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f THE MISSION

of California State Parks is to provide for the health,
inspiration, and education of the people of California by
helping to preserve the state’s extraordinary biological
diversity, protecting its most valued natural and cultural
resources, and creating opportunities for high quality outdoor
recreation.

N\

FORMAL TRAINING GUIDELINES

Welcome to an ETMS formal training, an essential component in your career
development.

The program you will be participating in is described in this training syllabus,
which outlines what you can expect from this training and what is expected of you.

1. SYLLABUS: Print your copies, read, and bring the syllabus to the training. Lap
Top computers will be provided for you at the training class.

2.  TRAVEL: Arrange your travel to and from the training site through your District
or Office. (No reimbursement for travel expense — including per diem costs —
will be approved for travel not specifically authorized in advance by the District
Superintendent). Individuals may claim reimbursement for incidental expenses
incurred as outlined in DAM 0410.6. Participant travel (air fare, mileage, rental
car, etc.) is paid by the District or Office to_and from the location of training.

3. HOUSING: Hotel reservations are the responsibility of the participant and are
eligible for reimbursement pursuant to the “allowable state rate” for
Sacramento on the Park Intranet website at http://isearch/? page id=1295.

4. ENROLLMENT CANCELLATION POLICY: To cancel participation in this
course, the participant must have their District Superintendent or
Section/Office Manager send an email to the Training Specialist, Lisa
Anthony, assigned to the course requesting to remove the participant.

5. PARKING: There is free parking at the McClellan location and there
are many places to park. Usually the north side of the building is
the most available. Handicap parking is also available near the
front entrance.
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10.

MEALS: You will receive information on the first day of class about restaurants
in the area. Instructions on how to file the required training office Travel
Expense Claims will be given prior to the last day of training. Reimbursement
rate: http://isearch.parks.ca.gov/default.asp?page_id=1216

REFRESHMENTS: Onsite snack and beverage machines are available in the
lunch room. There is no regular coffee service in the lunch room. Therefore,
you are encouraged to bring your own refreshments.

CELL PHONES: As a courtesy to your fellow participants and course leaders
ensure that your cell phone is turned off during classes. Participants should not
be receiving or making cell phone calls during class time. Please limit those
calls to your breaks.

Your on-site coordinator is Linda Walton, cell phone (530) 220-4032. The
Training Coordinator is Dave Galanti, office (916) 657-0413.

TRAVEL INFORMATION: Road Conditions

Caltrans Quick Map — Road conditions: Caltrans or (800) 427-7623

CHP - Traffic incident information: CHP

Maps with traffic speeds and accident reports: Sigalert

Traffic, mass transit, and travel information: Dial 511 Weather Conditions
National weather service: NWS

Weather.com: Weather Traveling Preparedness

Winter driving tips and safety kit: Caltrans

Car safety and emergency safety kit: Ready.gov

Roadside Emergency Kit: Office of Traffic Safety

Transportation Security Administration (TSA) Guidelines: TSA Guidelines
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ITHE MUSEUM SYSTEM (TMS) ADVANCED GROUP 3

Course Description

This training is focused on Advanced TMS Users who have a solid
understanding of how to use TMS and use it routinely to perform their
management of their museum collections within the TMS database.

This course will prepare the Advanced TMS users for the upcoming TMS 2014
upgrade. Therefore, the instruction will cover all that will be new in the latest
version of TMS. Of important interest will be the changes in the functionality of
the Thesaurus database.

12/3/2015

General Course Topics

Thesaurus - The Thesaurus Manager has been completely revised as a
browser-based application. New features added to manage term levels,
security, and to support poly-hierarchical terms.

Media — New functionality in Media for enterprise digital asset
management:

All media file metadata now extracted and fully indexed when
media added to TMS.

TMS can now automatically insert metadata into an image file
when it's added to TMS. Metadata insert is controlled by a user
template that's fully configurable.

When a text-based media file is added to TMS (pdf, Word, etc.)
TMS now reads and indexes the contents of the file. Add text-
based media and then search for any word or phrase
contained in that document.

Drag and Drop media folders are now controlled by
configurable templates.

Media can now be linked to object components, locations and
other areas.
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ITHE MUSEUM SYSTEM (TMS) ADVANCED GROUP 3

Course Description
(Continued)

Events Module - has been extensively improved to handle recursive
events, sub-events, batch adding of constituents with specific roles and
other new functions.

Search and Replace (for Null Feature)- batch update your object
records

SQL Reporting Services — A new kind of reporting has been added to
TMS, in addition to Crystal Reports, you can now run reports created
using SQL Reporting Services, a browser-based reporting tool
distributed by Microsoft along with SQL server.

The Location Explorer - Improved with a new interface as well as
Flexfields, Media, and other new features.

Flexfields - Improved with field data typing (text, numeric, date) as well
as new Flexfield and Flexfield Group security.



ITHE MUSEUM SYSTEM (TMS) ADVANCED GROUP 3

Pre-Training Assignment

In order to make sure that all of our TMS Users are following our established Standard
Data Entry Procedures, as was developed by the TMS Team, this is a great
opportunity for the Advanced TMS Users to refresh their familiarity with the “how and
why” of those procedures and to make sure we all on the same page.

e Standard Data Entry Procedures - As prepared for the course
instruction for the TMS Basic class. Participants of the Advanced TMS
Training class will be required to review, ask questions and make
comments on the Standard Date Entry Procedures. The goals of this
exercise:

* To make sure we are all on the same page in our
understanding and use of TMS.

* To become fluent in the fields that we have adopted for our
Parks use in TMS. In particular, what fields to use and how to
use them.

* To become more consistent with our data entry procedures,

resulting in better search results, thus, more accurate data
reporting.

Your pre-training assignment: Please review the attached training materials,
and:

e Come to the training with prepared questions and/or comments
concerning our Standard Data Entry Procedures.
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THE MUSEUM SYSTEM (TMS) ADVANCED GROUP3-AGENDA
December 8-10, 2015

Training materials that have not been previously sent to the participants will be provided
on the first day of instruction at the training site.

Tuesday

December 8

9:00-12:00 Class Begins, Brief Introductions, and TMS Moxley
Instruction

12:00-1:30 Lunch

4:00-5:00 Questions and Answers All
Wednesday

December 9

9:00-12:00 TMS Instruction Moxley
12:00-1:30 Lunch

4:00-5:00 Questions and Answers All
Thursday

December 10

9:00-12:00 TMS Instruction Moxley

12:00-1:30 Lunch

4:00-5:00 Questions and Answers — Class Ends All
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Directions to California Statewide Museum Collections Center
4940 Lang Avenue McClellan Park, CA 95652
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From Sacramento, CA
Take I-5 N for ~2.5 miles
Take 1-80 E towards Reno for ~5 miles
Take the Raley Blvd/Marysville Blvd exit (exit 91)
Make a left and head north onto Raley Blvd for 3 stoplights

Make a right onto Main Ave. Main terminates at row of warehouses at Lang Ave.

YV V. .V V V V

Make a left onto Lang Ave. We are located at 4940 Lang Ave, underneath a large State

Parks logo and across the street from a white water tower.



