Butlons Header/F ooler Random Images Feadback Email A Friand Image Order Landing Page [#-2 Cuslom Images

Hide Image Tites

Include Archives
Include Libraries &
Include Photos =
Include Obyects

Updale Musaum

Check the Hide Image Titles checkbox to have your thumbnail images
display without a caption or title.

Check any of the catalog-specific checkboxes to include those image
types on the Random Images page.

Once you have made your selections, click the Update Museum button at
the top or bottom of your page to save the changes.

Click your Open Web Site link at the top of your page to view your
changes.
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PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: supponti@museumsofiware com Sar e | My Museum | My Data Loads | My image Loads
Lindate Musaurr
Open Web Site hitp /sandbox pastperfecionine com I

Results per page 20

Image Display Style Rounded Squares *
Enable Feadback <

Enable Image Ordenng «

Enable Email a Friend  #

Include Archives Search #

Include Photos Search &

Include Libranes Search @

Include Objects Search »

Button Orientation Buttons on Left *
Site Logo Choose File | No file chosen

PastPerfect Museum

Sample site using artifacts from our demo collection

Site Buttons Header/Footer Random Images Feadback Email A Friend Image Order Landing Page CSS5 Custom Images

References

e« Accessing Your Interface Management Site (IMS)
« Making IMS Changes and Refreshing Your Site
+« Using Random Images
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Interface Management Site - Enabling and Customizing the
Feedback Form

Concept

The Feedback Form accessed from each catalog record is a great way of connecting with
your online visitors. Enabling and customizing the Feedback Form can all be done
through the Interface Management Site. To enable the form, you will need to provide the
email address where the feedback messages should be sent. You may either use the
form's default instructions to the online visitor or you can customize the messages to fit
your needs. Using HTML can help format these messages for better viewing in some
browsers and email clients.

Task
. Sign in to http://admin.pastperfectonline.com.

1
2. Select the Site tab.
3. Check the box for Enable Feedback.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: suppont@museumsofware com S

Updale Musaum
Open Web Site hitp /sandbox pastperfecionine com

Site Buttons Header/Footer Random Imagas Feadback Email A Friend Image Crder Landing Page CS5 Cuslom Images

20
Rounded Squares *

Inchuce A
Include P sarch &
Include Libranes Search @
Inciude Objects Search »
Button Orientation Buttons on Left *

Site Logo Choose File | No file chosen

Sample site using artifacts from our demo

4. Click the Feedback tab.
5. Fill in the Feedback Manager Email Address field with the email address
of the person who should receive the feedback messages.
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PastPerfect Online "
INTERFACE MANAGEMENT SITE

Signed n as’ supporti@museumsoftware com Sign oul | Homs | My Museum | My Data Loads | by mage Load
Update Museum
Open Web Site hitp isandbox pastpedectonine com

Site Buttons Headear/F ooter Random Images Feadback Email A Fnend

|Euﬂdbm:k Manager Emal Address pposupport@museumsoftware.com I

ﬁr_'asc help us by providing feedback. <br><br>

Image Order Landing Page Cs55 Custom Images

Feedback Confirmation Message | <pr><br>Thank you for providing feedback. A staff member will be in contact with you within
24-72 hours.<br=<br>

6. Customize the following fields on the Feedback tab:
o The Feedback Header field is used to provide instructions to the
online visitor about this particular form. This message will appear at

the top of your Feedback Form. Use HTML to get the formatting
and spacing that you desire.

PastPerfect Online .
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsetwarne com San out | Homd: | My Museum | My Daa Loads | My Image Loads

Update Muséum
Open Web Site hit

Site Buttons. HeaderFootar Random Images Faadback Email A Frignd Image Order Landing Fage CES Custom Images

Feadback Manager Email Address

[LEmuseymsoltware corm
Feedback Hoader

Please help us by providing feedback. <bre> <br>

wedback Confirmation Message < b <br>Thank you for providing feedback. A staff member will be in contact with you within
24-72 hours.<br><br>
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PastPerfect Museum

sampile site using artifacts from our den llection

MUSEUM SOFTWARE

Feedback Form

lF‘Iease help us by providing feedback.

*MName
Phone
Altemate Phone
*Email Address

*Comments

* Required Information

http://sandbox. pastperfectonline. c om/webobject/61E8171C-CADE-4BEE-80F 0-531524481653
Submit Feedback

The Feedback Confirmation Message field is used as a
confirmation that the form was submitted. This message will appear
briefly on the screen after the form has been sent.

Update Museum

Open Web Site hilp isandbox

Site Buttons He

Random Images Feadback Ernail A Friend Image Order Landing Page CSS Custom Images

Feadback Manager Email Address pposupport@museumsoftware.com

Feedback Header Please help us by providing feedback. <br><br>

Feedback Confirmation Message  <pr><br>Thank you for providing feedback. A staff member will be in contact with you within
24-72 hours. <brz <brs

Update Museum
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PastPerfect Museum

Sampile site using artifacts from our demo collection

MUSEUM SOFTWARE

I_hank you for providing feedback. A staff member will be in contact with you within 24-72 hours. I

Close Window

7. Click the Update Museum button at the top or bottom of your page to
save the changes.

112



PastPerfect Online User's Guide

8. Click the Open Web Site link at the top of your page to test your changes.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: supponti@museumsofiware com Sar My Data Loads | My image

Lindate Musaurr

Open Web Site hitp-l/sandbox pastperfecionine com I
Site Buttons Header/Footer Random Images Feadback Email A Friend Image Order Landing Page CSS Cuslom Images
Results por page 20

Image Display Style Rounded Squares -
Enable Fesdback ’

Enable Image Oraenng <

Enable Email a Friend  #

Include Archives Search #

Include Photos Search &

Include Libranes Search «

Include Objects Search o

Button Orientation Buttons on Left *

Site Logo Choose File | No file chosen

PastPerfect Museum

Somple site using arfifacts from ou

9. Navigate to a record page on your site to test the Send Us Feedback
button.

References

e Accessing Your Interface Management Site (IMS)
« Making IMS Changes and Refreshing Your Site

« Send Us Feedback Button

« HTML Basics

113



Customizing Your Site

Interface Management Site - Enabling and Customizing the Email
A Friend Form

Concept

The Email A Friend form is a simple tool that allows online visitors to share records from
your collection with others. Enabling and customizing the Email A Friend Form can all
be done through the Interface Management Site. You may either use the default messages
or you can customize the messages for your organization. Using HTML can help format
the message for better viewing in some browsers and email clients.

Task
1. Signin to http://admin.pastperfectonline.com.

2. Select the Site tab.
3. Check the box for Enable Email a Friend.

PastPerfect Online .
INTERFACE MANAGEMENT SITE
it | Home | My Museum | My Data Loads | My image Loads

Signed in as: suppon@museumsoftware com San o

Updale Musaum

Open Web Site hitp /sandbox pastperfecionine com
Site Buttons Header/Footer Random Images Feadback Email A Friend Image Crder Landing Page CS5 Cuslom Images

Results per page 20
' Rounded Squares ~

Include Objects Search
Button Orientation Buttons on Left *

Site Logo Choose File | No file chosen

PAST

PERFECT

PastPerfect Museum

Sample site using artifacts from our demo collection

4. Click the Email A Friend tab.
5. Customize the messages associated with this email, populating any of the
following fields with text as well as HTML code:
o The Email Confirmation Message will appear briefly on the
screen after the email has been sent. This message is designed to
let the online visitor know that the email has been sent successfully.
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PastPerfect Online
INTERFACE MANAGEMENT SITE

pum | My Diatd Load:

Signed in as; supportiimuseumsotwane com San oul | Home | &

Update Muséum
Open Web Site hitp )

Site 1 F I Email A Friend Irm: Landin, ] 85 Irm
Email Confirmation Message | <> <br>Thank you for sharing a link from our online collection. <br><br=
Email Message Heador <br>This item has been shared from the PastPerfect Museum’s online collection. <br> <br>

PastPerfect Museum PAST

sampile site using artifacts from our der llection PERFE {] T
MUSEUM SOFTWARE

l'l'hank you for sharing a link from our enline collection.

Close Window

o The Email Message Header will appear at the top of the received
email. This message may be used to inform the email recipient
whose website is providing this link.
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Email Message Headar <br>This item has been shared from the PastPerfect Museum's online collection, <br><br>

Trman Message T ooter <br=><br>To see more of the collection, please visit http://demo. pastperfectonling, com.
Update Museum
H L PR PastPerfect Museum - Message (HTML) 52l — O >

Message ADOBEPDF Q@ Tell me what you want to do

= x D £2 Reply EL ¥ Not Sent - sara... ; ‘= 5¥Mark Unread yel Q
) @Replyﬁ\ll QS' & To Manager - 3]3 ] Categorize = )
.,-__ . Delete Archive = . - Move __ Editing  Zoom
] 3 Forward B~ Team Email v . [EP-  |*FollowUp- .
Delete Respond Quick Steps ] Move Tags [F] Zoom ~
ppod@pastperfectonline.com M sara@museumsoftware. com 1:58 PM

PastPerfect Museum -

This item has been shared from the PastPerfect Museum's online collection.

Sent on behalf of: brian@museumsoftware.com

I saw this and thought it might be helpful with your research project. --Brian
hitp://sandbox pastperfectonline com/archive/280C0D6A-CD4E-48AA - A44C-013131494172

To see more of the collection, please visit hitp-//demo. pastperfectonline com.

o The Email Message Footer will appear at the bottom of the
received email. This message may be used to encourage email
recipients to visit your main website and/or your PastPerfect Online
site.
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Email Message Headar <br>This item has been shared from the PastPerfect Museum's online collection, <br><br>

Email Message Footer <br><br>To see more of the collection, please visit http://demo. pastperfectonling, com.
Update Museum
H L PR PastPerfect Museum - Message (HTML) 52l — O >

Message ADOBEPDF Q@ Tell me what you want to do

= x D £2 Reply EL ¥ Not Sent - sara... ; ‘= 5¥Mark Unread yel Q
) @Replyﬁ\ll QS' & To Manager - ] Categorize = )
.,-__ . Delete Archive = . - Move __ Editing  Zoom
] 3 Forward B~ Team Email v . [EP-  |*FollowUp- .
Delete Respond Quick Steps ] Move Tags [F] Zoom ~
ppod@pastperfectonline.com M sara@museumsoftware. com 1:58 PM

PastPerfect Museum -

This item has been shared from the PastPerfect Museum's online collection.

Sent on behalf of: brian@museumsoftware.com

I saw this and thought it might be helpful with your research project. --Brian
hitp://sandbox pastperfectonline com/archive/280C0D6A-CD4E-48AA - A44C-013131494172

To see more of the collection, please visit hitp-//demo. pastperfectonline com.

