RESEARCH

14

Research is where all the hard work of cataloging pays off. Research allows you to
develop insights and draw conclusions about your collections. The computer can
sort and organize your data in new and unexpected ways. If your catalog records
have been entered carefully and consistently, you will enjoy performing searches
of the collections.

Research has five methods of searching, which are commands on the main menu
Research fly-up menu. They include searching All Catalogs, by Keyword, by
Lexicon, by People, and by Search Term. The sixth research method is to use the
Query command which appears at the top of each of the four catalog screens.

Figure 14-1
Research fly-
up menu

All Catalogs

by Keyword

by Lexicon

by People

by Search Term

Click here to close the
fly-up menu

/

Click the Research command
on the main menu to open the
Research fly-up menu

Once a catalog record or group of records is located via a search, you can view the
Catalog screens for each object, or print a summary or detailed list of the selected

objects.
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RESEARCH ALL CATALOGS

This search allows you to search all four catalogs at once. The Objects, Archives,
Photo, and Library catalogs contain fields that are common to all. These fields are
available through the All Catalogs search.

To begin a search, press Research on the main menu and then the All Catalogs
command button on the fly-up menu. The following screen will appear:

Figure 14-2 ki

Research All Query all four catalogs Search: ¥ Objects W Photos ™ Archives M Library Exit Jit
Fiekd Condtion ek
Catalogs | Gollection | [ contains tex || Rocky Fine Ranch Callection L o MU e
2 B

L Searchnow |

Retriewe Query
New Search

Lelledledledle L

Lol flefleflefLefLed

|
| |
| |
‘ hd | Saive Query |
| |
| |
\ |

earch Results Records searched=84 found=14 julesestedleds g Res o | Clarhizs

Object ID I Ohjname | Crestor Tille: Description | Callection [
| |~ 188514 Tape, Magnetic Oral History Tape of Erne| 1 hour sudio tape cortsining the voices of Erne Rocky Pine Ranch Collection
[|P 199911 Prirt, Photographic A Hikon Wieclding Earl L. Hiton and Ermiestine Mcbilan Hiton stareFocky Pine Ranch Collection
| | 199912 Prirt, Photagraphic Our Family Earl L. Hilton and Ernestine McMillan Hitan stamRocky Pine Ranch Callection
| [P 199813 Frirtt, Photographic Granmy's Turkevs Lura Cox Hiton (Granny) feedin her turkeys i Rocky Pine Ranch Collection
[ |P 199914 Print, Photographic Rocky Ping Ranch Barn | Calor phatocraph of the kiarn st Rocky Pine Rar Rocky Pine Ranch Collection
[P 18891 5 Frirt, Phtograghic The barn The 1902 barn after being painted in 1995, Rocky Fine Ranch Collsction
||P 189318 Frirt, Photographic Putting Up Hay Earl Hiton driving the horse-drawn mower, Th Focky Pine Ranch Collection
[ |P1999.1.9 Prirt, Photoor aphic Movving Hay Earl Hiton CLiting hay veith the new mower pur Rocky Pine Ranch Collection
| [P[1908.1.10 Prirt, Photagraphic Hary Truck Three children pose on the front bumper of & fL Rocky Pine Ranch Collection
[ |0 1998111 Funnel Granddad's Funnel Wiite enamelware: funnel with biue rim. fem hRacky Pine Ranch Callection
[|o 1999112 Sitter, Flour Flour Sitter Tin flour sifter with painted areen exterior and 1R2cky Pine Ranch Collection
01939113 Candlestick Stan Candlestick Cast bronze figural candlestick in the form of & Rocky Fine Ranch Collection
[|o 1939112 GQuit McMilan, Lucinda Lucinda Quit Hand sewn patchuvork auit made by Lucinda hRocky Pine Ranch Callection
| |419999.15 Album, Autograph Autonraph Album of Erne| Folded leather cover with 32 lsaves. This auto Rocky Pine Ranch Callection

£ Click here to mart resuts for removal

Remove marked records Preview List Prirt List v with Image. Print Detail, Catalog CardsiLabels

Searches can be performed on any field that is common to all four catalogs. There
are seven pull-down field lists enabling you to search multiple fields at once using
the “and” or “or” operator to either narrow or expand the search.