Directions to California Statewide Museum Collections Center
4940 Lang Avenue McClellan Park, CA 95652
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From Roseville, CA

Take I-80 W towards Sacramento for ~10 miles
Take the Raley Blvd/Marysville Blvd exit (exit 91)
Merge right and head north onto Raley Blvd for 2 stoplights
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Parks logo and across the street from a white water tower.
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Make a left onto Lang Ave. We are located at 4940 Lang Ave, underneath a large State



Directions to California Statewide Museum Collections Center

4940 Lang Avenue McClellan Park, CA 95652
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From Davis, CA

Take 1-80 E towards Reno for ~19 miles

Take the Raley Blvd/Marysville Blvd exit (exit 91)

Make a left and head north onto Raley Blvd for 3 stoplights

Make a right onto Main Ave. Main terminates at row of warehouses at Lang Ave.
Make a left onto Lang Ave. We are located at 4940 Lang Ave, underneath a large State

Parks logo and across the street from a white water tower.
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Directions to California Statewide Museum Collections Center
4940 Lang Avenue McClellan Park, CA 95652
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From CA-99 N, south of Sacramento

CA-99 N becomes 1-80 E Business Route just southeast of downtown Sacramento
Continue on I-80 E Business Route towards Reno for approx. 5 miles

Take the Marconi Ave exit, stay in the left lane, turn left onto Marconi over an overpass
Stay in left/forward lane (not the left turn lane), this lane becomes Arcade Blvd

Take Arcade Blvd for 0.2 miles, through what looks like a residential area

Turn right onto Marysville Blvd for 1.3 miles, through a mixed-use area

Marysville Blvd becomes Raley Blvd when it passes over I-80, continue on for 0.8 miles
Make a right onto Main Ave. Main terminates at row of warehouses at Lang Ave.

Make a left onto Lang Ave. We are located at 4940 Lang Ave, underneath a large State

Parks logo and across the street from a tall, white water tower.
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Directions to California Statewide Museum Collections Center
4940 Lang Avenue McClellan Park, CA 95652
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From Watt Ave / East side of McClellan Business Park

» From Watt Ave, head west on (Peacekeeper Way, Palm Ave, James Way, or Freedom
Park Drive — all of these cross Dudley Blvd)

Turn left onto Dudley Blvd, heading south

At intersection of Dudley Blvd and Dudley Way, turn left to stay on Dudley Blvd

Turn right onto Winters Street at light

After crossing railroad tracks, turn left onto Dean Street

Dean Street turns right and becomes Lang Ave
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Follow Lang Ave to north end of warehouse row. We are located on the right,
at 4940 Lang Ave, underneath a large State Parks logo and across the street from a

white water tower.
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Directions to California Statewide Museum Collections Center

4940 Lang Avenue McClellan Park, CA 95652
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AFTER HOURS (6PM-6AM) ACCESS TO SMCC

DIRECTIONS FROM I-80 - EXIT 91 RALEY BLVD

HEAD NORTH ON RALEY BLVD

(0.3 m1)

TURN RIGHT AT THE FIRST INTERSECTION ONTO BELL AVE

(0.6 m1)

TURN LEFT ONTO PARKER AVE

(0.3 m1)

TAKE THE 15T LEFT ONTO DEAN ST

(0.2 m1)

TAKE THE 15T RIGHT ONTO LANG AVE

(0.4 m1)

o | E N e

FOLLOW LANG AVE TO END OF WAREHOUSE ROW. FACILITY LOCATED AT 4940 LANG
AVE.
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California State Parks
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California State Parks

Standard Data Entry Procedures: How to Create
a New Object Record in TMS

Step 1. Getting Started

From the Main Menu of TMS, you will see an icon bar at the top of the page. If you
hover your cursor over an icon its identifying typeprint subject name will appear. Each
icon represents a TMS module.

Please select the Objects icon.

‘3 The Museum System - Museum (PRODUCTION: 9.38.3873) Releasa 3

010 . A < > C.lLg S 8 ® j (1)

| THE MUSEUMSYSTEM™

Select New Entry
under Query Method.
Data Entry/Auto is the
automatic default.

~Query Method - View

() Query Assistant

) Advanced Query @ Data Entry

:’ . i f Auto
< @ New Entry Light Box
= dom Entry List With Images

) Object Number

[_] SetAs Default

Click Next to open

New Object Assistant
| Help - | | Clear - | | Cancel_ ‘ Screen
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California State Parks

Step 2: Required Fields

New Object Assistant

pepartment
Museum Services Section

Cancel |

Please Note: All fields highlighted
in YELLOW below are required to
Create a New Object Record in
TMS.

Select your Department. TMS will
default to the departments of which
you have access.

Click Next to continue adding more
information.

Mew Object Assistant

Museum Services Section

Object Number
091-56-100

Object Status

Accessioned object -
Accession Method

Gift -

| Nexts> | Add

Accession Date
May-12-1974

hd

Cancel

Enter Object Number.

*Object Status field - select
Accessioned Object from the
dropdown menu.

*Accession Method field -
select the appropriate term from
the dropdown menu. Ifitis a
donation, it would be a Gift.

*Accession Date - type in the
current date or use drop down
calendar.

Click Next to continue adding
required information.

| *While these fields are not
| required to create an object

record, it is best to enter the
information here, so you
won’t have to do it later!

Museum Collections Management System
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California State Parks

New Object Assistant

New Object Assistant

More object information

Classification [ s

Art Objects -

Object Hame

painting

Object Count Object Level

1 (not defined) -
Title

The Sinking of the Monitor

Description

The scene is of a stormy sky with dark and brooding colors. The seais
turbulent with white caps and crashing waves. The ship is listing and

=< Back |

R

Classification. Choose the
appropriate term from the drop down
menu, that classifies your object.

Object Name — free text field.
Simply call the object what it is.

Object Count —TMS automatically
assigns “1”. If you have more than
1, please change the number to
reflect the accurate count.

Object Level field select “not
defined” from the drop down menu.

Title is used for works of art, books,
newspapers, magazines, journals,
historic ceramic ware, etc.

Description. A detailed description
of the object is required.
Click Add.

Step 3. Required: Location for the New Object
Record

#]| Location is Required. You will

be asked if you want to record
the object’s location.

Click Yes. It is important to know
where the object is located, even
if it is a general location under
your Park Unit's RLN.

The Move Assistant screen will come up:

Museum Collections Management System

Page 5
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California State Parks

Move Assistant:

Enter Location Transaction Information

& Move Assistant

Move Assistant

=INnie ocation transaction informatic

Select the type of move you are performing:

@ Move to a temporary location

) Move to a new home location

_) Record Historical location

1 External Movement

Date of Move:
Sep-12-2015 (=]

Anticipated End Date

) Schedule move to a temporary location

) Schedule move to a new home location

Purpose:
Storage Location

Approved by:
Hennum, Paulette

Handler:
Walton, Linda -

= Back Next = Clear [|  Cancel

Type of move is automatically set for Move to temporary location, which is a good
choice, especially if you have not identified the exact location of where the object will
live within your Park Unit locations.

Move to a new home location is preferred if you know exactly where the object will
live. Storage location is often a home location. Exhibit location may be considered
Temporary, unless your object always lives at an exhibit location.

External Movement is only chosen when the object will be moved to a location outside
of the California State Park system.

Date of Move today’s date and is automatically populated. Or, you can backdate, if
necessary.

Purpose: use the drop down to choose the purpose

Approved by: Is usually your supervisor

Handler: Is usually the person who actually physically moved the object, if that person
is not known, then the person who is actually performing the move in TMS.

