a,
il

e

- =

. R W b e
T WA R L i

e

Brian Gomez, Vic

www.aaslh.ore



http://wisvetsmuseum.com/
http://aaslhcommunity.org/nomenclature/
http://www.museumsoftware.com/
http://www.aaslh.org/

Nomenclature 3.0 Help Guide
Page |2

Help Guide for PastPerfect Users Converting to Nomenclature 3.0

Covered Topics
e Glossary of terms

e Converting to Nomenclature 3.0 through PastPerfect 5
O What to Expect
O Missing Object Names

e Cataloging Natural History, Archaeological, and Ethnographic Collections
e Managing Nomenclature in Museums with Small, Specific Collections

e Notes for current users of PastPerfect 4

e Data Entry Standards and Examples

e General Reminders
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Glossary of Terms

Nomenclature: Controlled and structured system of terms used within a particular
discipline

Lexicon: Word book for the language of a specific science or discipline

Local Term: Regional or ethnic terms used to name an object; may or may not be included
in standardized nomenclature

Categories: Nomenclature 3.0 assigns objects to 10 categories based on function
Category 1:  Built Environment Artifacts
Category 2:  Furnishings
Category 3:  Personal Artifacts
Category 4:  Tools & Equipment (T&E) for Materials
Category 5:  T&E for Science & Technology
Category 6:  T&E for Communication
Category 7:  Distribution & Transportation Artifacts
Category 8:  Communication Artifacts
Category 9:  Recreational Artifacts
Category 10:  Unclassifiable Artifacts
Classifications: Grouping of objects based on function within a category
Sub-classifications: Specific grouping of related objects
Primary Object Term: The most general object name assigned to an artifact,
Excample: Jewelry

Secondary Object Term: Term used to describe specific examples of a primary object
name, Example: Pendant (describes a specific example of the primary object name Jewelry)

Tertiary Object Term: Very narrow and specific, often singular, object descriptor, Example:
Pendant, Charm, used to describe a type of pendant (a secondary object name used to
describe jewelry, a primary object name)
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General Example of Hierarchy Format
Category 8: Communications Artifact
Classification: Personal Symbols
Sub-classification: Belief Symbols
Primary Object Name: Symbol, Political
Secondary Object Name: Button, Political

Tertiary Object Name: Button, Campaign

(The function of an object becomes very specific as we move from the broad category into the specific object
names)

Other Name: Data entry field within PastPerfect that can be used for local terms or other
object names not found in Nowmenclature 3.0

Unclassified Object Name: Object name that has not been organized under the structure
of Nomenclature 3.0

Preferred Term: New term in Nomenclature 3.0 that is replacing an older, previously valid
term. Example: Rule, Line, has been replaced by the term Gauge, Line
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Converting to Nomenclature 3.0 through the PastPerfect 5 Upgrade
What to expect during data conversion

When converting to Nomenclature 3.0 using PastPerfect 5, there are a few things to anticipate:

e No data will be lost; select to continue using the previously configured nomenclature
and lexicon from PastPerfect 4 at any time

e If the Revised Nomenclature (called 2.0 in PastPerfect) was used in an accurate and
consistent manner, the data conversion will be relatively simple and straightforward

o Nomenclature 3.0 includes additional categories and object names (primary, secondary,
and tertiary) not in Revised Nomenclature. PastPerfect will automatically place object
names from Revised Nomenclature into the new hierarchy of Nomenclature 3.0

e There will be some new organization of old terms; most of these terms will update
automatically but changes may be noted when performing a hierarchical search

e Some terms from Revised Nomenclature will now be “Illegal Object Names” and
will have an associated new preferred object name. These object names along with
their preferred terms will appear in the lexicon in the “Lexicon Illegal Terms List”
after selecting “View Non-Preferred Terms.”

e Certain previously accurate terms will now be listed as unclassified. These are terms
that do not exist in Nomenclature 3.0

Missing object names explained

Certain object names will not be found in Nomenclature 3.0. This may include terms in
Revised Nomenclature. Examples include purposeful spelling changes, such as adding a
hyphen Machine, Can-Capping, instances where there is an added modifier Uniform [Part|,
or object names that were deleted from Nomenclature 3.0 because they were too specific.
These terms will not disappear from your lexicon, but if you convert to Nomenclature 3.0 they
will be listed as unclassified and they will need to be updated to new approved terms or
reclassified.