Figure 14-3 Query all four cat:

All Catalogs Fiekd con
9 Collection - ]#

—)

Seven pull-down field
lists are available

i

S BAN ]1

Search Results =
i
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Each of the seven pull-down field lists is arranged alphabetically. Click on the
field of your choice.

. »
Figure 14-4 Query all four catale catalogs H
F_)u I I_d_own Field! Conutian onchtion ‘
field list and Collection Contains ; ,W‘ P
g Contains text
condition Accession# - Contains exaclmatch\ |?
Acq Value Begins with E\ Select a condition
statements Appraisal notes Greater than g tat t
Appraiser Greater than or equal to I statemen
Cabinet Less than r
Caption ressthan or equal to |—(
Catalog date Iz EQZ‘LW
Cataloged by I within list
Category Does not contain text
Classification Objggre~ . oo

[ Collection
Condition
Condition Motes
Conditian by

Condition date
Container

Creatar

Credit line

Current value maximum
T 111 1 I

Select a field from
the pull-down list

Next select a condition statement in the box to the right. Condition statements
include: Contains text, Contains exact match, Begins with, Equals, Greater than,
Greater than or equal to, Less than, Less than or equal to, Is empty, Is not empty,
Is within list, and Does not contain text.

Then in the next box to the right labeled “What” enter the word or words you
want to find; capitalization is not important unless you check the Match Case box
at the top right of the screen.

Figure 14-5 = Guery
Enter words to Query all four catalogs Search: ¥ Obiects @ Photos [ archives I Library Eitfj
find in “What ‘Z?ﬁe:nnn | %‘smm | g;itkyF’me Ranch Gollection . o WUEReE
box | | | y

‘ j ‘ j ‘ / Search now

| | | | | y

‘ j ‘ hd ‘ / Retrieve Guery

Lo o olel won oo b e e e ,-../ P SR

Connect multiple
conditions with
either “and” or “or”.

To start the search, click on the Search Now command button.
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In the example shown we searched the common field Collection for records that
contain text “Rocky Pine Ranch.” The results were eight photographs, four objects,
and two archival records.

If matching records are located, a list is displayed as in Figure 14-2 and a number
of options are then available as described below.

View Selected Catalog Records - Use this command button to view the catalog
screens for each record located. All functions are available, including displaying
source information and images.

Preview List - View the report for the search results before you print it. Check the
“with Image” box if you want associated images to display on the list. Note that
imaging is an optional feature.

Figure 14-6 w| > H 5
" -
Search Results ¢
062472004 Matches [4
Catalog / Ob jectid / Ob jname  Description Condition Status Home Location #
-
4199514 1 hour sudio tape cortainingthe Taices of Emestine McMillan  Excellert oK. PastP erfoct Mussun Archives
Tape, Magnetic Hilton and interviewer, Paulette Mardguist /
Topics R
1 Memories of growing up on a wheat ranch in Esstetn ”
Wastington, during the 1020's 1
2. Recollections of having polio s 8 very young child
3. Cowleip and marriage dwing Werld War Two. f
5. Life on a daity ranch 1950-1970
6. Description of Christmas and other holiday traditions ot the E
ranch. f
\
P 18901 Ead L, Hilton and Eraestine Mcbillan Hilton tand in frozt of 3 Groad oK PastP ecfect Museun Archives
Prin, Photographic fireplace shartly ater thos wedding, She iswearing a white satin ¢
— wedding dress and halding a bouruet of toses. Heis wearing a {
ﬂ o Y
! {
P 1999132 Eart L Hitton and Ernestine Mebillan Hitton standingbesidea  Good oK. PastP erfect Museun Archives F
Britt, Photogaphic trustk at the ranch with their irfant son, Earl Jr. (Surng) {
O o W A e WY g T T L )/

Print List - Prints a list of all records that were located in the search.

Print Detail, Catalog Cards/Labels - Prints the full catalog record of each record
located, one record per page. It also allows you to print catalog cards, catalog
record labels, exhibit labels, and barcode labels.
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Remove Marked Records - Before you view or print the resulting records list, you
can manually remove selected records from the results by clicking in the box to
the left of the record to mark it. Then press Remove marked records.

Save Query - This command allows you to save queries for future use. The condi-
tion statements are saved and not the actual results. You will be asked to give the
query a name by which it will appear on the list of all catalog queries.

Retrieve Query - Use this command to select from a list of previously saved que-
ries. Once a query has been retrieved you may run it as is or modify it and then
run it.