Click Next and you will be taken to the next page of the Move Assistant Screen.
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California State Parks

Move Assistant: Enter New Location Information

& Move Assistant X

Move Assistant

Enter new lc

Address

Res. Bldg -
Site (RLN) Sub Level:

091 v

Subsite Project

Resources Building - (not assigned) -
Unit (type/number/position) Type

Room 943 - (not assigned) -
Level: Container Number

Location Description: Remarks

Tickler date: [15ave as Quick Maove

| = Back | Mext = | Clear || Cancel

Address — Use the drop down menu to make the appropriate choice.

Site (RLN) — Use the drop down menu and select the appropriate RLN.

Subsite — Use the drop down menu and select the appropriate Subsite.

Unit — Use the drop down menu and select the appropriate Unit, if applicable.
Location Description: May or may not populate with information. Typically, it may be
a repeat of what is entered above: 091/ResourcesBuilding/Room943

Remarks: Not used often. Could be a remark about the type of move, or location, or
some other type of note about the object being in this location.

Select Next when you are done with the address location.
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Move Assistant. The Final Step - Confirming the Location Move

& Move Assistant X

Move Assistant

Confirm move

You are about to move:

Component(s):
091-56-100

of Object(s): 091-56-100

To a new temporary location:

Sep-12-2015:
Res. Bldg, 091, Resources Building
Room 943

< Back @ Clear {Eance_l_
CAUTION!

Before Confirming Your Move: Check your information carefully. If corrections are
needed, click Back, and make corrections as necessary before clicking Move.

TMS will not allow making corrections to a location once the “Move” button has
been clicked.

After you have checked to make sure all of the information is correct, click Move. The
location information will now appear in the Current Location field of your object
record.
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Standard Data Entry Procedures: Additional
Required Fields to Complete a New Object
Record

In the previous section, the required fields to create an object record were: Department, Object
Number, Object Name, Object Count, Object Status(es), Classification, Description, and
Location.

Based on our Standard Data Entry Procedures, the following fields are required to complete an
object record in TMS:

e Constituents

¢ Dimensions

e Medium/Material

& The Museum System - Museum (PRODUCTION: 9.39.3939) - [Objects] -8 X
File Edit View Query Report Conservation Registration Related Tools Maintenance Help

'.‘..-’ Museum Services Section

U 091-56-100 171
] Curator Approved [ Public Access ] On View ™ Accountabilty [ ] Wirtual Object v

Classification = e

Art Objects -
Period Date Culture (Ctrl + Insert)

L = =)

Constituent(s) A Group Information
Title Object Name

The Sinking of the Monitor painting ‘ ‘

Front Card  notes R Documentation | Media | Context ' Related | Other ' Bibliography

Medium/Material Dimensions

=
The scene is of a stormy sky with dark and brooding colors. The seais turbulent |~
with white caps and crashing waves. The ship is listing and beginnig to sink.

~
w

Attributes Catalogue Raisonné Portfolio/Series
Type Value Path Remarks ~ ‘ ~

w

w

Current Location

091-56-100: Res. Bldg, 091, Resources Building, Room 943, [Sep-12-2015],
Storage Location

| aa |
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Step 4. Constituent(s) Field

How to Add Constituent(s) to your Object Record

File Edit View CQuery Report Conservation Registration

. Museum Services Section

U 091-56-100

4'" -. Constituent Assistant - 091-56-100

painting | N
The Sinking of the Monitor

A
ject number™ -56-100
Role Type
Acquisition Related -

[ Curator Approved [ ] Public Access [] On View

Classification

Period Date Open the Zoom button
| on the right side of the

Constituent(s) a2 A Constituent(s) field.

Titla /

& Constituent Assistant - [091-56-100] =|Oo| % Select the approprlate

Role type:

Object Related
Acquisition Related
Ex-Collection Related

> w | MName Date Range Displayed Active
| Add : : T
(Cross-Reference Information { Cross-Reference Characleristics 'ﬂmmbuuoﬂ Label .
[ A Then, Click Add
Role Address bl button
Display Preview Name
Display Date Display Bio
Begin Date End Date Amount
You will then be taken to the Lookup a Constituent Screen
where you will perform a thorough search for your
constituent.
Museum Collections Management System Page 10 12/3/2015
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2 ERT >/ | At the Lookup a Constituent
Lookup a constituent screen you can search for
/ # Enter one or more of the following fields Ind|V|dua|S as We” as
5 Institutions.
@ Equals -
) Starts with
O Contains
Constituent ID
Last Name
First Name
Institution
CultureiGroup
Nationality
School
Begin Date End Date W Active only
Mew —] Select Clear 7” 7Canceli

Searching for an Existing Constituent
There are a couple of ways to search for an existing constituent:

The easiest way is to use the Keyfields choosing Equals or Starts with or Contains and
then type an individual’s last name in the space below - Contains.

D Constituent Lookup Assistant X

Enter one or more of the following fields

@. ¢ Lookup a constituent

5

Keyfields
@ Equals
»;

~ .
' Contains

Suggestions

Mrs. Angus Gordon Boggs
Mrs. Mae Helene Bacon Bogas, 1863 - 1963
Mrs. Mae Helene Bacon Boggs [Angus Gordon Boggs]
Thurman L. Boggs
Tom Boggs
Miss Virginia Boggs

boggs
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D Constituent Lookup Assistant x

Lookup a constituent

Enter one or more of the following fields

Suggestions

Boggs Collection
Mrs. Angus Gordon Bogas
Mrs. Mae Helene Bacon Boggs, 1863 - 1863
Mrs. Mae Helene Bacon Boggs [Angus Gordon Boggs]
Thurman L. Bogags
Tom Boggs
Miss Virginia Boggs

D Constituent Lookup Assistant X

Lookup a constituent

Enter one or more of the following fields

Keyfields Suggestions

) Equa Boggs Collection
Mrs. Angus Gordon Boggs

#_ Starts with
[ . Mrs. Mae Helene Bacon Boggs, 1863 - 1963
© Contains Mrs. Mae Helene Bacon Boggs [Angus Gordon Boggs]
Thurman L. Bogas
bogg® Tom Boggs
Miss Virginia Boggs
Constituent ID Miss Mary Boggs Doyle

Notice the different search results (above) when using the Keyfield parameters of:
Equals, Starts with, and/or Contains.

Another way to search is to choose one of the Keyfields and enter the
person’s last name in the Last Name field, and/or include the person’s
first name in the First Name field. See above in the screen shot of the
entire Lookup a Constituent screen.

Institution Search: The same is similar for an Institution Search using
the Keyfield — Contains and typing the company’s name either in the
keyfield box or in the Institution Field box.

In all instances, results will begin appearing in the Suggestions list on
the right

Once you have found the Constituent you are looking for, you can then
add the Constituent to your object record.
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Constituent Lookup Assistant x

Lookup a constituent

Enter one or more of the following fields

(O Equals
@ Starts with

oy
(_ Contains

boggs

Constituent ID
Last Name
First N\ame
Institution
Culture/Group
Nationality
School

Begin Date

MNew

End Date

Suggestions

Boggs Co i
TRNgus Gordon Boggs
Mrs. Mae Helene Bacon Boggs, 1863 - 1963
elene Bacon Boggs [Angus Gordon Bo

Thurman L. Boggs
Tom Boggs
Miss Virginia Boggs

™ Active only

Select

Highlight the
name of the
appropriate
Constituent

Then click
LSelect

PLEASE NOTE: MANY CONSTITUENTS HAVE BEEN ENTERED IN DIFFERENT WAYS
INCLUDING: FULL NAME, NICK NAME, INITIALS WITH LAST NAME. IN YEARS PAST,
MARRIED WOMEN WERE ENTERED USING THEIR TITLE: Mrs. (husband’s name).