6. When you have edited your messages, click the Update Museum button
at the top or bottom of your page to save the changes.

7. Click the Open Web Site link at the top of your page to view your
changes.
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PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: supponti@museumsofiware com Sar e | My Museum | My Data Loads | My image Loads

Lindate Musaurr

Open Web Site hitp /sandbox pastperfecionine com I
Site Buttons Header/Footer Random Images Feadback Email A Friend Image Order Landing Page CSS5 Custom Images
Results por page 20

Image Display Style Rounded Squares ~
Enable Fesdback ’

Enable Image Ordenng  #

Enable Email a Friend  #

Include Archives Search #

Include Photos Search &

Include Libranes Search «

Include Objects Search o

Button Orientation Buttons on Left *

Site Logo Choose File | No file chosen

PastPerfect Museum

Sample site using artifacts from our demo collection

References

e Accessing Your Interface Management Site (IMS)
« Making IMS Changes and Refreshing Your Site

« Email to a Friend Button

« HTML Basics

118



PastPerfect Online User's Guide

Interface Management Site - Enabling and Customizing the
Image Request Form

Concept

The Image Request Form is a simple way for your online visitors to request an image
reproduction from your collection. Enabling and customizing the Image Request Form
can all be done through the Interface Management Site. To enable the form, you will
need to provide the email address where the image requests should be sent. You may
either use the form's default instructions to the online visitor or you can customize the
messages to fit your needs.

Task
1. Sign in to http://admin.pastperfectonline.com.

2. Select the Site tab.
3. Check the box for Enable Image Ordering.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: suppont@museumsofware com S

Updale Musaum
Open Web Site hiip-/sandbox pastperfectonine com

Site Buttons Header/Footer Random Imagas Feadback Email A Friend Image Crder Landing Page CS5 Cuslom Images

Results per page 20
Image Display Style Rounded Squares ~

Incl
Include Pho

Search

Include Libr s Search @

Include Objects Search

Button Orientation Buttons on Left *

Site Logo Choose File | No file chosen

PastPerfect Museum

Sample site using artifacts from our demo collection

4. Click the Image Order tab.
5. Fillin the Image Order Manager Email Address field with the email
address of the person who should receive these requests.
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PastPerfect Online "
INTERFACE MANAGEMENT SITE

Signed n as’ supporti@museumsoftware com Sign oul | Homs | My Museum | My Data Loads | by mage Load
Update Museum
Open Web Site hitp isandbox pastpedectonine com

Site Buttons Headear/F ooter Random Images Feadback

|Irmu_|a Order Manager Emanl Address pposupport@museumsoftware.com
e T

Please fill out this form to request an Image. A staff member will contact you to confirm the
detalls of your request. <br><br>

Email A Friend Imadge Ordar Landing Page Cs55 Custom Images

Image Purpose Description *Purpose: Provide Information about how this image will be used.

6. Customize the form, filling in the following fields on the Image Order tab:
o The lmage Order Header field is used to provide instructions to the
online visitor about this particular form and your organization's

image request process. This message will appear at the top of your
Image Request Form.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsetwarne com San out | Homd: | My Museum | My Daa Loads | My Image Loads

Update Muséum
Open Web Site hitp s

Site Buttons. HeaderFootar Random Images Faadback Email A Frignd Image Order Landing Fage CES Custom Images

Image Order Manager Email Address

supportimuseumsoltware.com
Immasge Order Header

Please fill aut this farm to request an image. A staff member will contact you to confirm the
details of your request. <br=<hr>

mage Furpose Descrpbon

*Purpose: Provide information about how this image will be used.
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PastPerfect Museum PAST

Sample site using artifacts from our den PERFECT

MUSEUM SOFTWARE

Image Request Form

IF‘Iease fill cut this form to request an image. A staff member will centact you to confirm the details of your request. I

*Name

Address
Address 2

City

State

Zip/Postal Code
Country

*Phene
Alternate Phone
*Email Address
Format Required (Black&White/Color, Print/Digital)

*Purpese: Provide information about how this image will
be used.

* Required Information

http://sandbox. pastperfectonline.c om/archive/DBD4CT14-B5BB-4A4E-B801-789270013511 has been requested
through your PastPerfect-Online site.
Submit Request

o The lmage Purpose Description field is used to label the box
where online visitors should describe how they plan to use the
image. Please note: this is a required field on the Image Order
Form, so we recommend starting your message with an asterisk (*).

Image Purpose Description *Purpose: Provide information about how this image will be used.

Image Urder Lonfirmation Messa0¢  cpra<br>Thank you for submitting an Image request. A staff member will be in contact with

you regarding the detalls of your request. <bri><br>

Update Museum
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PastPerfect Museum PAST

Sample site using artifacts from our demo collectiol P]‘, R}‘ }' {: ’]
MUSEUM SOFTWARE

Image Request Form

Please fill out this form to request an image. A staff member will contact you te confirm the details of your request.

“MName

Address
Address 2

City

State

Zip/Postal Code
Country

“Phone
Altemate Phone
*Email Address
Format Required (Blac k& White/Color, F'rint.-'DiM}

*Purpose: Provide information about how this image will
be used.

* Required Information

http://sandbox. pastperfectonline.com/archive/DED4CT 14-B3BB-4A4E-BB01-739270013511 has been requested
through your PastPerfect-Online site.
Submit Request

o The lmage Order Confirmation Message field is used as a

confirmation that the form was submitted. This message will appear
briefly on the screen after the form has been sent.

Image Purpose Description *Purpose: Provide information about how this image will be used.

Image Order Confirmation Messa0¢  cpr<br>Thank you for submitting an Image request. A staff member will be in contact with
you regarding the detalls of your request. <bri><br>

Update Museum
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PastPerfect Museum

sample site using artifacts from our demo collection
MUSEUM SOFTWARE

I_hank you for submitting an image request. A staff member will be in contact with you regarding the details of your I
request.

Close Window

Click the Update Museum button at the top or bottom of your page to
save the changes.

Click the Open Web Site link at the top of your page to view your
changes.
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PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: suppont@museumsofiware com Sigr e | My Museum | My Data Loads | My image Los
Lindate Musaurr
Open Web Site hitp /sandbox pastperfecionine com I
Site Buttons Header/Footer Random Imagas Feadback Email A Friend Image Order

Results por page 20
Image Display Style
Enable Fesdback

Enable Image Ordenng  #
Enable Email a Friend  #
Include Archives Search #
Include Photos Search &
Include Libranes Search «
Include Objects Search o
Button Orientation

Rounded Squares ~
¢

Buttons on Left *

Site Logo

Choose File | No file chosen

PastPerfect Museum

Sample site using artifacts from our demo collection

References

e« Accessing Your Interface Management Site (IMS)

« Making IMS Changes and Refreshing Your Site
« Request Image Button
e HTML Basics
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Interface Management Site - Customizing Your Landing Page
Concept

Your Landing Page (the PPO Site Address as listed on your PPO Welcome Letter) is the
introduction to your PastPerfect Online site. Online visitors can see your logo and
navigational buttons, but the main part of the page is customizable. You can use this
space to provide additional information to your visitors. Possible options for this Landing
Page include: welcoming online visitors to your site, describing your organization and
mission statement, sharing search tips, providing links to common searches in your
collection, encouraging online visitors to contribute to your organization, acknowledging
donors/sponsors who made your site possible, etc.

The Landing Page tab within the Interface Management Site is where you customize your
Landing Page. By default, your Landing Page contains search tips for your visitors. You
can remove, edit, or add to this default text. When modifying this page you need to use
HTML code. For basic HTML codes, see the References section of this topic.

Task

1. Signin to http://admin.pastperfectonline.com.
2. Select the Landing Page tab.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as5: suppont@nuseumsoftware com Sign out mé | My Museum | My Data Loads | My image Loads

Update Musaum
Open Web Site hitp /sandbox pastperfectonine com

Sile Buttons Header/Footer Random Images Feadback Email A Friend Image Order Landing Page css Custom Images

Landing Page HTML | <1 >welcome to our Online Collections Database!</h1 >
<h3>Tips for Searching</h3>

<hd>Keyword Search</h4>

<p>The <b>Keyword Search</b> butten allows you to perform a general search across multiple fields for any catalog
records online. Keyword searches use OR as the default connector between words {e.9. a search for <I>Hanley
Ranch</i> will return records assoclated with <i>Hanley</i> OR <i>Ranch</i>). If you want to find records where
both keywords are found, type in AND between the two words. To search for a specific phrase, be sure to put the
phrase within quotes (e.q. "Rocky Pine Ranch"). You can also use the asterisk (B#42;) as a wildcard (e.g. a search for
<izhistorf&#42;</i> would come up with records containing <izhistory</i>, <i>histories</i>, <i>historical<fi>, etc.).
Searches are not case sensitive.</p>

<hd>Advanced Search</hd>

<p>The <b>Advanced Search</b> button can help you be more specific with your search. You can search for a word
or phrase within a particular search category or use multiple categories to further narrow down your search results. For
example, searching <i>White</i> in the People fleld will bring up any records associated with a member of the
<I=White</i> family, without having to sift through black &amp; <i>white</I> photographs. You can also search
Peaple and Creator records through Advanced Search. Phrase searching with quotes and use of wildcards (&#42;) are

| sttt e memailaLIE, 0 Advanced Search, S /02,

3. Add your text and HTML code to the Landing Page HTML field.

4. Click the Update Museum button at the top or bottom of your page to
save the changes.

5. Click your Open Web Site link at the top of your page to view your
changes.
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PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: supponti@museumsofiware com Sar e | My Museum | My Data Loads | My image Los

Lindate Musaurr

Open Web Site hitp /sandbox pastperfecionine com I
Site Buttons Header/Footer Random Imagas Feadback Email A Friend Image Crder
Results por page 20

Image Display Style
Enable Fesdback

Enable Image Ordenng  «
Enable Email a Friend  #
Include Archives Search #
Include Photos Search &
Include Libranes Search «
Include Objects Search o
Button Orientation

Rounded Squares ~
¢

Buttons on Left *

Choose File | No file chosen

Site Logo

PastPerfect Museum

Sample site using artifacts from our demo collection

References

e« Accessing Your Interface Management Site (IMS)

« Making IMS Changes and Refreshing Your Site
¢ HTML Basics
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Interface Management Site - CSS Tab
Concept

PastPerfect Online sites use Cascading Style Sheets (CSS) to affect the appearance of the
pages. CSS can be used to change colors of certain elements, add/remove borders, alter
spacing, change how hyperlinks appear, and much more. The CSS entered into this field
will be embedded in the head of the HTML pages, overriding the settings made in the
default style sheets. While it is possible to modify the CSS for your site through the
Interface Management Site, we recommend only doing so if you have a strong working
knowledge of CSS.