While data may now be in a new place or need to be re-classified, no data has been lost in
the conversion process and you can continue using the previously configured lexicon by
selecting option 2.0 under the Lexicon Field in System Parameters.
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Setup System Wide Parameters
Country Settings Accession & Sites Screens
- Maximum # of Catalog Records to 999
. A J Display for One Accession or Site
) ) To increase speed, Accessions or Sites with a very
Date Style American j HEr large number of associated catalog records will not
display the list of catalog records.
Object 1D Sort by: Catalog Record Date Display
Alpha @ Mumeric  Object |D Separator . Catalog Record Date Format YYYY/MM/DD
Catalog Research - Query Lexicon Nomenclature

7 Save query in qluerj.f history file even ifthere UEE L ATTETE S
were no matching records found.

Web Links

Art & Architecture Thesaurus (4AT) Website
hitp:hwww.getty. edu/researchiconducting_researchivocabularies/aat!

Union List of Artist Names (ULAN) Website
hitp:/fwww getty edu/researchiconducting_researchivocabulariesiuland =

Library of Congress Online Catalog Website
hitp://catalog.loc.gow =

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

{2\ Unlock Upgrade Options Exit

Selecting Nomenclature Version in “Setup System Wide Parameters™

Cataloging Natural History, Archaeological, and Ethnographic Collections

Nomenclature was developed for the museum field in order to identify and classify man-
made objects where a specific function is known. It is not intended to provide specific object
names for every type of collection, individual artifact, or specimen. However, it is flexible
and institutions should make alterations to the lexicon as needed in a consistent and
thoughtful manner. The Nomenclature Committee also recommends that you work with
other organizations with similar collections in order to adopt standards that may be used and
potentially incorporated into later versions of Museum Nomenclature.

Nomenclature 3.0 includes basic object names for working with natural history, archaeological,
and ethnographic collections. However, other scientific authorities have already established
conventions for identifying these types of materials. Catalog these artifacts using non-
scientific, non-specific terms, or consider using other scientific lexicons such as the
Integrated Taxonomical Information System. For more information visit: www.itis.gov.
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When the function of an object can be determined, it may be appropriate to assign a
contemporary object name that describes function and then add a more historically accurate
object name to the other name field.

Managing Nomenclature in Museums with Small, Specific Collections

There are many museums with very specific collecting missions. Examples include toy
museums, military history museums, and art museums. These museums often use very
specific object names not found in Nomenclature 3.0 because standardized Museum
Nomenclature does not fit their organizational needs. If you work in this type of museum
there are ways to utilize Nomenclature 3.0 along with preferred, more specific object names.

One example is a military history museum where objects are assigned names specific to the
United States Military rather than standardized Museum Nomenclature. This can be very
useful for specialists performing research but is inadequate for the general population
including museum staff or volunteers lacking a military specific background. An example of
this is the military term “Trousers.” Nomenclature 3.0 does not use the term “Trousers” but
does use the object name Pants. In this instance, use the object name Pants and include the
term Trousers in the Other Name or Title fields.

= Objects Catalog 2
i AE X e | s oo en

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

Screen View Collection Clayton Family Collection Date 1920 circa

Archaeclogy Object1D 2010.1.1 Year Range thru

Art ObjectName  Pants on 3| Catalog Date 02/15/2010

Geology Other Name Trousers Cataloged by Smith, Elizabeth

History Others# Status Date  02/15/2010

Matural History Olds# Status by Smith, Elizabeth

A ions# 20101 Lawrence, William Status OK
Custom i
Home Location  PastPerfect Museum Main Bldg Image Management -no image

Other Views @ Archaeology @ Art @ Geology © 0 EED

Appraisal Description

Condtion . Lk =
Dimensions J
Lexicon Creator =
Location J Role j
Hotes & Legal Collector & | Col. Date| / / Provenance

People - Subjects Site /Site# = J
Classification P of Origin

Search Terms g

Relati

| Event =

Repatriation Material

Source L}

Inscription Found

Waker's Mark

aker's Marl Made

=B Used

Virtual Exhibit Owned J
[l Include in Web Export Updated by Unknown Updated  0215/2010 04:12 P [T TEuIyg

Object Name “Pants™ from Lexicon, with “Trousers” as Other Name
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When a term exists in Nomenclature 3.0 that can be used to adequately name an object, that
term is the primary object name. If an appropriate object name does not exist, add a more
specific object name to the lexicon and classify it under the categories found in Nomenclature
3.0. You can also add object names to the secondary or tertiary object name field.