Museum Collections Management System Page 13
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Adding a Constituent to your Object Record

& Constituent Assistant - [091-56-100] =19 x ||
[
*” |i Constituent Assistant - 091-56-100 N
painting ~ Mrs. Mae Helene Bacon Boggs N
The Sinking of the Monitor Angus Gordon Boggs
_ ~ | Mae Helene Bacon v
Object number: 091-56-100
Role Type | Edit Constituent
Acquisition Related - o -
Role MName Date Range Displayed Active
1 Donor Mrs. Mae Helene Bacon Boggs, 1863,
Add | Delete | Move Up | [ Move Down | | ose | I
[Cross-ﬂeferenoelnfonnnﬁon V\Cmss-Refefence Characteristics \!\Mn'bution Label I \ il
™ Displayed ™ Active
Role Address [
Donor -
w
Prefix Suffix Display Order
1 - L
Display Preview Hame
Mrs. Mae Helene Bacon Boggs, 1863 - 1963 Mrs. Mae Helene Bacon Boggs -
Display Date ) Display Bio
Calc Default (1863 - 1963} -
Begin Date End Date Amount
0 0

Select the Constituent’s Role by using the drop down menu.

Close the Constituent Assistant Screen at the top right or click the close button.

If the Constituent you are looking for does not appear in the Suggestions list you will
need to add a new constituent. Please contact TMS System Administrators on how to
add a New Constituent.
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Step 5: Dimensions Field

Adding Dimensions to your Object Record

& The Museum System - Museum (PRODUCTION: 9.39.3939) - [Objects] =-|Oo] x
File Edit View Query Report Conservation Registration Related Tools Maintenance Help
% Museum Services Section
,’I 091-56-100 11
(JcuratorApproved [ Public Access. [Jon view # Accountabilty [ Virtual Object v
Classification [ER PR
Art Objects -
Period Date Culture (Ctri + Insert)
[ = [-]
Constituent(s) aA Group Information
Title. Object Hame .
The Sinking of the Monitor | ualmnng ‘ CIle on the Zoom
Front Card N Notes | Documentation | Media | Context | Related | Other " Biblis bUtton to Open the
Medium/Material ‘ ) ‘Dimenmunﬁ ( ‘ ‘ ) Dimenslons field_
=] This will open the
bl Dimension Assistant
screen.
Click Add, then to the
side highlight
Add Element and
then select
Overall from the list.
o 0id DO NOT USE:
Dimensions Ovel‘a”l or Overa||2.
Create Label OK || cancel |

Museum Collections Management System
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Dimensions Assistant

Dimensions

overall: 25.4 x 3048 cm. (10x12in.)
W] Weight qram oynces [US dr]
Height 254 centimeters 10 inches
Width 3048 centimeters ‘Ig inches
Length centimeters inches
Depth centimeters inches
Diameter centimeters inches
Circumference centimeters inches
Add | Description

Dimensions

J

Delete |ﬂﬂ

overall: 254 x 3048 cm. (10x121in.)

Create Label

Cancel
‘ ‘
A context | Related { Bibliography
Dimensions
overall: 25.4 = 3048 cm. (10 = 12in.) [
b
Subject
fa)

Type the
dimensions in
either inches
or
centimeters,
the program
will calculate
the other
measurement.

Then select
Create Label.
And the
dimensions
will populate
in the screen.

Select OK.

And now you
will see that
your
dimensions
have been
added to the
Dimensions
field in the
object record.

Museum Collections Management System
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Step 6: Medium/Material Field

Adding medium/material to your Object Record

Title Object Name Medium and
The Sinking of the Monitar painting Material is a

‘ ‘ free text entry
field. To
Front Card { Notes " Documentation ' Media ¢ | enter type in
‘ the box. Use
short
descriptive
v words,
separated by

edium/Material
oil on canvas I

Description
The scene is of a stormy sky with dark and brooding colors. The seais turbulent |~ commas. Or
with white caps and crashing waves. The ship is listing and beginnig to sink. short

v phrases, as
Attributes . | noted here
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Standard Data Entry Procedures: Fields
Required for Some Classes or Types of Object
Records

The fields used for some classes or types of object records include:
Subject, Title, Date, Geography X-refs, and Components.

Step 7. Subject Field

Subject terms for photographic images, books, illustrations, paintings, etc. are used in
the Subject field.

The Subject field is a free text field, but one that is searchable using Thesaurus terms.
Typically it is used for keywords or phrases separated by commas and semicolons.

Photographic Archives extensively uses the Subject field.

Step 8: Title Field

Titles include works of art, books, newspapers, journals, magazines, periodicals,
documents, historic ceramics, etc.

The Title Assistant includes several separate fields. More than one title can be entered
if necessary; they are differentiated by the “Title Type” field:

Title Type — Select “Primary Title” for the first title, if you are using more than one title.
Otherwise choose the most appropriate title type from the Title Type drop down list.
Language is usually “English;” select other value if appropriate.

Title: Full text of title.

Remarks: Anything about this title; Do Not enter general remarks about the object
here.

State Archaeological Collections Research Facility (SACRF) conventions include
several specialized uses of Title:
Title Type = Project Title; Used for accession records only, identifies the title of
the archaeological project that produced the collection;
Title Type = Pattern Title: Formal decorative pattern names, especially for
historic ceramics (e.g. Ontario Lake Scenery; Double Happiness).

To Add a Title to works of art; books, newspapers, journals, magazines periodicals,
historical ceramics, etc.. Click the Zoom button on the Title Field:

Title
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Object titles

painting

oil on canvas

overall: 254 x 3048 cm. (10 x 121in))

Title Assistant

Type Title Active Displayed_ Effective date | .
Click Add
to open
the Title
Assistant
screen:
4
Add Edit {5 fdave-d & Dhowr
EDispIa}r Exhibition Titles Close |
Title Assistant Enter Title
. . . Type.
Add or edit an object title
- Choose
Title Type Language
Artwork Title - (not assigned) - Language
or leave as
Title
The Sinking of the Manitor ~ (not
assigned)
Remarks Enter i
B exact title.
Do not use
guotations
or a period.
Wi Active 5
# Displayed Effective Date v Click OK.
o
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Step 9: Date Field

The date field is used for the date the object was made. If you don’t know the exact
date, you may enter a date range.

The standardization of dates should be used by using the “Calc” to get a list of the
accepted standardization date types.

Date

Open the Zoom Box.

la

— f

Dates Assistant

Objects: Dates Assistant

~Historical Dates -

If the date of the object is
unknown, leave this field
L blank.

Enter the date range in

the Begin Date and the
End Date fields.

If the date is B.C. put a
hyphen in front of the

~Date label
Date /
1865-1875
Search Dates
Begin Date End Date
1865 1875 < Calc )
Effective Date The Museum System

| Replace current date label?