Warning: Making changes to the CSS will alter the appearance of your site, and if
done incorrectly could cause the site to lose all styling.

PastPerfect Online e
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsaoftware com Sian out | Home | My Museum | My Data Loads | My Image L oads

Update Museum
Open Web Site hitp-//sandbox pastperfectonline com

Site Buttons Header/Footer Random Images Feedback Email A Friend Image Order Landing Page Ccss Custom Images

Custom CSS |pody {

background-color: £ffffff;
¥

footer {

b

topNav a {
background-color: #5b5b5b;
border-color: #5b5b5h;
border-radius:3px;

color: #bbbbbb;

H

.topNav a:hover {
background-color: #478afa;
border-color: #478afa;
color: #000000;

References

e Accessing Your Interface Management Site (IMS)
« Making IMS Changes and Refreshing Your Site
o Introduction to Advanced Customization
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Introduction to Advanced Customization

The PastPerfect Online Support Team will stylize the basic design elements for your site,
however more advanced customization is possible. While the information in this section
will assist you in making changes to your site's CSS, we recommend only making
changes if you have a strong working knowledge of CSS. Our staff is happy to assist you
with making changes.

Major design components of your PastPerfect Online site are based on multiple external
style sheets. When modifying the CSS through IMS, you create an internal style sheet
that will override these default external sheets.

Warning: Making changes to the CSS will alter the appearance of your site, and if
done incorrectly could cause the site to lose all styling.
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Page Element Diagrams

Concept

Cascading Style Sheets (CSS) assist in formatting block level elements. When working
on customizing the CSS for your site, it may be helpful to see a visual representation of
the main elements of a page. These diagrams highlight different sections of the pages, but
it is not a full breakdown of all elements. You may need to combine different elements to
apply customizations to specific areas.

These examples show a site with left navigation. If you choose top navigation, .leftNav
will be replaced with .topNav.

Search Page

PastPerfect Museum

Sample site using artifacts from our demo collection

Keyword Search

Advanced Search

Random Images

rchives

PastPerfect Software, Inc. | 300 N. Pottstown Pike Suite 200 | Exton, PA 19341 | 1-800-562-6080 | sales@museumsoftware.c

body

.header

JeftNav

. .leftNav a

. .topSearchArea

. .topSearchArea input [type=submit]
footer

NoarwNR
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Search Results Page

PastPerfect Museum

Sample site using artifacts from our demo collection 1,
MUSEUM SOFTWARE

Keyword Search Search Hints: To search by phrase wrap your criteria in quotes_ ex: "Find me"

Ad,m“a results found. Records searched: 498|‘—

s | 995 1.4 - Tape, Magnetic

Archives £ . 1 hour audio tape containing the voices of Ernestine McMillan Hilton and interviewer,
= Paulette Hilton, Emestine McMillan Hilton, Lura Cox
Photos
Object Type: Archive

LTl [1999.1.1 - Print, Photographic|«— i3}

Hilton Family McMillan Family Earl L. Hilton and Ernestine McMillan Hilton stand in front of a
fireplace shortly after Hilton, Earl L Ernestine McMillan

Object Type: Photo 1—@

1999.1.10 - Print, Photographic

R Hillon Fad L_Jr _Hillon Ri hg&d L

8. .searchResultTitle

9. .searchResultTitle number
10..invdResult

11..invdimage
12..indvResultDetails
13..indvResultDetails a
14..indvResultDetails p
15..indvResultDetails h4

16. .highlightedWord
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Record Page

17.
18.
19.
20.
21.
22.
23.

PastPerfect Museum

Sample site using artifacts from our demo collection
MUSEUM SOFTWARE

Email to Iy Send Us @ Reauest

<+
me O bject Record [t { Retur To Search Results B, Friena Feedback Image

Keyword Search

H

Catalog Number L2014.1.1
Advanced Search

Object Name I Animal, Mechanical

Random Images T
Description Plastic toy dog with wind-up mechanism. The dog is light brown with
Archives 22 I large white spots, blue eyes, and a blue collar. Two wheels on the
toy. When wound up the dog "runs” across the table on the wheels
Photos ! and its tail spins.

Libraries Date 1955

Objects

Collection Loans In Collection

@ e

.singleResult h1
.icons

.cons a
.relatedPhotos
.recordData
.category
display

References
e Interface Management Site - CSS Tab
e Changing the Background Color of Your Site
« Changing the Color of the Navigation Buttons
e Changing the Color of the Search Buttons
o Styling the Footer
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Changing the Background Color of Your Site
Concept

One of the easiest ways to modify the appearance of your site is to change the
background color. You may want to use the same background color as your main website
to maintain continuity between that site and your PastPerfect Online site.

In the Custom CSS field, you will see colors are represented by a six-digit hex
code/value. For help selecting a color and finding the hex code, see the HTML Color
Picker link listed under Reference.

Site with a gray background

[ sifter, Flour - 1999112 x

€« C' | [} sandbox.pastperfectonline.com/webobject/EC251D5E-8593-4200-AA89-110206094700

Click to go back, hold te see history

PastPerfect Museum

Sample site using artifacts from our demo collection

MUSEUM SOFTWARE

Iy Send us Request

Home ObJeCt Record etum To Search Resufts L Bt Feedback B image

Keyword Search

Object Name Sifter, Flour
Advanced Search

Catalog Number 108989112
Random Images

Description Tin flour sifter with painted green exterior and black wooden knob
on crank handle. The sifter has a flattin handle that is attached

2 with rivets to the body. The sifter is single screen type with 1

Photos - . beater

thives

L5 Date 1915¢ca

Objects
Caption Bromwell Bee Sifter

Collection Rocky Pine Ranch Collection

Search Terms McMillan Family
Rocky Pine Ranch

PastPerfect Software, Inc. | 300 N. Polistown Pike Suite 200 | Exton, PA 19341 | 1-800-562-6080 | sales@museumsofiware com

Site with a red background
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PastPerfect Museum

Sample site using artifacts from our demo collection

. Emall to Send Us Request
Object R stum To Search Resutts B, Friena D Feedvack B roge
Keyword Search
_ Object Name Sifter, Flour
Advanced Search ! k
Random Images

Catalog Number 1999.1.12

N i . = Description Tin flour sifter with painted green exterior and black wooden knob
! on crank handle. The sifter has a flat tin handle that is attached
with rivets to the body. The sifter is single screen type with 1
Objects = |
3 Caption Bromwell Bee Sifter

Collection Rocky Pine Ranch Collection

Search Terms McMillan Family
Rocky Pine Ranch

PastPerfect Software, Inc. | 300 N. Potistown Pike Suite 200 | Exton, PA 19341 | 1-800-562-6080 | sales@museumsofiware.com

Warning: Making changes to the CSS will alter the appearance of your site, and if
done incorrectly could cause the site to lose all styling.

Task

If previous modifications have been made by PastPerfect staff or someone in your
organization, the hex codes referenced in these steps may not be the same as the hex
codes in your Custom CSS field.

1. Signin to http://admin.pastperfectonline.com.
2. Select the CSS tab.
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3. Inthe Custom CSS field, locate the body element.

PastPerfect Online -
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum

Open Web Site htip //sandbox pastperfectonline com

Site Header/Footer Random Images Feedback Email A Friend

Custorhody {
css Bacroround-color: #ffffff;

¥

Image Order

footer {

background-color: #000033;
color: #ffffff;
text-align:center;

H

topNav a {
background-color: #000033;
border-color: #000033;
color: #ffffff;

¥

.topNav a:hover {
background-color: #478afa;
|bor : 8afa;
ectonline. i

Homepage CSS

4. To the right of the background-color property, change the "ffffff" to the

hex code of your choice. Be sure to leave the "#" and ";

the hex code.

before and after

PastPerfect Online -
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum

Open Web Site htip //sandbox pastperfectonline com

Site Header/Footer Random Images Feedback Email A Friend Image Order

Custom |pady £
Css lbackground—color':#808080;I
I

footer {

background-color: #000033;
color: #ffffff;
text-align:center;

topNav a {
background-color: #000033;
border-color: #000033;
color: #ffffff;

H

topNav a:hover {
background-color: #478afa;
border-color: #478afa;
color: #000000:

Homepage CSS

5. Once you have made your changes, click the Update Museum button at

the top or bottom of your page to save the changes.

6. Click the Open Web Site link at the top of the page to view your changes.
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Reference
« Accessing Your Interface Management Site (IMS)
« Making IMS Changes and Refreshing Your Site
« Interface Management Site - CSS Tab
e HTML Color Picker
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Changing the Color of the Navigation Buttons
Concept

The appearance of the navigation buttons that display along the top or left side of your
PastPerfect Online site can be modified by making changes in the Custom CSS field of
IMS. The default CSS includes properties to change the background color of the buttons,
the border color around the buttons, and the color of the text. If you would like to make
additional changes to the appearance of your buttons, contact our staff for assistance or
work with your web designer.

In the Custom CSS field, you will see colors are represented by a six-digit hex
code/value. For help selecting a color and finding the hex code, see the HTML Color
Picker link listed under Reference.

Warning: Making changes to the CSS will alter the appearance of your site, and if
done incorrectly could cause the site to lose all styling.

Task

If previous modifications have been made by PastPerfect staff or someone in your
organization, the hex codes referenced in these steps may not be the same as the hex
codes in your Custom CSS field.

1. Signin to http://admin.pastperfectonline.com.

2. Select the CSS tab.

3. If the buttons on your site display along the top, locate the .topNav a
element.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Update Museum
Open Web Site htip //sandbox pastperfectonline com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage CSS

Custom topNav a { -
BatrRgrount-color: #5b5b5b;

border-color: #5b5b5b;
color: #bbbbbb;
¥

topNav a:hover {
background-color: #478afa;
border-color: #478afa;
color: #000000;

JeftNav a {
background-color: #5b5b5b;
border-color: #5hb5h5b;
color: #bbbbbb;

¥

leftNav a:hover {
Dackaround_color 247853 4

If the buttons on your site display along the left side, locate the .leftNav a
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element.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Update Museum

Open Web Site htip //sandbox pastperfectonline com

Site Header/Footer Random Images Feedback Email A Friend Image Order

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads

Homepage CSS

Custonl |oftNay a {
Css ®tolor: #5h5b5b;

border-color: #5b5h5b;
color: #bbbbbb;
¥

JeftNav a:hover {
background-color: #478afa;
border-color: #478afa;
color: #000000;

¥

topSearchArea input[type=submit] {
background-color: #478afa;
border-color: #478afa;

color: #000000;

topSearchArea input[type=submit]:hover {
L = re 20"

To change the colors, replace the hex codes to the right of each property
with the hex code of your choice. Be sure to leave the "#" and ";" before

and after the hex code.
o background-color - color of the buttons

o border-color - color of the border around the buttons

o color - color of the text of the buttons

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum

Open Web Site htip //sandbox pastperfectonline com

Site Header/Footer Random Images Feedback Email A Friend Image Order Home Page CSS
Custom oL -
Css

background-color: #000033;
border-color: #000033;
color: #ffffff;

i

JeftNav a:hover {
background-color: #295200;
border-color: #295200;
color: #ffffff;

¥

topSearchArea input[type=submit] {
background-color: #000033;
border-color: #000033;

color: #ffffff;

¥

topSearchArea input[type=submit]:hover {
ha knrﬂ\jnﬁ—rcﬂ oo 20000
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5. Once you have made your changes, click the Update Museum button at
the top or bottom of your page to save the changes.