= Setup Lexicon 28
Select Category /| Show alertwhen saving records with unauthorized object names. © Hierarchical Listing of Terms
1: Built Environment Artifacts j Allow entry of new cataleg records without an object name. Alphabetical Listing of Terms
View Non-Preferred Terms View Unclassified Object Names
Classification Sub-Classification Primary Term Secondary Term Tertiary Term
Building Compenents [ [ [ [ -
Building Components = Lexicon Add New Category, Classification or Term £

Building Compenents
Building Components

Building Compaonents Add Category Category 3: Personal Artifacts j
Building Compenents
Building Components . . J
Bullding Companents Add Classification Classffication Clothing

Building Compenents

Building Companents Add Sub-Classification Sub-Classification Main Garments j
Building Components
Building Components

Building Components Add Primary Term Primary Term Trousers]
Building Components
Building Components é

Building Gompanents Add Secondary Term Secondary Term
Building Components

Building Components Add Tertiary Term Tertiary Term

Building Compenents
Building Compenents

Building Components Add New Primary Term Cancel

Building Components

Building Components [Architectural Spaces [Vault

Building Components Barrier Elements

Building Components Barrier Elements Baluster

Building Components Barrier Elements Balustrade

Building Components Barrier Elements Case, Radiator

Building Components Barrier Elements Grate, Register

Building Component: Barrier Element Grille h

Double click on & term Add Category, Class or Term | Remove Category, Class orTerm | | Reclassify Term Close
for more information

Adding specific object name to lexicon
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= Objects Catalog =
i @ |2 X i | ot Joowcians— T
Ed‘t MOde Save Cancel | Change Access#, Object ID, or Loan# Deaccession Change Catalog g Object Name
Screen View Collection Clayton Family Collection Date 1920 circa

Archagology ObjectID 2010.1.1 Year Range thru

£ ObjectName  Bag, Doctor's Search Lexicon | Catalog Date 02/15/2010

Geology Other Name Cataloged by Smith, Elizabeth

History CEE Status Date  02/15/2010

Natural History Ol Status by Smith, Elizabeth
Al W 20101 Lawrence, William G | Status oK

Custom

Home Location  PastPerfect Museum Main Bldg 4 | Image Management -no image

Other Views

@ Archaeology @ Art @ Geology © History @ Natural History @ Custom

Appraisal
Nomenclature 3.0

Object Name Object Name 2 Object Name 3

e  a=F 8

Lexicon

Condition L]

(o=l 3 Personal Artifacts
Location

(OEEEIE N Personal Gear

Notes & Legal

People - Subjects R #EEE) Personal Carrying & Storage Gear
Classification

Scarchilems AT EOTl Bag, Carrying

Relations.

EEWGERE Bag, Doctor's

Repatriation
= o Tertia

Source . ary

Inscription Other Object

Maker's Mark Names

Lists

Virtual Exhibit

Updated by Unknown Updated ) Update History

Secondary and Tertiary Object Names (PP5 evaluation copy example)

Catalogers should regularly utilize the other name, title, and key word search fields to include
other object names that may be more specific to an artifact or type of collection. The overall
goal should be a structured and consistent method of naming objects that will allow for
searches by a diverse population.

Institutions may also choose to not include in the lexicon terms that fall outside the scope of
the collection. Only using the subject specific object names needed by a museum may be less
intimidating than trying to utilize all of Nomenclature 3.0 and may help reduce errors of data
entry. Classifications, categories, and object names can be deleted within the PastPerfect
lexicon. However, if the scope of the collection were to expand, correcting the lexicon to
include the additional Nomenclature 3.0 terms will be a very daunting task.

Finally, if the lexicon in PastPerfect 4 is heavily altered and you need to keep it, but also
want to incorporate Nomenclature 3.0, do not convert to Nomenclature 3.0 when you upgrade to
PastPerfect 5. When converting to Nomenclature 3.0, the entire lexicon will convert to the new
format. To continue using the PastPerfect 4 lexicon, consider adding any new terms and
categories to the pre-existing lexicon. This will allow you to maintain the lexicon but also
start to adopt Nomenclature 3.0. If you work on converting the lexicon so that it conforms to
the standards of Nomenclature 3.0, when you eventually convert and begin using the
Nomenclature 3.0 lexicon, you will have less unclassified terms and the process may be a bit
easief.
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Notes for Users of PastPerfect 4

During the data gathering process for this help guide, it became apparent that many
institutions are avoiding upgrading to PastPerfect 5 because of the loss of the
Scatter/Gather feature. As Nomenclature 3.0 is not available in PastPerfect 4, upgrading is
encouraged because it includes the option to use the Nowmenclature 3.0 lexicon in a digital
format.

There are options that allow cataloging off-site without Scatter/Gather. These include using
a remote desktop connection. This is a feature integrated into Windows OS. Or consider
setting up a Virtual Private Network (VPN).