Date

date, such as -4000.

ou will be
asked1fyou want to

replace the current label.
Click Yes.

& Dates Assistant Select the date type you wish
Objects: Dates Assistant to use from the list. Date
range and circa date are
I typically the preferred choices,
(oete but any date type on this list is
1865-1875 & Date Types [ x ]| | TMS auto generated and an
S h Dat i
B‘;!ef’i';DHtees Please select the date type: approved choice.
18 1865-1875 ) )
Effective Date L Then click OK. You will be
nd.
late 19th century taken back to the Date
mid 19th-late 19th century Assistant screen. Select OK.
after 1865
~Historical Dates—{ | Defore 1875
] | 2" MENNUM The date type you select will
appear in the Date field on the
= cance | | | Data Entry Screen.
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Step 10: Geography Xref Field

& The Museum System - Museum (PRODUCTION: 9.39.3939) - [Objects] -0 X
File Edit View Query Report Conservation Registration Related Tools Maintenance Help

%+ Museum Services Section

g{ 091-56-100 11

"] Curator Approved [_] Public Access ] On View ™ Accountability ] Virtual Object ™

Classification (135

Art Objects -

Period Date Culture (Ctrl + Insert)

Constituent(s) 2 A Group Information
Donor: Mrs. Mae Helene Bacon Boggs, 1863 - 1963 ‘ ‘

Title Object Name
The Sinking of the Monitor ‘ painting ‘ ‘
Front Card  Notes | Documentation . Media f Context \Related  ther | Bibliography
Geography Xrefs
Style
Type Value Path Remarks
Dynasty
Reign
Add Movement
Geography | view primary |
Geography type Geographical location ~——— School
| Add |

The Geography Xref field is located under the Context tab as shown here. Its primary
use is to identify a particular object with a geographical location. In most cases it is
used to identify an object with the originating park unit. In archaeology, it may be used
for identifying the object with a Trinomial, Site, Unit, Level, etc.

To add information to the Geography Xref field, click Add
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][ | For example, select
Geography type Park Unit from the drop
Park Unit | gaDefine down menu of

Geography Type.
~Geography Xrefs .
=] 11| Then click Browse, and
scroll to find the Park
Unit you are looking for.
The list is alpha
= organized, therefore, you
e can type the first letter of
the park unit you are
| ( Browse.. ) | Icioﬁing fcc|>r tohgetbto the
/| | alpha order that begins
Remarks T with that letter.
H Once you have found
= the park, double click it
cancel | | | So that it will appear as
your choice and then
click Okay.

' Front Card ' Notes ' Documentation ~ Media | Context ! Related

Geography Xrefs
Type Value Path Remarks
Park Unit Shasta SHP
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Step 11: Components Field

Each object is in itself a component. But you can add other components to an object
record that contains information about any separable part of that object or is an object
related accessory.

Photo Archives uses components to identify individual forms (media) of a single
photographic image.

State Archaeological Collections Research Facility (SACRF) uses components to
identify individual boxes of material associated with a single Accession (Group).

From the Tool Bar at the top of the page of any objects record or the object record of
which you wish to add components: Go to Registration>Components.

File Query Report Related Tools Maintenance

! ~_ Museum Services Section
® 091-56-100

painting
The Sinking of thfe Monitor

c. 1870
oil on canvas
overall: 254 x 8048 cm. (10 x 121in.)

Componentll Component Name [ count | [ Active | Component Type SIS

091-56-100 1 Part of an object Component Type

091-56-100.1 Frame 1 Fart of an object All Component Types -
"1 Show inactive components

Description ; Nmis 777777777

Physical Description Component Barcode

H (LT EEE TR
Storage Comments Dimensions

+As shown above, the object itself is a component and shares the same catalogue
number.

+The added component has been numbered similarly to show that it is related as a part
of the object and can be separated from the object.

+Components can be used as a way to track the separable parts of an object, or boxes
of objects that belong to an accession where the objects have yet to be catalogued
individually in TMS.

+Our general collections tend to number each object and its separable part with unique
object numbers.
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Standard Data Entry Procedures: Fields to use
for More In-depth Information About your Object

Step 12: Culture Field

How to Find and Add Culture:

Culture (Ctrl + Insert)

To get to the Thesaurus Manager for Culture:

Hold the cursor in the Culture field and then press down the Ctrl+Insert
keys to jump to the Thesaurus Manager. .

O
o]

File Edit View

Select from the list or
search by clicking the

] #h <« binocular icon at top of
: the Thesaurus Manager
Hierarchy: Term(s): - | 9
screen.
=l | Culture ~ 1 Term
F-=3 Achumawi [ Culture

=4 Achumawi Atsugewi
+-=% AComa

=% African

=3 African-American
=3 Alaskan

=3 Alaskan Eskimo
=3 Aleut

=3 Aleutian

=7 American

=& American Military
= Anasazi

=% Anasazi Hopi
=% Anglo

=% Anglo American
=4 Apache
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& Find Term -|o| x | Enter search termin
[ ” -
: Term” field.
Eind Mow
Brestadbraneit” Culture
Full path: Culture Set Search and Path
Search options . ~Path options ] Options as ShOWﬂ.
O Eguals Depth
) Starts with full -
® Contains . “r: ”
Click “Find Now
M Include Guide Terms in Search M Include Guide Terms in Path
™ Within Selected Branch Only | Broadest Term First
Search Results
Term Term Type Thesaurus Path
Hupa Yurok Karuk Descriptor AUT
Hupa Yurok Karok Descriptor AUT
Hupa Karuk Shasta [?] Descriptor AUT
Hupa Descriptor AUT

Then highlight and double
click on appropriate term.

Search Results
Term Term Type Thesaurus Path

Hupa Descriptor AUT Or highlight and choose
Hupa Karuk Shasta [?] Descriptor AUT “Select Term.”

Hupa Yurok Karok Descriptor AUT

Hupa Yurok Karuk Descriptor AUT

Step 13: Period Field —= NEW - DO NOT USE PERIOD -
IT WILL BE ACCESSED AND CONTROLLED
THROUGH ATTRIBUTES AFTER OUR UPGRADE TO
TMS2014

Refers to an interval of time identified by what happens or exists during that interval of
time.

Examples of human time periods include: Stone Age, Prehistoric, Middle-Ages,
Historic, Victorian Era, Gold Rush Era, WWII, WPA, etc. If the human time period is
unknown leave this field blank.

Examples of geologic periods include: Cambrian, Jurassic, Cretaceous, etc. If the
geologic period is unknown leave this field blank.

The Period Field is a Free-Text Field with no vocabulary control or drop down list.

Do NOT use this field, unless you are certain of the Period of the object.
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Step 14: Attributes Field

Attributes
Type Yalue Path Remarks ™
Culture Hupa Yurok k...
Object Name lid component part

Object Name trinket basket basket/ container

Taxon Adiantum pe...  Adiantum sp./ Pteridaceae / Poly...

Townn Cinue on - I Dinaloe
£
| Edit

[l Delete |

To add an Attribute,
click Add.

You will then be taken
to the following
screen:

e Attributes

Attribute Type
Chenhall Term

~Aftributes

Search Term(s)

Browse.. 4T

Remarks

Cancel |

If you know what you
are looking for, you
can use the drop
down list to choose
from.

| know | would like to
use a Chenhall Term,
so | have selected it.