Figure 14-7 H Retrieve save query ﬂ
Saved
Queries GLery name Date saved Rec's found | |
List Collection - Rocky Pine Ranch 062472004 05:31 PM 14

T - A - e e Y il »

Clear Results - Clears the search result list so you can start a new search.

New Search - Clears the search results list and any entries in the “What” fields.

RESEARCH BY KEYWORD

To access this search method, click on the by Keyword command on the Research
fly-up menu to reveal the screen in Figure 14-8.

The Keyword search is an indexed search, meaning PastPerfect creates a word list
from the entries in the Archives, Library, Objects, and Photo catalogs. If you have
made a lot of changes to the catalogs and have not rebuilt the word list recently,
you should click Rebuild Indexes Now to rebuild the index. This will ensure that
the word list reflects recent changes to the catalog data. The last date on which the
word list was rebuilt will appear in the yellow box at the top right of the screen.
Please note, rebuilding may take several minutes, for this reason, the rebuild can
also be included as part of the Reindex process.
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Figure 14-8 m Research

Research by Keyword Search Search: * Allrecords © Resutsonly v Objects v Phetos ¥ Archives v Library m
KeyWO rd To search enter keywordss and press Start Search Now. The keywword search index must
i be rebuit to include changes to
agriculture
‘ 9 & the catalog deta
T @i St Stort.SearchiNos Last reiauit 0B/24/2004 D605 PY
Selsct from word list Sounds lke |

“ anyword  Allwords Rebuild Indexes Now

Exter up o 5 words, sash separated with a spase. For a wildeard search enter WORD*
Fecords will be selected i theyy contain any of the words

Search Results Records searched=34 found=3 20 G| S [| EEries
Object ID [ Objname [ Deseription Keywards (click to view all)
4 18851 4 Tape, Magnetic 1 hour audio tape cortaining the voices of Ernestine researchers may listen to the tape or use transcript in museum study room n a ernestine h
© 190731 Necklace Beads recovered from arave site. Unalazed clav b cabinet beadls parr mary | history renatriation hazleton colleds denartment of anthronclody
P 1999110 Prirt, Photographic Three children poss onthe fromt bumper of a fullv-| file cabinet hay truck parr mary | aaricutture children transportation rocky pine ranch collec
0 1999.1.11 Funne! Wihite enamelware funnel vith biue rim. tem has a the funnel is in fair condition surtace shows a chips wesr enamel st spout around rim sligl
P 199913 Frirt, Photographic Lura Cox Hiton (Granny) feeding her turkevs inthe flle cabinet aranny's turkevs parr mary | aericubure poultry rocky pine ranch collection a0
P 199914 Prirt, Photographic Color photocrash of the barm 3t Rocky Pine Ranch 1 flle cabinet rocky pine ranch karn parr mary | soricuture buildings collection tood in memor
P 199915 Prirt, Photographic The 1802 barn after being painted in 1335 file cabinet barn parr mary | agricutture farms farming rocky pine ranch collection good - pr
P 183818 Prirt, Phatagraphic Earl Hilton cirivine the horse-draswn mower. The me file cabinet earl mowing hey parr mary | gricutture horses rocky pine ranch collection goo
P 190919 Prirt, Photographic Earl Hiton Cuttin hay wih the neve mower purcha tlle cabinet mowina tractor par mary | acricutiure farms farming rocky gine ranch colectio

L Click here to merk results for remaval

Remove marked records Preview List Prit List v with Image Print Detailz Catalog Cards, or Labels

KEYWORD SEARCH MANAGEMENT

To increase the speed of searches and the time it takes to rebuild the index, you
can choose to include only words that are in selected catalog fields. You can
also create a list of common words like “and” and “the” that will be ignored. To
make these changes, open the Setup fly-up menu on the main menu and select
Keyword Search to open Keyword Search Management screen show in Figure
14-9.

The left side of the screen has four tabs that list the possible search fields in the
Photos, Objects, Archives, and Library catalogs. Place a check mark next to the
fields that you want to include in the search. The fewer fields you include, the

faster the rebuild process and the faster the searches.

On the right side of the screen is a box listing valid characters that, in addition
to the letters A to Z, you want to include in the keyword index. Characters other
than the letters A to Z and those listed here will be ignored.