For more information about these options, please contact your PastPerfect representative
and / or your I'T department. You may also find more information about remote desktop at
windows.microsoft.com

Data Entry Standards and Examples for Nomenclature 3.0

Institutions dedicated to using the Revised Nomenclature correctly and avoided heavy use of
local terms, will face minimal problems when cleaning up the converted Nomenclature 3.0
lexicon. However, if many local terms were used as primary object names or catalogers were
prone to errors of data entry, the task of cleaning up the lexicon will be more complex.

Following are examples of some of the common types of situations being encountered
throughout the conversion and lexicon clean up, as well as instructions for potential
solutions. Throughout this process, keep in mind that Nomenclature 3.0 is a tool to be used by
museum professionals. It is intended to help in the naming of objects, not make cataloging
more difficult or time consuming. Nozenclature 3.0 is flexible and is intended to be adaptable
to meet an institutions unique needs and circumstances.

Examples
1. What bappened to the more generic terms from Revised Nomenclatures

Example: Spoon found in Food Service T&E (Tools & Equipment) in Revised
Nomenclature

Nomenclature 3.0 does not use these generic terms but now relies on the cataloger to know the
specific function of a spoon for object naming. Following are three examples of data clean-
up solutions:

1. Go through the object records one by one and update them assigning the
appropriate function based object name, ex. Spoon, Sugar; Spoon, Measuring; or
Spoon, Medical

2. Add a generic classification and object name to the lexicon
e In the lexicon select to add new category

AASLH: www.aaslh.org
Nomenclature Community: http://aaslhcommunity.org/nomenclature




Nomenclature 3.0 Help Guide

e Sclect add new classification under T&E for Materials
e Add the new classification “Misc. Food T&E”

e Accept and in the description enter something similar to “Misc. T&E
pertaining to food setvice, processing, and or preparation where the specific

function is unknown”
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= Setup Lexicon

Select Category
4: Tools & Equipment

for Materials

/| Show alert when saving records with unauthorized object names.
Allow entry of new catalog records without an object name.

Wiew Mon-Preferred Terms

@ Hierarchical Listing of Terms
Alphabetical Listing of Terms

View Unclassified Object Names

Classification Sub-Classification Secondary Term Tertiary Term
Food Pracessing & Preparatinn TRE[Fand Pranaratinn Equinmeant [l iftar_pia I -
Food Processing & Prepa| = Lexicon Add New Category, Classification or Term £2

Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa

Add Category

Add Classification

Add Sub-Classification

| Sub-Classification

4: Tools & Equipment for Materials

|

Bread
Piza

, Flour

,lce

a, Offset
a2 Wok

Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepa
Food Processing & Prepar]
Food Processing & Prepar.
Food Processing & Prepar.
Food Processing & Prepar:
Food Processing & Prepar;
Food Processing & Prepar:
Food Processing & Prepar.

= Add Information About Misc. T 8 E

Source

Definition & Notes “Misc. T&E pertaining to food senvice, processing, and or preparation where the specificfunctionis = |

Changes Added by user 09/25/2012 08:19 AW

3

Er

Double click on atq
for more information.

LS T L AT R AT ]

untertop
Ik
j h
ic Hand
oK ic Stand hd
TETES STy e | Close

Adding new classification and description

3. Once this classification is added to the lexicon, you need to add the primary term

Spoon under this new classification

e Go back into add category, classification or term

e Sclect to add new primary term and type Spoon
e Seclect T&E for Materials as the category and Misc. Food T&E for the

classification and accept

AASLH: www.aaslh.org
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= Setup Lexicon

Classification

Select Category
4- Tools & Equipment for Materials

Sub-Classification
[

/| Show alert when saving records with unauthorized object names
L.‘ || Allow entry of new catalog records without an object name (

Primary Term
[

View Non-Preferred Terms View Unclassified Object Names

@ Hierarchical Listing of Terms
1 Alphabetical Listing of Terms

Secondary Term
[

Tertiary Term
|

Agricuttural T&E
Agricultural T&E
Agricultural T&E
Agricuttural TRE
Agricultural T&E
Agricultural T&E
Agricultural T&RE
Agricultural T&E
Agricuttural T&E
Agricultural T&E
Agricultural T&E
Agricuttural TRE
Agricultural T&E
Agricuttural T&E
Agricultural T&E
Agricultural T&E
Agricuttural T&E
Agricultural T&E
Agricultural T&E
Agricuttural TRE
Agricultural T&E
Agricuttural T&E
Agricultural T&E
Agricultural T&E
Agricuttural TRE
Agricultural T&E
Agricultural T&E
Agricultural T&RE
Agricultural T&E