Then click Browse.

| —
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e Attributes

Attribute Type

Otherwise, you can
browse under (not
assigned) and it will

(not assigned) - | 4¢uDefine | take you to all of the
_ Attributes Thesaurus Tables. J
8 Just select Browse
and you will be taken
to the following
v screen:
Search Term(s)
Browse... «
Remarks
Cancel |
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File Edit View
1E i

Hierarchy:
=l Art & Architecture Thesaurus
L.r ACTMITIES FACET
= AGENTS FACET
L.r ASSOCIATED COMCEPTS FACET
= MATERIALS FACET
L.r OBJECTS FACET
= PHYSICAL ATTRIBUTES FACET
L..r STYLES AMD PERIODS FACET
=] Authorities
o Attributes
|=- 7 Chenalls Nomenclature |
L.r Category 1: Built Environment Artifacts
F Category 2: Furnishings
L.r Category 3: Personal Arifacts
F Category 4: Tools & Equipment for Materials
L.r Category 5: Tools & Equipment for Science & Technolog
F Category 9: Recreational Artifacts
L.r Category 6: Tools & Equipment for Communication
F Category 7: Distribution & Transportation Artifacts
L.r Category 8: Communication Arifacts
F Category 10: Unclassifiable Artifacts
=~ The Thesaurus of Geographic Mames
+|- g Authorities

+- jpw World

+

+

+

+

+

+

+

+

+

+

+

+

+

+

+

+

+

+

It will take you to the
Thesaurus Terms and
you will be able to
choose from the
Getty’s AAT,
Chenhall’s
Nomenclature,

The Getty’

Thesaurus of
Geographic Names or
our DPR’s
Authorities/Attributes
List.

You can use the
binoculars for
searching to help
assist you in finding
the appropriate term.

Such as:

Chenhall’s
Nomenclature, so
double click it and
then perform a search
for “painting.”
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g, Find Term | (_:an either qQ.UWﬂ b
. click the term or
— choose Select Term.
painting Find Mow

Selected branch: Chenalls Nomenclature

Full path: Chenalls Nomenclature

~Search options

_ Eguals
() Starts with
® Contains

E Include Guide Terms in Search

W Wwithin Selected Branch Only

~Path options

Depth
full A

M Include Guide Terms in|Path

[ Broadest Term First

Search Results

Term Term Type Thesaurus Path
Knife, Painting Descriptor CHE FPainting T&E/Category 4: Tools & Equipment ...
I Painting Descriptor CHE Art/Category 8| Gommunication Artifacts/Che. .
Painting T&E Descriptor CHE Category 4 Tools & Equipment for Materials/...
Painting, Bark Descriptor CHE Painting/Art'Category 8: Communication Artif...
Painting, Miniature Descriptar CHE Painting/Art/Category 8 Communication Artif..
Painting, Panel Descriptor CHE Painting/Art/Category 8 Communication Artif..
Attributes And now you can see
Type Value Path Remarkg my Attribute Term has
Chenhall Term  Painting Art/Category 8 Communication A... been added to the
Attributes.
£ m -
Add Edit || Delete
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Step 15: Text Entries Field

& The Museum System - Museum (PRODUCTION: 9.39.3939) - [Objects] - 0O X
File Edit View Query Report Conservation Registration Related Tools Maintenance Help
' ‘.—' California Indian Heritage Center Sector

) 1509 171

"] Curator Approved W Public Access ] on View ™ Accountabiity ] wirtual Object v

Classification o[ [ s
Ethnographic Material -

Period Date Culture (Ctrl + Insert)
|| |1857-1896 «| Hupa Yurok Karuk |=|
Constituent(s) A Group Information

Aftributor: Brian Bibby Group Object ACCMN.309-10, Accession (15/1-15/5; 15/7-15/32;
Source: Henry Diggles, 1863-1944 15/34-15/57; 309-10-33; 309-10-58-309-10-61, 309-10.D; ARS-40-

Title Object Name
‘ ‘ lidded basket ‘ ‘ 4| 3 media on file... e
| Front Card Notes .\‘\Documemation | Media L] Context | Related | Other " Bibliography
Notes Curatorial Remarks
[ dB Inventoried by: Yee, Giles, Gregory ~
..| |Problems: Df=shell and bead trim
v Paper Rec: df v
Label Text Historical Attributions
- ~
™ v
Text Entries
Date Text Type  |Author Text \
) ) Display Mame: Hupa Yurok Karok
May-18-1992 Made Brian Bibby Role: Authority
Accessory lid
Vad Display Mame: Hupa [?]
At Role: Made - ariginal record
| Add Il Edit || Delete |

Text entries is an excellent place to document and track curatorial notes, attribution

notes, cataloger notes, historical notes, any type of notation that has something to do
with the object.

Notice how previous notes that do not contain a date or author, are lacking tracking and

validity of the information because you do not who made the note or when the note was
made.

Always use a Date/Text Type or Type of Note/Author (choose from Constituents) and
enter your text in the Edit Text field.
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Step 16: Alternate Numbers Field

"8 The Museum System - Museum (PRODY’ _{ION: 9.38.3873) "elease 3 - [Objects]
File Ecit view [JENERE Report Conserg
r:r Cascade Sector

ion  Registration Relate Tools Maintenance  Help

=ox | To add an

| Alternate

Number go to

¥ 126-2-32 v
() Curator Approved [ Public Access [} on View ¥ Accountabiity [ virtual Object #in
Classification Culture (Ctrl + Insert)
Art Objects -
Period Date
Constituent(s) _ Group Information

Title

Atist Guiseppe Cadenasso, 1858 - 1918
Donor: Mrs. Mae Helene Bacon Boggs, 1863-1963

A
‘ ‘ Group Object ACCN.126-2, Accession, 1950

Registration
along the top
of the tool bar
and select
Alternate

Object Name , Numbers from
Early Morning On Alameda Marsh painting h I
the list.
_‘ ‘_ 4 2 media on file...
Medium/Material _ Dimensions
Qil on canvas ;I Overall (frame). 26 1/2in. x 28 1/2in. (67.3cm x 72.4cm) ;I
.| |overall1:21 3i8in. x 33 1/2in. (54.3cm x 85.1cm) -
/| E®
Description _ Subject
Painting of Alameda Marsh, mountains in background, marshland in foreground. ;I landscape, Alameda Marsh ;I
Gold painted frame
B E®
Attributes Catalogue Raisonné _ Portfolio/Series )
Type Value Path Remarks =] ;I ;I
‘Object Name painting art object/ artifact LI LI
Object Name painting visual artwork / artwork Current Location o o
Object Name painting original art  art objects & 126-2-32: Field Unit, 126, Courthouse Museum, Room 5 West Wall, [126/\West Wall
Object Name painting material processing activity / acti... e 5 . . g . .
sim\em \andscape imace genre / aenre I _'LI Room 5, Judge's Chambers, Courthouse Museum] [Feb-07-2012], Inventory
4 » —
[ agg Edt || Detee |
Front Card | Motes | Documentation | Media | Context Related Other Bibliography
2 siertc tumbers 5 | Click Add and the
i Alternate Numbers H
Alternate Mumber Description Remarks Begin Date End Date Add/EdIt Alternate
Number Screen will
| Add Delete
Close
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X | Alternate

Alternate Number Number — t)_/pe
|a405 the number in the
- field.
Description
Old Mumber hd L.
Description —
Remarks

use the drop
down to choose
the appropriate
type of Alternate

old card stock tag

Number.
Remarks -
Used to further
Begin Date End Date identify the
| [ay-02-2013 Alternate Number.

| oK | | Cancel |

Click OK when done.