There is also a box where you can list common words that should be excluded
from the index. Words such as “and,” “she,” and “his” are so prevalent that



Research 203

including them would be meaningless. You may want to add common words spe-
cific to your organization, such as your organization’s name.

. —

Flgure 14-9 B Keyword Search Management

Keyword Keyword fields Place 8 check mark nextio Lasst rebuild time was 1 min.

S h the fields that you want to include in the OE24/2004 05:05 PR
earc keswword search. Then rebuild the indexes.

Management Phiotos l Archives l Library

Rebuild Indexes How

Accession#

Arcessories
Appraisal notes

“alid characters to include in keywords in addition to a-z

Appraiser K

Aﬁ?St Reset to defaults

Arist 2

Azsemblage zone

Bag Murnber [io not include these words in keyword list.

Box Mumber all, and for had has her his from into,one our zhe that than their them there J
Cabinet Ihen these they this two vwas weere when with

Caption

Cataloged by

Category

Chemical Comp
Classification
Collection
Collector
Condition

: . Ity
e Word List )
Clear all check marks Exit

Rezet to defaults |

ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂj

L

After making the desired settings, click Rebuild Indexes Now. If you have a large
number of catalog records, this function may take several minutes. While the
rebuild is in progress, other users on the network will not be able to perform key-
word searches.

STARTING A KEYWORD SEARCH

To start a new search, type up to five words in the box on the upper left-hand
side of the Keyword Search screen. To select a word from the word list, click on
the Select from word list command button. The word list will appear.

Next click the Start Search Now command button. The search will begin run-
ning and the results will appear on the bottom of the screen.

When the search is complete, the number of records searched and found will dis-
play. The commands described earlier in this chapter are now available: View
Selected Catalog Records, Preview List, Print List, Print Detail, Catalog Cards/
Labels, Remove Marked Records, and Clear Results.
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FIND BY LEXICON

Click on the by Lexicon command button on the Research fly-up menu to search
by lexicon category or term.

A Lexicon search is designed to allow you to search for catalog records by main
category or sub-category. Select the Lexicon category by clicking on the down
arrow next to the category field. You may then select the sub-category or object
name you want to search for. You may want to first select a main category or sub-
category to narrow the selection list. To start the search, click on the Search Now
command button. The Lexicon search has access to all four catalogs: Archives,
Objects, Photos, and Library.

For example, you can search for all catalog items in the main category Commu-
nication Artifacts, or you can further narrow the search by choosing the sub-cat-
egory, Documentary Artifact.

Figure 14-10 = Research
SearCh by Search by Lexicon 7o startsearch, select main category, sub-category, or object name. Searchi |+ Ovjects ¥ Photos [ archives ¥ Liorary  Ext fle
LeX'COn Main Category Sub-Category T Object lames ] £

8: Gommunication Artifact - j" jl SR

1: Btructures
2: Building Furnishings ‘ G P ‘
r 3:Persanal Aifacts

4 TEE For Malerials e-scription Wain Category I
5:T&E For Science & Technology
B:TEE For Communication

7: Digtribution & Transportation Arifact
8: Cammunication Artifact

Sub-Categry =]

9: Recreational Artifacts
10: Unclassifiable Artifacts

11: Matural Histary

= CleRhereto metky 2 stftsirar ey

v with Image |

PastPerfect will search for all items in your catalogs that match the criteria cat-
egory Communication Artifacts, sub-category Documentary Artifact.

Further narrow the search by choosing an object name. In this example, Postcard
is the object name. PastPerfect will search all catalogs to locate any items with the
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Figure 14-11
Lexicon
Search by
sub-category

B Research 4

Search by LeXiCOn To start search, select main category, sub-category, or object name. Search: v Objects v Phg

| Main Category Sub-Category Object Hames F .
” §: Communication Artifact ﬂ ﬂ| ’4
Advertising Medium -
At
Search Results Records searched=94 found=3 Ceramanial Artifact (
|ObJEC‘t D Chingtme N Main Category 'J
— Fy » p - o o ' d == R e ) 7

main category Communication Artifacts, sub-category Documentary Artifact, and
the object name Postcard. The results appear on the list.