Click the Open Web Site link at the top of the page to view your changes.
While viewing your site, you should see that the buttons, the border
around them, and the text have changed color. You will also notice that
when you hover over a button, the color changes.

No

[ sandbox: Online Collectic %

€« [« Nk} sandbox.pastperfectonline.com

PastPerfect Museum

Sample site using artifacts from our demo collection PERFECT
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Random Images
Featured Items
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8. To change the appearance of the buttons when you hover over them,
close your browser, then return to the Interface Management Site and
select the CSS tab. Some organizations change both the background
color and the text color, while others decide to leave the background color
unchanged and change only the color of the button text.

9. If the buttons on your site display along the top, locate the .topNav
a:hover element.
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PastPerfect Online -
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum
Open Web Site htip //sandbox pastperfectonline com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage CSS

color: #000000;
¥

JeftNav a {
background-color: #000033;
border-color: #000033;
color: #ffffff;

¥

JeftNav a:hover {
background-color: #478afa;
border-color: #478afa;

color: #000000;

¥

topSearchArea input[type=submit] {
b BACKAO LM SR AR - 2

If the buttons on your site display along the left side, locate the .leftNav
a:hover element.

PastPerfect Online -
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum
Open Web Site htip //sandbox pastperfectonline com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage CSS
g;séom leftNav a { -
background-color: #000033;
border-color: 2000033;
color: #ffffff;
¥

JeftNav a:hover {

Dad b
border-color: #478afa;
color: #000000;

.topSearchArea input[type=submit] {
background-color: #478afa;
border-color: #478afa;

color: #000000;

¥

topSearchArea input[type=submit]:hover {
ool "

b i o000 -

10.1f you want the button’s background color to change when a web visitor

hovers or clicks on a button, select a different background color for
.topNav a:hover than you did for .topNav a. To change the colors, replace
the hex codes to the right of each property with the hex code of your
choice. Be sure to leave the "#" and ";" before and after the hex code.

o background-color - color of the buttons

o border-color - color of the border around the buttons

o color - color of the text of the buttons
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PastPerfect Online

INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum

Open Web Site hitp-//sandbox pastperfectonline.com
Site Header/Footer Random Images Feedback Email A Friend Image Order Home Page CSSs
Custom | jaftNay a { -
CSs

background-color: #000033;
border-color: #000033;

color: #ffffff;

+

background-color: #295200;
border-color: #295200;
color: #ffffff;
|7

.topSearchArea input[type=submit] {
background-color: #000033;
border-color: #000033;

color: #ffffff;

¥

topSearchArea input[type=submit]:hover {
haskoraumns b 00 R—— -

11.0nce you have made your changes, click the Update Museum button at
the top or bottom of your page to save the changes.

12.Click the Open Web Site link at the top of the page to view your changes.

13.While viewing your site, hover over the navigation buttons to see the
colors change.

[ sandbox : Online Collectic %

&« C' [ sandboxpastperfectonline.com

PastPerfect Museum PAST

Sample site using artifacts from our demo collection PERFE CT

MUSEUM SOFTWARE

Hom Thanks to Our Sponsors

Keyword Search Cnline public access to our collection has been made pessible through the genercus suppert of Mrs. James Patterson, First National
Bank. a grant frem the Pennsylvania State Preservation Alliance, and the centinuing suppert of cur members. Thank youl

Advanced Search ) .
Help us share even more of our collections onlinel Please consider making a donation to our artifact preservation fund. This fund helps

us cataleg, phetegraph, video, and share thousands of new items each year.
Random Images

Featured Items
Archives

Every menth our curators select three of their faverite artifacts or archival items te exhibit. These items are on display in the Main Hall

Photos for one month only! Stop by the museum to see these rarely-seen cellections befere they are retumed to their sterage lecations
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Reference

Accessing Your Interface Management Site (IMS)
Making IMS Changes and Refreshing Your Site
Interface Management Site - Site Tab

Interface Management Site - CSS Tab

HTML Color Picker
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Changing the Color of the Search Buttons
Concept

The appearance of the search buttons on the Keyword Search and Advanced Search
pages can be modified by making changes in the Custom CSS field of IMS. The default
CSS includes properties to change the background color of the buttons, the border color
around the buttons, and the color of the text. If you would like to make additional
changes to the appearance of your buttons, contact our staff for assistance or work with
your web designer.

In the Custom CSS field, you will see colors are represented by a six-digit hex
code/value. For help selecting a color and finding the hex code, see the HTML Color
Picker link listed under Reference.

Warning: Making changes to the CSS will alter the appearance of your site, and if
done incorrectly could cause the site to lose all styling.

Task

If previous modifications have been made by PastPerfect staff or someone in your
organization, the hex codes referenced in these steps may not be the same as the hex
codes in your Custom CSS field.

1. Signin to http://admin.pastperfectonline.com.

2. Select the CSS tab.

3. Locate the .topSearchArea input[type=submit] element. This is the
"Search" button that appears on the Keyword Search, Archives, Photos,
Libraries, and Objects pages.

PastPerfect Online v
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum
Open Web Site hitp-//sandbox.pastperfectonline.com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage CSs

CLBtU”ltopSear'chArea input[type=submit] {I -
Gss ToOtna=CoToT-=3704dld

border-color: #478afa;

color: #000000;

¥

topSearchArea input[type=submit]:hover {
background-color: #26a020;

border-color: #26a020;

color: #000000;

¥

.advancedSearchArea input[type=submit] {
background-color: #478afa;

border-color: #478afa;

color: #000000;

.advancedSearchArea input[type=submit]:hover {

backaro nq,ign-wugﬁap;_n; -
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4. To change the colors, replace the hex codes to the right of each property
with the hex code of your choice. Be sure to leave the "#" and ";" before
and after the hex code.

o background-color - color of the button
o border-color - color of the border around the button
o color - color of the text of the button

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum

Open Web Site htip //sandbox pastperfectonline com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage CSS
Custom | topgearchAras inputltypne=cubmit] { -
Css background-color: #000033;

border-color: #000033;

color: #ffffff;

I

topSearchArea input[type=submit]:hover {
background-color: #26a020;

border-color: #26a020;

color: #000000;

¥

.advancedSearchArea input[type=submit] {
background-color: #478afa;

border-color: #478afa;

color: #000000;

¥

.advancedSearchArea input[type=submit]:hover {

hackaro W'Eﬂ Q253000 -

5. To change the color of the Search button when you hover over it, locate
the .topSearchArea input[type=submit]:hover element.

PastPerfect Online e
INTERFACE MANAGEMENT SITE
Signed in as: support@museumsoftware com Sign out | Home | My Museum | My Data Loads | My Image Loads
Update Museum
Open Web Site hitp-//sandbox pastperfectonline.com
Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage CSs
Custom | topSearchArea input[type=submit] { -
css background-color: #000033;
border-color: #000033;
color: #ffffff;
¥
l.topSear'chAr'ea input[type=submit]:hover { I
border-color: #26a020;
color: #000000;
¥
.advancedSearchArea input[type=submit] {
background-color: #478afa;
border-color: #478afa;
color: #000000;
¥
.advancedSearchArea input[type=submit]:hover {
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6. To change the colors, replace the hex codes to the right of each property
with the hex code of your choice. Be sure to leave the "#" and ";" before
and after the hex code.

o background-color - color of the button
o border-color - color of the border around the button
o color - color of the text of the button

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum

Open Web Site htip //sandbox pastperfectonline com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage CSS
Custom | topSearchArea input[type=submit] { -
Css background-color: #000033;

border-color: #000033;

color: #ffffff;

H

background-color: #a30000;
border-color: #a30000;
color: #ffffff;

IE2

.advancedSearchArea input[type=submit] {
background-color: #478afa;

border-color: #478afa;

color: #000000;

¥

.advancedSearchArea input[type=submit]:hover {

hackaro W'Eﬂ Q253000 -

7. Locate the .advancedSearchArea input[type=submit] element. This is
the "Search" button that appears on the Advanced Search page.

PastPerfect Online s
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum

Open Web Site hitp-//sandbox pastperfectonline.com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage CSs

ggssm l.advancedSearchArea input[type=submit] { I -

border-color: #478afa;
color: #000000;
¥

.advancedSearchArea input[type=submit]:hover {
background-color: #26a020;

border-color: #26a020;

color: #000000;
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8. To change the colors, replace the hex codes to the right of each property
with the hex code of your choice. Be sure to leave the "#" and ";" before
and after the hex code.

o background-color - color of the button
o border-color - color of the border around the button
o color - color of the text of the button

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data [ oads | My Image | oads

Update Museum
Open Web Site http://sandbox pastperfectonline.com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage CSS

Custom | pe=submit] { B
Css background-color: #000033;

border-color: #000033;

color: #ffffff;

5

.advancedSearchArea input[type=submit]:hover {
background-color: #26a020;

border-color: #26a020;

color: #000000;

¥

9. To change the color of the Search button when you hover over it, locate
the .advancedSearchArea input[type=submit]:hover element.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum

Open Web Site http://sandbox pastperfectonline.com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage CSS

Custom | advancedSearchArea input[type=submit] { B
CSss background-color: #000033;

border-color: #000033;

color: #ffffff;

¥

l.advancedSealchArea input[type=submit]:hover { I
Ur

border-color: #26a020;
color: #000000;
¥

146



PastPerfect Online User's Guide

10.To change the colors, replace the hex codes to the right of each property

with the hex code of your choice. Be sure to leave the "#" and ";"
and after the hex code.

o background-color - color of the button

o border-color - color of the border around the button
o color - color of the text of the button

before

Update Museum |

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data [ oads | My Image | oads

Open Web Site http://sandbox pastperfectonline.com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage CSS

Custom | advancedSearchArea input[type=submit] { B
Css background-color: #000033;

border-color: #000033;

color: #ffffff;

¥

i ype=submit]:hover {
background-color: #a30000;

border-color: #a30000;
color: #ffffff;
s

11.Click the Update Museum button at the top or bottom of your page to
save the changes.

12.Click the Open Web Site link at the top of the page to view your changes.