The Description choices for Alternate Numbers include: Accession Number, Old
Number, Old Catalogue Number, Retired Number, Correct Number, Other Number, etc.
Please choose from the list and do not add random description
categories.

The Remarks field is used for additional information to the alternate number such as:
card tag stapled to basket; card tag; red and white sticker; number associated with a
Historical Structure Report; Number on tag; photographs in object folder, etc.

Add Begin Date, if known. This is the date the number began use.
Add End Date, if known. This is the date the number ceased use. This especially
applies to objects with duplicate records with different numbers. For example, one

number has been identified as the number of choice for use and the other numbers
associated with the object can be retired with an end date.
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How to Create a New Accession Record in TMS

Step One: Getting Started

Objects Query
From the Main Menu select
et e Objects to open the Objects
O ueryAssistant el o Query screen.
(O Advanced Query @ Data Entry
O Find Object Auto
® New Entry
O Select Random Entry
O Object Number ist
' ' Then select New Entry and click
[ SetAs Default Next
Next> | Help Clear | [ Cancel
Step Two: Required Fields
New Object Aaviiae Select Department and click Next.
New Object Assistant TMS may automatically default to your
Please select the department for the new object dep artment

Department
(not assigned) v

|7 Cancel |
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New Object Assistant

Enter the Accession Number in
New Object Assistant Object Number field.

Add an object to the collection

All accession numbers begin
with ACCN. followed by a period,
the registration location number,
and the next available number

Monterey ,
from your unit.
Object Number )
ACCH 455-Test -
! = =l Eor example: ACCN.455-(next
Object Status Object Type available activity number) from
Accession - Accession - your unit_
Accession Method Accession Date

Gift - May-01-2013 [+

Add | Cancel - |

Object Status field: select Accession from the drop down menu.
Object Type field: select Accession

Accession Method: select from drop down menu.

Accession date: enter date of accession.

Select Next.

Then enter the other field
information as follows:

(w1

Museum Collections Management System Page 34 12/3/2015





California State Parks

Classification field: select (not
: : : assigned) — this is a virtual object
New Object Assistant record.
More object information
Object Name field: Type Accession.
Classifiat obiect Object Count: enter the number of
PR, O P objects associated with this
accession, if known.
Object Count Object Level
I - . .
Title Title field: leave blank.
I
Description Enter a description of the accession
Describe the accession here. in the Description fleld
Select Add.
| << Back | Add | Cancel |
v
T e T e T T e === You will be
= . R | asked if you
'_!Curntnr::::::u“ (] Public Access [10n View [ Accountabilty (] Virtual Object [Ei // Want to record
Classification Culture (Ctrl + Insert) the location.
(not assigned) -
Period Date
Constituent(s) 2 A Group Information Clle YES, If
‘ the objects for
this accession
Title Object Name
= record are
E@] Do you want to record the LOCATION of the object now? be I n g

Medium/Material | temporarily

El
_ L L - | stored before
Pios fesessesior e ———— —~ being .
= 5 ‘ cataloged in

A'T‘;:':“‘“ Value Path Remarks ’m“e"ﬁiw““éﬁ| l%| TMS' Then’
L 41 enter the

i‘é’[’::"‘:;;’;a;:ﬁ:] current location recorded |Ocat| On Where
they are being

Front Card | Motes | Documentation | Media | Context | Related | Other | Bibliography Stored .

| | » =
[ Add J

See Locations: Components for instructions on entering a component location.
See Locations: Boxes and Crates for instructions on entering a location using a
box number.

Click NO, if the objects for this accession record are already catalogued in TMS and
have a current location.
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i The Museum System - Museum (PRODUCT20M: 9.38.38,2) Release 3 - [Objects]

File Edit “iew Query Repork Conservatio Reqistration Rejted Tools Mainkenance Help
- Monterey

\‘; ACCN.455-Test
) Accession

[ Curator Approved [ Public Access [] On view E Accountability
Classification Culture (Ctrl + Insert
{not assigned) - |

Period Date

Constituent|s) a2 A Group Information

Then go to:

Registration/Accessioning
to enter more accession
information.
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Step Three: Required fields in the Accessioning Screen

These fields will automatically populate in the Accessioning Screen with the information
you entered when creating your Accession Record.

Accession Method
Object Status
Accession Date
Object Count

7 The Museum System - Museum (PRODUCTION: 9.38.3873) Release 3 - [Accessioning] o =] 54|

-Query Report  Tools  Maintenance

s B P2 PRI |

Monterey ACCN.455-Test

Accession

Object number. ACCN 455-Test
Describe the accession here.

Accession Method Object Status rAccession
Gift - Accession A Accession Date
[may-01-2013 Rd
rApprovals Deed of Gift or Title Accession Value
Approval Date 1 Deed of Gift Sent |><|
=] R4 E
Approval Date 2 Deed of Gift Received Current Percent Ownership
= ] | ] 0
Constituent(s) )
Acquisition Lot Acquisition Number Object Count
| 1
source
& ‘
=4
Acquisition | Processing Media

Other information that could be included if known:

Approval date 1 =curator/collection manager date
Approval date 2 = superintendent date

Accession Value - if known.

Source field - extra information regarding the source.
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How to Add Text Entries to Accession Records

In order to add action items related to your Accession Record, go to the Notes tab at
the bottom of screen. Click Add to open the Text Entry window.

Perform the following Text Entries:

MEY
ext Type Date m
Accession Note | L/ |

Plrpese Status
= (notassigned) -

Remarks

TN BIU:"
N/

Choose the Text Type from the drop down, such as:
Accession Note

DPR 925 Owner’s signature

DPR 925 Superintendent’s signature

DPR 925 Collection Manager’s signature

Date — enter the date signed by the Owner (donor), Superintendent, Collection
Manager, etc.

Author - is the person who signed the document or is the person making a note, for
example, Accession Note: Click on the zoom button to open the Constituent window
to find the individual(s).

Edit Text - type “Signed” in the field in order to create a text entry. If the author did
not sign, put “Not Signed” in the Edit Text field.

Click Save.
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How to Relate Accession Records and Object

Records

To Link an accession record to an object record, the object record must exist in the
TMS database. An object record can be linked to the accession record one at a time
or in groups. The accession record is a group object (parent) the object record is

an object (child).

') The Museum System - Museum (PRODUCTION: 9.38.3873) Release 3 - [Objects]
File Edit ‘iew Query Report Conservation Registration Related Tools  Maintenance Help

’}..- Monterey
U ACCN.455-Test

Accession

["] Curator Approved [ Public Access ] On View M Accountability E
Classification Culture (Ctrl + Insert)
(not assigned)
Period Date
Constituent(s) 2 A Group Information
Title Object Name
Accession

----- W Objects

----- W Constituents

----- W Media

----- W Exhibitions

----- W Loans

----- v Shipments

----- ¥ Bibliography

----- W Events

----- W Sites

----- W Insurance Policies

Open an Accession Record
and go to the Related tab at
the bottom of the record.

Highlight and right click on
Object.

Choose Add Child — Object.