Figure 14-12
Lexicon
search results

W Research
Search by LeXicon To start search, select main category, sub-category, or object name.  Search: ¥ Objects ¥ Photos ¥ Archives I Library Bt ¢
[ Main Category [ Sub-Category [ Object Hames |
|| 8: Comrmunication Arfifact j” Docurentary Artifact jl‘ Posteard jl
Search Results Records searched=04 found=9 View: Catalog Screens | Clear Results
Ohject ID [ Okiname [ Deserigtion Main Catzgary | Sub-Category
[P 200028 Postoard Qutdoor photooraph of woman sitting on chair with litle airl resting on the am & Communication Artitact  Documertary Artifact
[P 200029 Posteard Phato nosteard of & vouna airl. The card has anilustration of & bunch of lisc & Communication Artifact  Documertary Artifact
[P 200033 Posteard Group portrait of & young women. They are the 1909 oradusting class of the & Communication Artifact  Documentary Arifact
[|# 200027 Posteard This is & 4\ era posteard. This posteard was manufactured by the llustrst 8 Communication Artifact  Documertary Artifact
[ | 200024 Posteard Christmas areeting postcard ilustrated with & window surrounded by & wree 8 Communication Artifact  Documentary Arifact
[ | 200022 Postoard Hew ‘Year posteard ilustrated with aolden harseshos and & scrallthat reads & Communication Artifact  Documertary Artifact
[ & 200023 Posteard Christmas aresting postoard. llustration of snov covered meadow with pine & Communication Artifact  Documentary Arifact
| |4 200024 Posteard Christmas areeting postcard. lustration of fireplace mantle huna with two e 8 Communication Artifact Documerttary Artifact
[|® 200025 Posteard Christmas postcard. lustration of poirtsettia flowers on cream backoround. | & Communication Artifact  Documertary Artifact
PRV o NS P - W nm o e A - e W g gt B

A Lexicon search can be as general or as specific as you like. If matching records
are located, a list is displayed and the command buttons Preview List, Print List,
View Catalog Records, and Print Detail, Catalog Cards/Labels are enabled.

RESEARCH BY PEOPLE

The People field appears in all four catalogs and is used to identify people who
appear in photographs or are associated with archival materials, objects or library
books. When entering peoples” names in the catalog records, they should be
entered last name, first name. If each name is separated with a carriage return, then
PastPerfect will add the names to the People authority file.
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The Research by People screen will display the People authority file. With each
appearance of a name, the columns to the right will indicate the number of times
the name appears in each of the four catalogs.

Figure 14-13 [ & Research &)
— |
Research by | Find People souste-cieionnameto scaren | | newsemen || B |
PeOpleSCfeen sale|c|lole|r]|s H|\|J|K|L|M|NlO|P|Q|R|5|T|U|V|W|X|‘(|Z|’>
Hame Appearancesin:  Photos Objects Archives  Library
Hanley, Clair Mortan 1 1 o 0 ;l
Hanley, Helen Torgesan 1 1 0 0
Hanley, Yarren T, o 1 4 0
Hargity, Juneau 0 i 1 0
Hargity, RobertB. o i 1 0
Hearn, Bert 1 0 0 0
Hiton€ri L[|/ |1 [0 |1 |
Hitton, Earl L. Jr. 2 i 0 1
Hilton, Emestine Mchillan 2 1 2 0
Hitton, Jerald L. 0 i 0 0
Hilton, Lura Cox 1 3 1 0
Hitton, Maney L. 1 i 0 0
Hilton, Richard L. 1 1 o 1
Hoower, Herbert 0 i 1 0
L Giciofiere to et resuts for remeval
v with Image |
To view the catalog records associated with any of the names on the list, double-
click on the name.
i - m Research ]
Figure 14-14 &
Name Appearances in: Photos Objects Archives  Library
SearCh by Hilton, Earl L. 4 0 0 0| “isw Catalog Screens | Mews Search | Exit jl+ |
Ohject ID Objname [ Description People -
People results L|p 199811 Prirt, Photographic Earl L. Hiton and Ernestine MeMilan Hiton stand in front of & fireplace shorly. Hiton, Earl L
[|F 12891 8 Frint, Photographic Earl Hiton drivin the horse-drawn mower. The mawer wanon is hitched to1 Hiton, Earl L
[|p 199312 Frirt, Photographic Earl L. Hiton and Ernestine MeMilan Hiton standing beside a truck = the ranc Hiton, Earl L
[|p 1939138 Prirt, Photographic Earl Hiton Cutting v with the new mower murchased in 1977 Hiton, Earl L.
LI o e TR e S S o e Bl B P g P ——

When the search is complete, the four command buttons at the bottom of the
screen are enabled.