Reference
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Styling the Footer

Concept

The footer appears at the bottom of each page of your PastPerfect Online site. Changes or
additions to the information in the footer, as well as styling for individual lines of text,
are made in the Header/Footer tab. Changes to the overall appearance of the footer are
made in the CSS tab of the Interface Management Site.

In the Custom CSS field, you will see colors are represented by a six-digit hex
code/value. For help selecting a color and finding the hex code, see the HTML Color
Picker link listed under Reference.

Warning: Making changes to the CSS will alter the appearance of your site, and if
done incorrectly could cause the site to lose all styling.

Task

Sign in to http://admin.pastperfectonline.com.

Select the Header/Footer tab.

Add or change the information in the Footer Text field.

Click the Update Museum button at the top or bottom of the page. Then
click the Open Web Site link at the top.

Without any styling, the footer will have black text, aligned to the left, and
a white background.

PwpPE

o

[} sandbox: Online Collectic x

€« €[4 sandbox pastperfectonline.com/search

PastPerfect Museum

Sample site using artifacts from our demo collection

F

m

e

Keyword Search Search Hints: To search by phrase wrap your criteria in quotes. ex: "Find me
Advanced Search
Random Images

Archives

Photos

Libraries

Objects

PastPerfect Software, Inc. | 300 N. Pottstown Pike Suite 200 | Exton, PA 19341 | 1-800-562-6080 | sales@museumsoftware.cor

6. Return to the Interface Management Site and select the CSS tab.
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7. Locate the footer element. Without any properties between the brackets,
the footer has no styling.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum

Open Web Site hitp./sandbox pastperfectonline.com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage C8S

Custom pody {
css background-color: #808080;
b

footer {

.topNav a {
background-color: #000033;
border-color: #000033;
color: #ffffff;

H

topNav a:hover {
background-color: #478afa;
border-color: #478afa;
color: #000000;

aftlava -

8. Place your cursor after the "footer {" and press the Enter key on your
keyboard to start a new line.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data [ oads | My Image | oads

Update Museum

Open Web Site hitp://sandbox pastperfectonline.com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage CSS

Custom pody {
css background-color: #808080;
¥

 —

‘topNav a {
background-color: #000033;
border-color: #000033;
color: #ffffff;

H

topNav a:hover {
background-color: #478afa;
border-color: #478afa;
color: #000000;

b

9. To change the background color of the footer, type in the following:
background-color:
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PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum

Open Web Site hitp./sandbox pastperfectonline.com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage C8S

Custom pody {
css background-color: #808080;
b

background-color:

.topNav a {
background-color: #000033;
border-color: #000033;
color: #ffffff;

¥

topNav a:hover {
background-color: #478afa;
border-color: #478afa;
color: #000000;

¥

10. After the colon, type a pound sign, followed by the six-digit hex code for
the color you want to use, followed by a semicolon.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data [ oads | My Image | oads

Update Museum
Open Web Site hitp://sandbox pastperfectonline.com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage CSS

Custom pody {
background-color: #808080;
¥

Ibackgruundfcolol :#000033; I

T

‘topNav a {
background-color: #000033;
border-color: #000033;
color: #ffffff;

H

topNav a:hover {
background-color: #478afa;
border-color: #478afa;
color: #000000;

b

11.Press Enter on your keyboard to start another line and type the followin
color:

g:
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PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum

Open Web Site hitp./sandbox pastperfectonline.com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage C8S

Custom pody {
css background-color: #808080;
b

footer {

ackaround-color: #000033;

.topNav a {
background-color: #000033;
border-color: 2000033;
color: #ffffff;

H

‘topNav a:hover {
background-color: #478afa;
border-color: #478afa;
color: #000000;

3

12. After the colon, type a pound sign, followed by the six-digit hex code for
the color you want to use for the text of the footer, followed by a
semicolon.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum

Open Web Site hitp./sandbox pastperfectonline.com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage C8S

Custom pody {
css background-color: #808080;
b

footer {
karaund_color: #000033;

color: #ffffff;

.topNav a {
background-color: #000033;
border-color: 2000033;
color: #ffffff;

H

‘topNav a:hover {
background-color: #478afa;
border-color: #478afa;
color: #000000;

3

13.By default, the contents of the footer will be left aligned. To change to a
center alignment, press Enter on your keyboard to start another line and
type the following: text-align:
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PastPerfect Online

INTERFACE MANAGEMENT SITE

Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads

Update Museum
Open Web Site hitp./sandbox pastperfectonline.com

Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage C8S
Custom pody {
css background-color: #808080;
b
footer {
background-color: #000033;
Qlo -
topNav a {
background-color: #000033;
border-color: #000033;
color: #ffffff;
H
topNav a:hover {
background-color: #478afa;
border-color: #478afa;
color-#000000- -
14. After the colon, type the following: center;
PastPerfect Online
INTERFACE MANAGEMENT SITE
Signed in as: support@museumsoftware.com Sign out | Home | My Museum | My Data Loads | My Image Loads
Update Museum
Open Web Site hitp./sandbox pastperfectonline.com
Site Header/Footer Random Images Feedback Email A Friend Image Order Homepage C8S

Custom pody {
css background-color: #808080;
b

footer {
background-color: #000033;

topNav a {
background-color: #000033;
border-color: #000033;
color: #ffffff;

H

topNav a:hover {
background-color: #478afa;
border-color: #478afa;
color: 2000000

save the changes.

15.Click the Update Museum button at the top or bottom of your page to
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16.Click the Open Web Site link at the top of the page to view your changes.

[} sandbox: Online Collectic x

€« C [Y sandbox. pastperfectonline.com/search

PastPerfect Museum

Sample site using artifacts fram our demao collection
Keyword Search Search Hints: To search by phrase wrap your criteria in quotes. ex: "Find me”
Advanced Search

PastPerfect Software, Inc. | 300 N. Pottstown Pike Suite 200 | Exton, PA 19341 | 1-800-562-6080 | sales@museumsoftware.com

Reference

e Accessing Your Interface Management Site (IMS)
« Making IMS Changes and Refreshing Your Site

e Interface Management Site - Header/Footer Tab
« Interface Management Site - CSS Tab

« HTML Color Picker
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Options for Hosting Multimedia Files

Concept

Including links to multimedia files (audio, video, PDF) from your catalog records can
greatly enrich your web visitor's experience. Due to the size of multimedia files, hosting
for these types of files is not included in PastPerfect Online Annual Hosting. This topic
discusses the various ways you can host multimedia files.

When uploading multimedia files you want to consider the file type, quality, and size so
that it is optimized for web use. Large files take up more space on your web server and
will take longer to load when visitors come to your site.

PPO Links: Organizations using PPO Links have all of their online
storage and server maintenance taken care of by PastPerfect. PPO Links
is an additional hosting package, separate from your PPO Annual Hosting.
Provided in blocks of 10 GB, organizations can purchase as much or as
little hosting space as they need for their multimedia files. Additional space
can be purchased as your collection grows.

Self Hosting: Some organizations may have a server where their main
website is already hosted. If so, you can check with your hosting service to
see if you can store multimedia files as well. If your hosting service allows
this additional hosting you will need to know the address and folder name
where the files are uploaded so you can properly link to them in
PastPerfect. An internal web server or hosting service such as
GoDaddy.com are examples of self hosting options.

Online Hosting: Specialized online hosting is available for specific file
types. These hosting options may give you the ability to embed a
viewer/player in your PastPerfect Online record in addition to having a link.
PastPerfect cannot and will not guarantee the validity, longevity, or
copyright practices of these external hosting sites or Internet users who
visit them. Youtube.com and SoundCloud.com are examples of
specialized online hosting options.

References

Linking to Multimedia Files Hosted on Remote Servers
Embedding Audio Files in your PastPerfect Online Records
Embedding Video Files in your PastPerfect Online Records
Product Page: PPO Links
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Linking to Multimedia Files Hosted on Remote Servers

Concept

Before you begin working in PastPerfect to create links to multimedia files, make sure
your files are uploaded properly and accessible online. Information about hosting options
can be found in the References section at the end of this topic. You will need to know the
URL for your files so that you can enter the information into your PastPerfect catalog
records.

Task

1. In PastPerfect, choose a Custom Field to act as the location for all your
hosted multimedia links. We suggest using Custom Field 21 or Custom
Field 22. Information about setting up Custom Fields can be found in the
References section of this topic.

Locate the PastPerfect record where you want to include a link.

Enter the HTML hyperlink for your media file in the Custom Field you
designated for your multimedia links. The HTML will look similar to the
example below.

<a href="http://ppolinks.com/ppdemo/2003_1 3 pdf.pdf"
target="_blank">Letter from Great Grandfather Hanley to Warren T.

w N

Hanley</a>
= Archives Catalog
7 == T oo CEEE
| DN ‘ M| add |Browss| Edt | Spel | Eind | Query | Delete | print | Meda | Ext Gl Obiect ID H E
Screen View Collection Hanley Family Collection Dale 01/16/1916
Archive . Object ID 2003.1.3 Year Range 1916 thru 1916
Map ObjectName  Letter Calalog Date 10/16/2002
Music Collection Reference Code US PPM 2003.1.3 Cataloged by Parr, Mary L.
Oral History e Stalus Date  01/12/2010
Custom o Old# Status by Smith, Elizabeth
ion# 20034 Hanley, Kristopher K. = | Status oK 001\2003.1 3.JPG
Other Views Home Location PastPerfect Museum Archives:Shelf 3 Image Management (1 of 5) | » |
Appraisal L " " "
_ © Archive @ Map @ Music Collection @ Oral Historv @ Custom
Lol Audio Recording Document
Container List J <a
- href="http://ppolinks.com/ppdemo/2003_1_3
Lexicon pdf. pdf” target="_blank">Letter from Great
N Grandfather Hanley to Warren T. Hanley</a>
Location L]
Notes & Legal L ] J Jl
IiEeEiiEs Custom Field 01 Custom Field 11
Classification L]
Search Terms Custom Field 02 Custom Field 12
Relations Custom Field 03 Custom Field 13 0
Source @ | Custom Field 04 Custom Field 14 0.00
Lists . Custom Field 05 Custom Field 15 0.00
Wirtual Exhibit Custom Field 06 Custom Field 16 0.000
Custom Field 07 Custom Field 17 0.000
Actions . -
Custom Field 08 Custom Field 18/ /
View/Set Up Links @
Custom Field 09 Custom Field 19/ /
Custom Field 10 Custom Field20 f /
Record 11 0f 25 Include in Web Export Updated by Unknown Updated  10/23/2014 05:02 PM |1 -Cq )

4. The next time you go through the Web Publishing Wizard to create and
upload files, be sure that your Custom Field is selected as a field to
include online and renamed as you want it to appear on your site.
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5. Your PastPerfect Online record will display as shown in the example
below.