The Objects Query window
will open.
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Objects Query

~Query Method
) Query Assistant
() Advanced Query
() Find Object

) New Entry

% Object Number

|45 5-Test

Please select one or more items

455-Test-1

table

wood
Object number: 455-Test-1
Square wooden side table, turned legs.

Culture

Classification

Period

1-2/2

™ select all

Mext = | Help - ‘ |

Clear

Cancel

Choose Object
Number

Enter Object
number:

The first two parts of
the number followed
a dash and Asterisk
will bring up all
object records
beginning with the
first two parts of the
number.

Select Next

Select All

Select Next
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/3 pssociation

Group Object

ACCN.455-Test

Accession

Object number: ACCN.455-Test
Describe the accession here.

Add

Delete i

chair

wood

Object number;. 455-Test-2

|»

~Association Info

In this case, there
are only two object
records to relate to
the parent/Accession
Record.

Highlight both.

Display Date Remarks
| [ Select Finish.
Begin Date End Date
[0 [0 =
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Package Explorer — How to Create Object
Packages in TMS

Package Explorer is a list management tool that allows you to organize and save
groups of records that relate to a project, such as: exhibitions,
loans/transfers/activities, location moves, any type of project that requires the use of
a particular group of object records is facilitated by Package Explorer. Packages
can be shared individually with TMS Users from one park unit to another, or you can
create a shared group of whom you want to share the packages or they can be
shared to the Public folder so that anyone could access the object package.

How to open the Package Explorer Tool
In order to open the Package Explorer from the Objects Module, you can:

e In any view, click Ctrl + P on your keyboard

e From the Data Entry View go to Tools>Show Object Package.

File Edit Wiew Query Report Consercation Registration  Related | Tools | Maintenance  Help  Custom Act

- = American Art Show Object Package  Cirl+P

?
*._Q 12.11 Function Keys

Spelling and Grammar —
HL

z

™ M . ™
Curator Approved W Public Access L On view Thesaurus Lookup Ctrl+Ins

Classification Accession Lot

Ceramics Flugins ,

e In any of the read-only Views (List, Light Box, List w/Images Label Copy, and
Hierarchy), click the box icon:

File Edit “iew Query Help

> &($ P &

| \IW'm
AN
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When the Package Explorer opens, you should get something that looks like this:

5 Package Explorer - [Exhibitions] ‘

All » Personal

LAl

2 Personal

i Favorites

i Alert Queue
& Recycle Bin

File Edit Action View

Fackage Name

Packages are assigned to folders and each TMS User automatically is assigned
access to the three package folders above. How they are used is as follows:

Personal — Only the owner has access to packages in this folder.

Favorites — Packages in this folder are actually shortcuts to packages you are

currently working on and/or need often. If you add shortcuts to your Favorites folder
they will be accessible from the Objects Query screen, below.
Alert Queues — packages in this folder allow you to preview your ‘active’

notifications.

Objects Query

~Query Method
) Query Assistant
) Advanced Query
) Find Object

) New Entry

) Restore Last Session

) Package (Favorites)
499_Pinheiro Paintings (168)

() Object Number
126-2-32

~\iew
() Label Copy
@ Data Entry

Auto
() Light Box
) List With Images
O List

) Hierarchy

W SetAs Default
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‘Adding Folders to the Package Tool:

== Package Explorer - [Objects]
File | Edit Action Wiew
Mew package ? Add ltem i add Al
Mewve folder r Fublic folder
Shared folder L
Delete Web access folder i
hdowe assistant folder i
Consencation project folder p
L P ] ?
Save order rts (131 29 12 g
Close 23161 4
P T ATCITHE OOy TETTITOgr =Ty (400 56114 10
0 1 Archivesz 213 57 314 1
ﬂ 1 Demo HistoriciMawal (31)
) - ) 27316 12
ﬂ Actively Sitting - Draft list (200
a1.61 13
ﬂ Amer Ind Small Group (23
ﬂ American Indian Ohjects (1013 30147 14
I Astrolabe Collection (8) 43.50 15

Additionally, there are other Folder ‘types’ that you can add very simply that will be
very helpful for your use and they include:

Public Folder — packages in this folder are available to all TMS Users. There is no
package security in this folder.

Shared Folder — Packages in this folder are those you choose to share with other
users. Package security is available to packages in this folder.

Web Access Folder: Packages in her are for the website only.

Move Assistant Folder — Packages in this folder are those you intend to use to
batch move a group of objects from their current location to a new location.
Conservation Projects Folder — Specific for Conservation Projects
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Bz —

E Package Explorer - [Objects]

If you add the above folders, your

File Edit Action View

All » Alert Queue

A
A Personal (1)
r Favorites
« Alert Queue
# Move Assistant Packages (11)
we Public (All Users)
& Web Access (19)
¥ Conservation Projects
= Shared Packages
Recycle Bin

HEH®

el

Package tool would look something like
this.

You can also add a folder type and
rename the folder to suite you needs.

As mentioned above the most
commonly used folder types are:

Public, Shared and Move Assistant
Packages. Once you add one of these
folder types, you can re-name the folder
to fit your needs:

=
File Edit Action View

» Execute & Add ltem
All = Favorites (1) = 499_Pinheiro Paintings (1
Al
# | @ Personal (295)
= [y Favarites (1)
@ 499_Pinheiro Paintings (168)
i, Alert Queue
# & Move Assistant (Move Assistant) (160)
e Alex (Al Users) (52)
# g Public (All Users) (218)
+ g Temp (All Users) (1)
# g WPA art (All Users) (4)
+ & Web Access (54)
+ g 090_HO_&_Field (1)
# g 090_TMSAdmin_Fixes (18)
+ e Cooper-Molera Mational Trust (4)
# g CBRM_Delete (1)
+ e GM SHP Objects 7-31-2015 (2)
+ e Historic Sites_Delete (1)
+ e LaMonk Packages (1)
+ e Native American Day (3)
+ e Needs Debugging (SMCC) (1)
+ e Morth Fork Consultation Packages (20)
+ e Packages For Paulette (2)
+ g Shared(6)
# e TMS Admins (2)
+ e TMS Admins_SQL Requests (4)
S Yurok objects shared folder (16)

+

e =Mew Folder lwalton 2015-09-15 11:40:3

= Recycle Bin (20)

Here is an example of a
Folder Tree, with many
different folders created for
sharing purposes.

Here is an example of a New
Folder that can then be
renamed to fit your needs.
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How to Create your Object Package:

Once you have the necessary folder added to the package tool, you can now
proceed to add items (or records) to the package.

Before you can add items to a package, you must search for the records you want in
TMS. Once you have a search result of object records that you want to put into an
object package, there are several ways or options to add the records to a package:
1. Add items one-by-one via the ‘Add Item’ button.

2. Batch-add items via the ‘Add All’ button.

>
File Edit Action View

5 Add ltem 5P Add All

All = Personal (296) » =MNew lwa¥on 2015-09-12 14:01:35= (1)
A Object Num...
=5 |3 Personal (296) I

[l =New Iwalton 2015-09-15 14:01:3¢

OR

3. Batch-add items via the Action Menu (top left) and Add Item to list or ‘Add
Current selection to list. This serves as the same function as 1 and 2 above.

OR

4. Drag-and-drop items -- from a List view or Light Box view in TMS to a package.
5. Drag-and-drop items -- from one package to another
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