The command button Preview List allows you to view the summary report for the
search results before you print it. The following is an example of how Preview List

looks.
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Figure 14-15 ®|b U

{
Preview List A

pol

Search results for: Hilton, Earl L.

*
Q672472004 Matches 5
3
Catalog / Objectid / Objname  Description Condition Status Home Location T
P 199911 Earl L Hilton and Ernestine Mclitlsn Hilton stand in front of & Good OK PastP srfect Museun Atchives "
Frird, Pholographic fireplace shartly after their wedding, She isweating a whits satin f‘
—om wedding cress and holding a bouquet of roses. Ha s wearing a ¢
dark suit ¢
F
P 199918 Earl Hilton driving the horse-drawn mower. The mower wagmis Good 8):9 PastPerfect Museum Au:hlveg
Pritt, Photographic Hitehed to oo harses. The horses were named Fanny and Katie
Fanny had been a cavalry horse and was purchased from the amy (’
at Fort G eorgs Wi ght in Spokans )
P 199912 Earl L Hilton mnd Ernestine MeMillan Hilton gandingbeside s Good OK PastP erfect Museun dschives
Prirt, Photographic truck st the saach with theit infant son, Earl Jz. (Svang).
O R e L Y

The Print List command button prints the above report.

View Catalog Screens takes you to the catalogs, giving you a mini-database con-
taining only the records that resulted from your search.

Figure 14-16 m Search Results =
. = e 2

View Catalog LB E R Photo &
SCI’ee ns Collection  Rocky Pine Ranch Collection Date 1942

Object ID 1999.1.1 Objname Print, Photographic “eer Range 1842 [t 1842

Other# Categary 9: Communication Artitact Catalog date | 03/051399

Old# Sub-category At cataloged by Parr, Mary L

Accessn# 19991 Status date | 041142001

Source Hilton, Ermestine Gift Statusby  Tanaka, Jeanie

Credit Line In memory of the pioneers of Spokane County 03/05/1993 Status: oK =l - |

Home Losation PastPerfect Museum Archives:Room 202:File Cabinet 2:Drawer 3:F older P-R Setup Mutimedia links | Image Managemert (1 o 2)

Description ﬂ Print Size 2 102" x3 112 Dimension Details

Earl L. Hiltan and Emestine Meblillan Hilton stand in front of a fireplace shartly afler their wedding. — = |

She is wearing a white satin wedding dress and holding a houguet of rases. He is wearing a

dark suit. T

Mlegi c0987
| Framez =]

Tl A Hilton Wedding Provenance

Photographer = =1

Stucio =

Place ‘Washington/Spokane CountyiCheney

Event 1943 Hitar We dding =

Medium Phatographic PapenPhotographic Emulsion Conyrights |

Frame —

OrigiCopy — Copy J

heg Loc

PR =

Record 1 of 5 . Dublin Core. | AAT online _ Updsted 05422004 0d: 31 PM | Updated by Unknown | Upciste History

The Print Details, Catalog Cards, or Labels command reveals the following
screen:
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Figure 14-17
Print Details,
Catalog Cards,
or Labels

B Print Common Records

Prirt catalog cards or lshels

=

| Start position

Card type
o Catalog card style #1
" Catalog card style #2
" Catalog record labels
" Exhibit labels:
" Barcode labels

[&

Preview

=i

Print

Print Recard

Prewiesn:

=

Exit

You can print the
complete catalog
detail for the records
that resulted from
your search of the
People file.

T~ can also print catalog

From this screen you

cards, catalog record
labels, exhibit labels,
or barcode labels.

Research by People allows you to enter or display biographical information. To
display or print biographical information from the Research by People screen, first
select a name from the People list, then click on the Biography command to dis-
play, enter, or print genealogical and biographical data. When there is information
entered in the Biography screen, the command button will be green. If no informa-
tion is in the Biography screen, the Biography command button will be grey.