[ Letter - 2003.1.3

&= C' | [} sandbox.pastperfectonline.com/archive/23198E3E-8082-4E6A-AD29-344918037275

PastPerfect Museum PAST

Sample site using artifacts from our demo collection PERFE C T
MUSEUM SOFTWARE

Email to Send Us
B

me Archive Reco rd < Return To Search Resutts a Friend Feedback

Keyword Search

Object Name Letter
Advanced Search

Catalog Number 2003.1.3
Random Images

o Title Letter from Major Harcld W. Hanley to Warren Hanley
rchives

Photos - ; Scope & Content Letter from Major Harcld W. Hanley to his son, Warren Hanley
regarding life in the remote mining town of Camp Bird in the
mountains of Colorado. The author recounts two incidents. The first
Yes is of a young man, Wilfred Noel, attempting to ski and snowshoe to
town to cash his paycheck and getting lost along the way. The
Objects E r F second incident is about a man who became ill with a high fever and

had to be treated using "heroic measures”

Creator Hanley Harold W

I Document Letter from Great Grandfather Hanley to Warren T. Hanley I

Collection Hanley Family Collection

References

e Options for Hosting Multimedia Files

« Information about setting up Custom Fields can be found in the
PastPerfect User Guide.

« Web Publishing Wizard - Selecting Data Fields
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Embedding Audio Files in Your PastPerfect Online Records

Concept

Embedded audio files on your site will bring your records to life in a whole new way.
Visitors can hear your music collection or oral history projects without ever having to
leave your site.

The first step to embedding audio files in a PastPerfect Online record is to upload the file
to a website for hosting. We will use SoundCloud as our example, but there are other file
hosting sites available. When considering a hosting service, be sure it will fit your needs.
Some of them are free while others may have fees. The site may have restrictions on file
sizes, limits on total amount of storage space, or a policy that removes files if they are not
accessed during a specific period of time.

Task

1. Upload your audio file to SoundCloud.
2. Locate the HTML code for embedding the audio player.

[ Your stream on SoundClo %

<« C' @ htips//sounddoud.com/stream

mll"l‘ Stream Search Upload PastPerfectJM

) Red Bull Sound Select i |
Thurz- 21 (produced by Marlon Travis Barrow) | xthurz | Add a second
1 email address
omnz g, il =
[ I As L.
W Llike tIRepost =*Addtoplaylist  [3 Share P 114815 | 2K 634

6 Herbert Hoover Letter

2% Who to follo e
el bbb b e e .10
3 L3375 e s Follow
W like =%Addtoplaylist 3L+ Add to group § [Z Share [ X [E] Promote
EREER | ivan Men ©
PastPerfect m A8 57.247 | e 148 Follow
6 Poor Little Me
W DRadio Wissen (]

W like =%Addtoplaylist 3+ Addtogroup [ Share » s
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[ Your stream on SoundClo %

€« C @ hitpsy//soundcloud.com/stream

Share Message
. A

Code & preview

<iframe width="100%" height="166" scrolling="no" framebord: Wordpress code

o Herbert Hoover Letter @

. Copy the HTML from your SoundCloud Embed Screen.

. Choose a field in PastPerfect to store the code for your multimedia links.
Since these links can be quite long, we suggest using Custom Field 21 or
Custom Field 22. Information about setting up Custom Fields can be found
in the References section of this topic.

Locate the PastPerfect record associated with this audio file.

In the Custom Field that you chose above, paste in the HTML you copied
from the SoundCloud page.
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= Archives Catalog
Wl el vinl * v # B X | S L
Add | Browse Edit Spell Find Query | Delete Print Exit
Screen View Collection Hanley Family Collection Date 12/28/1938
Archive . Object ID 2003.1.5 Year Range 1938 thru 1938
Map ObjectName  Letter Catalog Date 10/16/2002
Music Collection Reference Code US PPM 2003.1.5 Cataloged by Parr, Mary L.
Oral History Others# Status Date  01/12/2010
—— o | O Status by Smith, Elizabeth
Al 1 20031 Hanley, Kristopher K. = | Siatus OK 001\2003.1 5.JFG
Otner Views Home Location PastPerfect Museum Archives:Shelf 3 Image Management (1 of 2) |
Appraisal [ ]
_ © Archive @ Map @ Music Collection @ Oral History @ Custom
Lo Audio Recording Document
Container List @ | J§ <iframe width="100%" height="166" scrolling="no" frameborder="no" J
———  src="https://w_soundcloud.com/player/?url=https %3A//api_soundcloud com/tracks/19095765&
Lexicon amp;color=ff5500&amp; auto_play=false&amp;hide_related=false&amp:show_comments=true&
amp;show_user=true&amp;show_reposts=false"></iframe:>
Location L] - -
Notes & Legal @ ~| -
SR Custom Field 01 Custom Field 11
Classification L
Search Terms Custom Field 02 Custom Field 12
Relations ® | Custom Field 02 Custom Field 13 0
Source @ | Custom Field 04 ‘Custom Field 14 0.00
Lists o | CustomField 05 Custom Field 15 0.00
Virtual Exhibit Custom Field 06 Custom Field 16 0.000
‘Custom Field 07 ‘Custom Field 17 0.000
Actions ———
‘Custom Field 08 Custom Field 18/ /
View/Set Up Links @
‘Custom Field 09 Custom Field 19 [ /
‘Custom Field 10 Custom Field20 7 /
Include in Web Export [T Updated 10/28/2014 02:02 PN [T ECRIT g

7. The next time you go through the Web Publishing Wizard to create and
upload files, be sure that your Custom Field is selected as a field to
include online and renamed as you want it to appear on your site.

8. Your PastPerfect Online record will look similar to the example below.

[ Letter - 2003.1.5

&= C' | [} sandbox.pastperfectonline.com/archive/3E266C8F-7777-4A70-B545-803487010620

PastPerfect Museum PAST

Sample site using artifacts from our demo collection ERFE C T
MUSEUM SOFTWARE

Email to Send Us

- ArChiVe ReCO rd < Return To Search Results B, Friend Feedback

Keyword Search
Object Name Letter
Advanced Search

Catalog Number 2003.15
Random Images

Title Letter to Warren T. Hanley from Herbert Hoover
Archives

Scope & Content A one-page letter, typewritten, from Herbert Hoover to Warren T
Hanley_ It is dated 12/28/1938. The letter is a response to a letter
sent by Mr. Hanley on 12/24/1938. Hoover discusses the fact that
pecple are tired of politics after an election

Photos

Libraries

Objects
Creator Hoover. Herbert

Audic Recording .
PastPe _ ills SOUNDELOUD
° Herbe... G4
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References

e SoundCloud Help Center

o Information about setting up Custom Fields can be found in the
PastPerfect User Guide.

e Web Publishing Wizard - Selecting Data Fields
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Embedding Video Files in your PastPerfect Online Records

Concept

With PastPerfect Online you can embed videos directly in the collection item record so
online visitors can not only read about the item and see images, but view a video as well.

The first step to embedding a video in a PastPerfect Online record is to upload the file to
a website for hosting. We will use YouTube as our example. You may need to create a
YouTube account in order to upload videos. Information about creating an account and
uploading videos can be found in the References section of this topic.

Tas

k

1. Upload your video to YouTube.

2. Once the file has been uploaded, YouTube will provide you with an HTML
code for embedding the video in your catalog record. Copy this HTML so
you can paste it into the PastPerfect catalog record. The HTML will look
like the following example: <iframe width="420" height="315"
src="//www.youtube.com/embed/WesutM70q3w?rel=0" frameborder="0"
allowfullscreen></iframe>
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3.

D Wind-up Toy Goose - You %

C' | & https://www youtube.com/watch?v=WesutM70q3w el & |
N1 Tube Q s (1 BEY

IS Running an Update for your

-T‘l"?' PastPerfect Program

= SemngupErowsaF\emsm
PastPerfect 5.0

I—Em! Report Grouping

PastPerfect-Onling

-

e Emlmng Queries with PaSlPEﬂE:I

I Managing Volunteer Hou
}5
- M Creating a "Contacts with Email”
Wind-up Toy Goose _ | Contact List in PastPerfect 5.0
m PastPerfectSoftware —
08 views — D stPerfect Security
— ing a Contact List in
X P (P rfect 5.0
2:12

—
l <iffame Width="420" height="315" Src="/AWWyOLILIDE COMEMbEdAVESLIMT 093w’ Tameborder="0 fiframe I

In PastPerfect, chose a Custom Field to act as the location for all your
multimedia links. Since these links can be quite long, we suggest using
Custom Field 21 or Custom Field 22. Information about setting up Custom
Fields can be found in the References section of this topic.
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Locate the record in PastPerfect associated with the video.
In the Custom Field that you chose in step 3, paste in the HTML you
copied from the YouTube page.

= Objects Catalog

| AR ‘ * v a | B ‘ X | & e
Add |Browse| Edt | Spel | Find | Query | Delete | Print | Media | Ext
Screen View Collection Loans In Collection Date 1950
Archaeclogy Object ID L2014.1.2 Year Range 1945 thru 1955
Art ObjectName  Animal, Mechanical Calalog Date 09/09/2014
Geology Other Name Cataloged by Parr, Mary L.
History gy | Gt Stalus Date  09/09/2014
Natural History Qld# Status by Parr, Mary L.
Loan# L2014.1 Finnegan, Horace = | Status oK
Custom L) 9 E
Home Location PastPerfect Museum Main Bldg:Room 200:Loans Holding Shelf

Other Views
Appraisal
Condition o ||} <iframe width="420" height="315" src="{/www.youtube.com/embed/WesutM70g3w"
frameborder="0" allowfullscreen></iframe>

Dimensions L]
Lexicon
Location J J
Notes & Legal ‘Custom Field 01 Custom Field 11
People - Subjects Custom Field 02 Custom Field 12
Classificati L}
e Custom Field 03 Custom Field 12
Relations ‘Custom Field 04 Custom Field 14
Repatriation ‘Custom Field 05 Custom Field 15
Source . Custom Field 06 Custom Field 16

| Custom Field 07 Custom Field 17
Inscription .
Maker's Mark Custom Field 08 Custom Field18 s
Lists Custom Field 09 Custom Field19 7
Wirtual Exhibit Custom Field 10 Custom Field20 [ /

Record 31 of 32 Include in Web Export Updated by Unknown Updated 11/03/2014 03:24 PM |1 ECEY

The next time you go through the Web Publishing Wizard to create and
upload files, be sure that your Custom Field is selected as a field to
include online and renamed as you want it to appear on your site.

Your PastPerfect Online record will look like the example below.

[ Animal, Mechanical - L20. x

L € | [} sandbox.pastperfectonline.com, b F1DF( 13-308D ~A3AD-883357144442

PastPerfect Museum PAST

Sample site using artifacts from our demo collection PERFE C T
MUSEUM SOFTWARE

Email to Send Us

e Object Record < Bstum To Search Resuts B, Fiena T Fecaback

Keyword Search

Object Name Animal, Mechanical

Advanced Search
Catalog Number ~ 12014.1.2
Random Images

Vi p
P Video Wind-up

Photos

Libraries

Objects
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References

e YouTube Help article: Sign up for an account
e YouTube Help article: How to upload videos

« Information about setting up Custom Fields can be found in the
PastPerfect User Guide.

¢ Web Publishing Wizard - Selecting Data Fields
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Setting Up Quick Response (QR) Codes

Concept

Generating QR codes for your PastPerfect Online records will allow any visitor with a
mobile device to scan your code and be taken directly to your PastPerfect Online
webpage dedicated to that artifact. QR codes can be used to enrich gallery exhibits or
create mini-exhibits at off-site locations like local libraries, schools or parks. QR codes
allow visitors to view items in your collection quickly and easily, even while on the go.
There are two ways to generate QR codes: using an online generator tool or using
PastPerfect's built-in tool. This topic will discuss setting up PastPerfect's built-in tool.

From the Main Menu of PastPerfect click PastPerfect-Online.
Click the Next button.

1

2.

3. Click the Publish Files to Web button.

4. Confirm that the Hosting URL field is populated with the PPO Site

Address located on your Welcome Letter. Ensure that the Hosting URL
ends with a /.

‘Wehb Publishing Wizard

Publish Files to Web - PPOL2

Select Data Fields
toInclude 0 Once all Web Publishing Files are created, upload them to the Web server using HTTP file transfer

. . y
Customize Fisld Selectfile types to upload, and click Upload to Website Now to start the transfer.
Names
e Local Folder C:PPSIWEDEXport: Upload data URL  hitppastperfectonine.comidataupload

Upload Images URL hitpzi/pastperfectonline.comiimageupload

Browse Files
Before Publishing Upload Host pastperfectonline com
Create Web
Publishing Files IHusling URL (used for printing QRcode labels) hitp:/demo.pastperfectonline.com/ I
Publish Files to
Web

Steps

Select Files to Upload:

/| Data Files V| Images Upload Only Images in Selected Folders Select Image Folders
File Transfer Progess
Status:

View Upload Log

Upload Data and Images to Website

4 Back| Next | et |

5. Once confirmed, return to the Main Menu of PastPerfect. The next topic
will discuss ways of printing QR Code Labels.

References

« Understanding Your Welcome Letter
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¢ Printing OR Codes for PastPerfect Online Records
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Printing QR Codes for PastPerfect Online Records
Concept

Quick Response (QR) Codes allow for easy access to collection records for visitors with
mobile devices. QR codes can be printed from individual catalog records or from catalog
lists.

Print, Photographic

Hanley, Clair N.
1945

Japanese Plane at Luzon Airfield

An Amencan naval officer, Jack Tangney, examines an abandoned
Japanese aircraft on the Luzon Airfield after it was captured in 1943,
The plane is in very poor condition and there are palm reesin the
backzround. Handwritten note in pencil on back of photo reads,
"Luzon Air strip - Jan 1943".

2003.1.6

NOTE: You must follow the steps in the Setting Up Quick Response (QR) Codes topic
before you can print QR codes for catalog records.

Task

Printing QR Codes from Individual Catalog Records

1. Locate a catalog record that is selected for web export.
2. Click the Location button on the sidebar.
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3. In the lower right corner of the Location screen, click QR Code.

= Objects Catalog
=
0 e =
| LRI NS | H | Add §rﬂwse| Edt | Spel | Find | Query | Delete | Print | Media | Exit Sadaa Oviect ID H E‘
Screen View Collection Loans In Collection Date 1950
Archaeology ObjectID L2014.1.2 Year Range 1945 thru 1955
Art ObjectName  Animal, Mechanical Catalog Date 09/09/2014
Geology Other Name Cataloged by Parr, Mary L.
History o | Other? Status Date  09/09/2014
Natural History Old# Status by Parr, Mary L.
Loan# L2014.1 Finnegan, Horace = | Status oK
Custom L) 9 —I
Home Location PastPerfect Museum Main Bldg:Room 200:Loans Holding Shelf
Otner Views @ Archacology @ At @ Geology ©
e Home Location Temporary Location
Condtion o | Building  pastPerfect Museum Main Building Date [ f Return to Home Location
Dimensions o | [Room Room 200 Room Until
Wall Wall Reason
Lexicon )
Cabinet Cabinet Authorized by
= Shelf Loans Holding Shelf Shelf Woved by
Notes & Legal Drawer Drawer Motes =]
People - Subjects Container Container ||
Classification L]
SearthTems || actinventoried Date /¢ = | Inventoried by Dataset =
Relations L ion Hist =
ocation History 5
Repatriation Type |Date |Loczm'on ‘By Until l;l Loan Or
View Loan Screen | Put on Loan | @
Source L]
View Loan Histor
Inscription 4” Ezeizn
Maker's Hark Exhibit Options
Lists View Exhibit Screen Put on Exhibit | 'E]\
Wirtual Exhibit . View Exhibit Label | View Exhibit History‘l
| Record 310132 7l d b Export NIURICY pdated b o pdated Update History

4. Select the PastPerfect-Online URL radio button to see the web address

for the artifact. Click Print.
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= Objects Catalog
=
+ v #a B X | & X W Sortby 1
| LN | Add |Browse| Edt | Spel | Find | Query | Delete | Print | Media | Ext Sadaa Oviect ID H E‘
Screen View Collection Loans In Collection Date 1950
Archaeology ObjectID L2014.1.2 Year Range 1945 thru 1955
Art ObjectName  Animal, Mechanical Catalog Date 09/09/2014
Geology Other Name Cataloged by Parr, Mary L.
History o | Other? Status Date  09/09/2014
Natural History s = Print Selected QR Code
Loang#
Custom L) Selecturl o encode.
Home Lo tPerfect-Online URL "I Alternate URL
 atemate
Other Views Location|
Appraisal Home Ld  PastPerfect-Online URL
Condition » | Building hitp://demo.pastperectonline. comwebobject/ 1DF059B3-3080-47 0E-A3AD-883357 144442 Return to Home Location &
Dimensions L] oy
Wall
Lexicon
Cabinet /z
Location Shelf re @m
Notes & Legal Drawer Test Preview ;I
People - Subjects Container ||
Classification L]
Search Terms . _ ataset j
Relations — -
Location History = _
Repatriation Type |Date |Loczm'on ‘By Until ]| LeanOr
View Loan Screen | Put on Loan | @
Source L]
View Loan Histor
Inscription A 4” Geo-Data
Maker's Hark Exhibit Options
Lists View Exhibit Screen Put on Exhibit |
Wirtual Exhibit . View Exhibit Label | View Exhibit History'l
Record 31 of 32 7l d =G View Web pdated b 0 pdated Update History
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5. Test your printed QR Code Label to ensure the record is available online
and displays correctly.

Printing QR Codes from a Catalog List

It is important to note that QR codes will be printed for all items on the list even if the

item has not been chosen to be included online.

1. Open a catalog list and click the Print List button.

View List
View Detalls Gentlemen Ranchers: From the Hibbens to the Hiltons e Click column headsrto change sort order
ViewRecords | - Records Objects-3 Photos-6 Archives-2 Total=11
(520 view I Object D [ Object Name: I Creator I Title Description [-]
iew Images
a | [A 1895.1.4 Tape, Magnetic Paulette Nordauist Oral History Tape of Ernestine McMillar| 1 hour audio tape conta
a ) 7F 1999.1.1 Print, Photographic A Hilton Wedding Earl L. Hitton and Ernesi
¥ Map Locations P 198912 Print, Photographic O Fourily EarlL. Hiton and Ernesi
| P 1999.1.3 Print, Photographic Hilton, Clarence Lester Granny's Turkeys. Lura Cox Hiton (Granny
PrintExport List— | 199218 SRS Putting Up Hay Esr Hion driving the hc
— 7F 1999.1.9 Print, Photographic Mowing Hay Earl Hitton cutting hay w
& Print List P 1888.1.10 Print, Photographic Hay Truck Three children pose on
| [0 1888.1.12 Sifter, Flour Flour Sifter Tin flour sifter with pain
Exportto Excel | | |0 1898.1.13 Candlestick Stag Candlestick Cast bronze figural can
—_— _0 1999.1.14 Quitt McMillan, Lucinda Lucinda Quitt Hand sewn patchwork
) | [» 1999.1.15 Album, Autograph Autoaraph Album of Ernestine MchMillar| Folded leather cover w
Actions
Add to an Exhibit H
Addto aLoan H
Change Location M
Global Change [1
Include on Web 1
Remove from Web| | |
Build Relationship | [
Mark Inventoried H
@ Print Inventory | ||
Worksheet |
t Click here to mark results for removal Remaove Marked Records From List |

2. Select the option for PastPerfect-Online QR Codes under Card Type,
then click the Print button.
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View List
View Detsils Gentlemen Ranchers: From the Hibbens to the Hiltons ' Glick column header to ciange sort order
| MiewRecords | ' Racords objects-3 Photos-6 Archives-2 Tolal=11
(777 view! 1 Object D [ Object Name [ Creator [ Title Description [=]
[£::] viewimages [|~ 199572 Tape, Magnetic Paulette Nordquist Oral History Tape of Emestine McMilar 1 hour audio tape conta
| [P 1899.1.1 Print, Photographic A Hilton Wedding Earl L. Hilton and Ernesi
' Map Locations P [1999.12 Pt e eecorde = EarlL. Hiton and Emesi
H =
[P 11999.1.3 T e Lura Cox Hiton (Granm
P 1999.1.8 Earl Hitton driving the h
PrinyExport List— || n C: C: 2 1
=i 1 [P 1919 Print List Print Catalog Cards or Labels Earl Hiton cutting hay w
& Print List | [P 1909110 N o Posiion 1= Three children pose on
(o reset.12 Q = Tin flour sifter with pain
Exportto Excel | []0 1989113 T Print Card Type Cast bronze figural can
—_— 70 1999.1.14 () Catalog Card Style #1 Hand sewn patchwork
o 1889.1.15 " Standard Fields @ Extended Fields ) Catalog Card Style #2 rnestine Mchillar Folded leather cover w
Actions [
H || with Image Catalog Record Labels
Add to an Exhibit L] gExh'hiILahel
1l 1S
Addto a Loan : Print Catalog Record (| Barcode Labels
L I @) PastPerfect-Online QR Codes I
Change Location M o) §
i Print )
Global Change M Preview 4
[ Preview

Include on Web
Remaove from Web
Build Relationship

Mark Inventoried

Print Inventory
& Waorksheet

_4\

=

LCIick here to mark results for removal Remove Marked Records From List |

Exit

3. Follow the prompts for your selected printer dialog box if applicable.
4. Test your printed QR Code Label to ensure the record is available online
and displays correctly.