Figure 14-18
Biography
screen

® Authority file
People Biography,
Hame | Hilton, Earl L Roke | =l
Other names =l mationaiity[ U5
—1 ocupstion, | Rancher = =
Born | 02/08/1922 where | Washtucna, Washington sphere of
activity
Diedt Whers
Mather | Lura Cox Hilton
=l Image Management |
Father | Clarence Lester Hiltan
Publications =]
Spouse | Ernestine Isadora McMillan
Children | Earl Laverne Jr. 1944 - =l
Mancy Louise 1346
Richard Lester 1948 LI Motes| Earl L. Hilton served in the armoured tank division in Wil in ;I
(R el Europe,
Pl andior [y s =]
gecaraphical |, oS
arsas of ' -
residence | > 221%, WA | =
o Relsted catalog records:
Tl anct hanor = [onject Obirame: Tille -
[ F 1898.1.1 Frint, Photographic 4 Hiton Wedding
F 189918 Frint, Photographic Putting L Hay
Relationzhips ;I P 189312 Print, Photographic Qur Family
o F 189918 Frint, Photographic Mowing Hay
Edusation =
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RESEARCH BY SEARCH TERMS

The Research by Search Terms method is designed to provide an access point into
your catalog records that is based on terms created by and for your particular
institution. For example, if your institution is a local historical society, your search
terms may be family names or local places of importance. PastPerfect automati-
cally creates the Search Terms authority file based on the entries in the catalog’s
Search Term:s field.

The Search Terms authority file will be displayed on the screen.

F|gure 14'1 9 W Research
Research by Search by Search Term oveute-ciick on search term to search. Exit fle
|

Search Term Searn Torm Anpearances in._Photos _Gbjects Archives_Library

Carter Family 4 1 o o -

Clayton Family 2 a 1] a

Hiltan Family [ a 1] 1

Hopalong Cassidy o 1 o 1

MeMillan Family 1 2 2 a

McWilliams Family B o 1 o

Repatriation 1] 1 1] a

Rocky Pine Ranch B 3 2 1

Washinaton Family 3 a 1] a

wiorld War | o 1} o 1}

World War Il B 1 4 0

WAL 1 1 4 1}

L Gliclhere (o eriresute far removel

I with Imags

The search terms are listed on the left half of the screen and the number of appear-
ances in each catalog is listed on the right. To begin a search, double-click on an
entry on the list.

The search results will display on the screen as shown in Figure 14-20.
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Figure 14-20
Research by
Search Term
results

B Research

Search by Search Term oouts ciick on search term to searcn.

View Catelog Screens Exit [t

[ object D [ obiname: [ Descrigtion [ Search Term [=]

P 183313 Print, Photographic Lura Cox Hitton (Granny) feeding her turkevs in the vard et Rocky Pine Ranct Rocky Pine Ranch
P 1999138 Print, Photographic Earl Hittan drivine the horse-drawn mawer. The mower waaan is hitched to 1 Rocky Pine Ranch
P 199915 Print, Phatographic The 1802 barn atter being painted in 1335 Rocky Pine Ranch
F 1333110 Print, Photographic Three children pose on the front bumper of & fullv-loaded hay truck. Hitton Family

P 199912 Print, Phatographic Earl L. Hitton and Ernastine Mohilan Hitton standing beside & truck at the ranc Hiton Farmily

P 183314 Print, Photographic Color photoaraph of the barn at Rocky Pine Ranch taken after & snowfall 197 Rocky Pine Ranch
01999111 Funnel ‘White: snametvvare funnel with blue rim. ftem has a place of origin stamped o Rocky Pine Ranch
0 1839112 Sitter, Flaur Tin flour sifter with painted areen exderior and hlack wooden knok on crank b Mehiilan Family
01999113 Candlestick Cast bronze fiqural candlisstick in the form of a stag. | is approximately 12 inc Rocky Pine Ranch
A 1999115 Album, Autograph Folded leather cover with 32 lsaves. This autograph album contains poems ¢ Meilan Family

A 19951 4 Tape, Magnetic 1 hour audio tape containing the voices of Ernestine McMilan Hitton and inter Rocky Pine Ranch
L L2000.1.4 Book Hopalong Cassidy Lends & Helping Hand is a cardboard bound children's boo Hiton Farmily
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Remove marked records

Frevisw List Brirt List ¥ with Imege: Frint Details, Catalog Cards, or Labsls

When your search results appear, the Preview List, Print List, View Catalog
Screens, and Print Details-Catalog Cards or Labels command buttons are acti-

vated.

INDIVIDUAL CATALOG SEARCHES

You can also search each catalog separately. These searches can be done within the cata-
log screen by pressing the Query command. These single catalog queries are identical to
the All Catalog queries described above except that all fields are available for searching,
not just the fields common to the four catalogs.