References
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Ways to Share Your Website
Concept

The more websites that link to your PastPerfect Online website, the more exposure your
collection will have. In addition to having a link to your site from your museum's home
page, you can use Facebook and Twitter to highlight featured collection items.

You may also want to consider setting up a custom email signature or creating a blog as
additional ways to share your PastPerfect Online website. This topic will focus on
sharing your collections with Facebook and Twitter.

Task

When sharing collection items using Facebook or Twitter, begin by locating a record
from your PastPerfect Online site that you would like to share and then copying the URL
for the record.

[} Photograph, Cabinet - 20° x YUY

€« C' | ) sandbox.pastperfectonline.com/photo/174C3

PastPerfect Museum

Sample site using artifacts from our demo collection

MUSEUM SOFTWARE

Email to Send us
-]

= Photo Record ¢ Return To Search Resulls a Friend 0 Feedbock

Keyword Search
Object Name Photograph, Cabinet

Advanced Search
Catalog Number 2003.4.1
Random Images

Title Portrait of Yosette Dupuis
Archives

Description Cabinet Card portrait of Yosette Kihega Dupuis taken in Cedar
Rapids, lowa at the age of 19.

Photographer Wiggins. 5. T.

Date 1885

Copyright All rights belong to the PastPerfect Museum

Pecple Dupuis. Yosette Kihega

Sharing with Facebook

1. Go to your organization's Facebook page and paste the link for your
collection item into a new post.

2. In addition to listing the URL, Facebook may include a thumbnail image of
the item and create a brief description by combining information from the
record's fields.
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7 PastPerfect Software x

<« C' [ https://www.facebook.com/PastPerfectSoftware E =
m e ——— Q
Page Activity Insights Settings Hep -

DAS T
ERFECT

——
ALSEUM SOFTWARE

Reach People Nearby

Reach up to 100,000 people near
Exton

v

©

See All Friends

Timeline About
PEOPLE >
ok k k)
865 likes
43 visits

THIS WEEK

Page Likes

137
Post Reach

UNREAD

I Recent
2014

Photos Reviews More ~

status || Photo/Video [ Offer, Event + -

htip:/sandbox.pastperfectoniing.comvphoto/174C3DDE-EEF 3-4F6E-
= 900B-992133642288

Founded

See Your Ad Here

d -

2003.4.1 - Photograph, Cabinet

Catalog Number 2003.4.1 Object Name Photograph,
Cabinet Title Portrait of Yosette Dupuis Photographer
- s Wiggins, S. T. Description Cabinet Card portrait of
- Yosette Kihega Dupuis taken in Cedar Rapids, lowa at
the age of 19. Date 1885 Copyright All rights belang to

+ Upload Image SANDBOX PASTPERFECTOMNLINE.CO
soostpost | [IEHN

PastPerfect Software
PastPerfect s the #1 best-
seling collection management
software!

Y Like Page - 865 people

Sharing with Twitter

1. Twitter has a 140 character limit for tweets, so the entire URL for your
record will not fit. Use an online URL shortening tool to shrink your URL.
There are many tools available for free online, a few are listed in the
References section at the end of this topic.

link.
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W PastPerfect Software (@P: %

<« C' | & Twitter, Inc. [US]| https://twitter.com/PastPerfectinfo

Compose new Tweet

Check out our newest collection item, just added to our PastPerfect Online sitel
hittp://bit ly/ZwoSH|

3 Acdphoo @ Location disablec 37

References

« Common URL shortening tools:
o bitly
o tinyURL
o Ow.ly
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Search Engines and Statistics

Adding Google Analytics to Your PastPerfect Online Records
Concept

Google Analytics is used to track visitors and monitor site usage. Many organizations
already have a Google Analytics account and simply need to add the code to the footer
field through the Interface Management Site to have PastPerfect Online pages tracked in
Analytics. You may decide to start a new Analytics account specifically for your
PastPerfect Online site. We suggest consulting with your web team before making
decisions regarding Google Analytics.

Task

Instructions for signing up for a Google Analytics account is best documented at:
http://www.google.com/analytics/

1. Sign in to http://admin.pastperfectonline.com.
2. Select the Header/Footer tab.

PastPerfect Online
INTERFACE MANAGEMENT SITE

Signed in as. support@museumsofiwana com Sign ¢ 3 | My Museum | M

Updale Museum
Open Web Site hitp /sandbox pastperfecionine com
Sila Buttons Header/F ooter Random Images Feadback Email A Friand Image Ordar Landing Pagea cs8 Cuslom Images
Hide Header Image
Header Texl
Foater Text PastPerfect Software, Inc. | 300 N. Pottstown Pike Sulte 200 | Exton, PA 19341 | 1-800-562-

6080 | sales@museumsoftware. com

3. Place your Google Analytics code into the Footer Text field, being careful
not to overwrite any of the additional text that might already be in that field.
Take care to make sure you have the entire script from Google in the field.
The text should start with <script> and end with </script>.
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Search Engines and Statistics

Updala Museum
Open Web Site hilp Vsandbox pasiperfeclonine com

Site Buttons Header/Footer Random Images
Hide Haader Image

Header Text

Footer Text
6080 | sales@museumsoftware.com

Feedback

Email A Friend

PastPerfect Software, Inc. | 300 N. Pottstown Pike Suite 200 | Exton, PA 19341 | 1-800-562

Image Order Landing Page CSS Custom Images

<script>

gal'create’, "UA-5717185-8", ‘auta');

(function(l,s,0,q,r.a,m){i['GoogleAnalyticsObject'J=r;i[r]=I[r]| |function(){
{ifrl.a=i{rl.al1(1).push({arguments)},i[r].1=1*new Date();a=s.createElement(o),
m=s.getElementsByTagName({o)[0];a.async=1;a.src=g;m.parentNode.InsertBefore(a,m)
F)(window,document,'script’,'//www.google-analytics.com/analytics.js','ga’);

Update Musaum

4. Click the Update Museum button at the top or bottom of your page to

save your changes.

References

¢ Accessing Your Interface Management Site (IMS)

+ Interface Management Site - Header/Footer Tab

e Search Reporting
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C

Cascading Style Sheet (CSS): File or series of files that contain parameters to determine how a website will render
on a screen. CSS can also be contained within a webpage and is modified in PastPerfect Online on the CSS
tab of the Interface Management Site.

Catalog Record: PastPerfect Objects, Photos, Archives, or Library record.

Container List Record: Record of the containers that house items of an Archives record. These containers often
have additional descriptive and arrangement information not repeated in the parent Archive record

Creator Record: Record for the Artist, Author, Creator, Photographer, etc. of an item in PastPerfect. These records
can contain an image of the creator, as well as biographical information.

E

Email Forms: Three interactive forms that can be enabled on your PastPerfect Online site: Feedback form, Email to
a Friend form, and Image Request form.

F

Footer: Area at the bottom of your PastPerfect Online site, below all other page content. Often contains contact
information for your museum, tips for searching, copyright statements, etc.

G

Google Analytics: Service of Google that provides information about the visitors of your PastPerfect Online site.

Google Indexing: Service provided by PastPerfect to submit your catalog records to Google for indexing. This
service allows your catalog records to be displayed as search results in the world's most popular search engine.

H

Header: Area at the top of your PastPerfect Online site, above the navigation buttons. Can be used to insert text or a
clickable logo to direct visitors to your main website.

Hex Code (Color): Combination of six values representing a specific color. Valid values are 0-9 and A-F. Examples
of hex codes: 000000=black, 0000FF=blue, FFO000=red, and FFFFFF=white.

Home Page: see Landing Page

HyperText Markup Language (HTML): Formatting language used to structure and display text documents as web
pages.

Interface Management Site (IMS): Administrative site used to control the features and display of your PastPerfect
Online site. Access to IMS is only available to the Museum Manager for each organization’s site.

K

Keycode: Seven digit number specific to your organization used during the installation of PastPerfect Online. This
number is printed on the PastPerfect Online Upgrade CD case.

L
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Landing Page (Home Page): HTML page associated with your PastPerfect Online site that can be customized
through IMS to include information of your choice. Often used to welcome visitors, give instructions and
recommendations for searching, as well as operating hours and contact information.

M

Mobile Device: Internet connected devices such as smartphones and tablets.

Multimedia File: Multimedia files include but are not limited to: PDFs, audio files, video files, MS-Word documents,
MS-Excel files, and large archival images.

Museum Manager: Login level assigned to a member of the organization that allows access to the Interface
Management Site.

N

Navigation Bar: Row of buttons at the top of many PastPerfect screens. Contains buttons to perform basic functions
like editing, adding, saving, and moving between records.

Navigation Buttons: Buttons that run across the top or along the left side of your PastPerfect Online site. Navigation
buttons include: Home, Keyword Search, Advanced Search, Random Images, Archives, Photos, Libraries, and
Objects.

O

OPAL: Abbreviation for the four catalogs: Objects, Photos, Archives and Library

P

People Record: People Biographies record that can be linked to catalog records. These records can contain an
image of the person, as well as biographical information.

Pixels (px): Unit of measurement for images. In most cases, a pixel is a single dot of color on a computer monitor.

Q

Quick Response (QR) Code: Two-dimensional barcode often used for quick access to websites that can be
scanned by mobile devices. PastPerfect Online QR Codes contain the address of a catalog record’s web page.

R

Responsive Design: Web design approach that provides for optimized viewing on smaller devices.

S

Search Category: Group of fields that contain similar content, set up in the Web Publishing Wizard and appears on
the Advanced Search page of your PastPerfect Online site. Created by mapping multiple data fields to a single,
over-arching search title.

Search Terms Record: Record for a Search Term, which can be used to provide a description of the term.

Sidebar: Left side of many PastPerfect Screens. Contains buttons that provide additional information or enable more
advanced functions.

Site Logo: Image that represents your organization, added through the IMS Site Tab and will appear at the top of
each page.

Site Record: Sites & Localities record that contains location information and can be linked to catalog records.

Stylized Thumbnails: Resizied thumbnails to maintain a consitent aspect ratio for a more uniform display.

U
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Uniform Resource Locator (URL): Address of a file on the internet, such as a website. Example:
http://www.MuseumSoftware.com

W

Watermark: Text applied to online images to reduce unauthorized use. Watermarks cannot be removed by editing
software and therefore your online images become unsuitable for reproduction.

Web Publishing Wizard: PastPerfect’s web publishing tool used to create and upload files for PastPerfect Online.
Accessed from PastPerfect’s Main Menu.

Welcome Letter: Document delivered with your PastPerfect Online software that contains important information
about installing and using PastPerfect Online.
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