Add Category

= Lexicon Add New Category, Classification or Term

| Category

Add Classification

| Classification

Add Sub-Classification

| Sub-Classification

Add Primary Term

Add Secondary Term

| Secondary Term

Add Tertiary Term

| Tertiary Term

| Primary Term Spoon

4: Tools & Equipment for Materials

Misc. Food T& E

Add New Primary Term Cancel

]

E
i

Cultivation Equipment
Cultivation Equipment
Cultivation Equipment
Cultivation Equipment
Cultivation Equipment
Cultivation Equipment
Cultivation Eauinment

Harrow
Harrow
Hoe
Hoe
Hoe
Hoe
Hoe

Harrow, Spring-Tooth
Harrow, Tine-Tooth

Hoe, Celery
Hoe, Com

Hoe, Cotton
Hoe Garden

Double click on a term
for more information.

‘ Add Category, Class or Term | Remaove Category, Class or Term |

Reclassify Term Close

Adding “Spoon” as Primary Term before adding Description

e Under description type something similar to “Spoon pertaining to food
service, processing and or preparation where the specific function is
unknown or unspecified.”

All records assigned the object name Spoon are now classified as shown and no further
action is needed

2. How to manage terms used in Revised Nomenclature that were updated in
Nomenclature 3.0 and have also switched categories

Example: Plate, Engraving in Printing T&E should now be called Block, Engraving in
Graphic Equipment under T&E for Communication

The term Plate, Engraving will initially be listed in your unclassified objects list within the
PastPerfect lexicon tab and you must change the object names.

e In the lexicon tab, double click the term Plate, Engraving, click change to a new
name, and then select the new term Block, Engraving from the lexicon. Select to
change all to update all records

e You can continue to use Plate, Engraving under other name if you choose

AASLH: www.aaslh.org
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i S Unclassified Object Names 22 A
Select Categor Object Name ting of Terms
1: Built Envird. |Fonds fing of Terms
Records Select aterm from the list on the left, then use the controls below You can
: : choose an appropriate object name from the Nomenclature 3.0 lexicon OR
Series Aol add yuurumss‘t nzmela lnle lexicon by classifying your term. Pt b
Classification
Structures a
Structures Use Existing Nomenclature Term
Structures
Structuras
Structures
Structures
Structures OR
Structures >
Stracaias Classify Selected Term
Structures
Structures Add as Primary Term ‘ Add as Secondary Term Add as Tertiary Term |
Stru
Sty = Search Lexicon EZ
Stru 5
Stru Select Category Select Classification Select Sub-Classification Ol e
Stru 6: Tools & Equipment for Communication L] Printing T&E j Graphic Equipment j " Alphabefical Listing of Terms
8tru
Stuel | Classification Sub-Classification Primary Term Secondary Term Tertiary Term
e Printing T&E Graphic Equipment Point, Lithographic -
il Printing T&E Graphic Equipment Rocker
e Printing T&E Graphic Equipment Roulette
Sty Printing T&E Graphic Equipment Scraper, Press
St Printing T&E Graphic Equipment Sheet, Plate Backing
Stru Printing T&E Graphic Equipment Silkscreen
S Printing T&E Graphic Equipment Squeegee, Silkscreen
St Printing T&E Graphic Equipment Stencil, Film
St Printing T&E Graphic Equipment Surface, Printing
-] Printing TRE Graphic Equipment Surface, Printing Block, Printing
G Printing T&E Graphic Equipment Surface, Printing Block, Printing Block, Engraving
Printing TRE Graphic Equipment Surface, Printing Block, Printing Block, Fabric

“Select as Object Name™ Block, Engraving to change catalog records

3. How to name objects with multiple functions

PastPerfect 5 allows you to have up to three object names associated with one object. For
example, to assign object names to a T-shirt that is also a Souvenir, please do the following:
e Sclect the primary term Shirt or the secondary term T-Shirt under the category

Personal Artifacts, Classification Clothing, Subclass Main Garments.
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= Setup Lexicon

Select Category /| Show alert when saving records with unauthaorized object names
3: Personal Artifacts j Allow entry of new catalog records without an object name.

View Non-Preferred Terms

@ Hierarchical Listing of Terms
Alphabetical Listing of Terms

View Unclassified Object Names

Classification Sub-Classification Primary Term Secondary Term Tertiary Term

Clothing Main Garments Pullover -

Clothing Main Garments Pullover Jersey

Clothing Main Garments Robe

Clothing Main Garments Sari

Clothing Main Garments Sarong

Clothing IMain Garments Shirt

Clothing [Main Garments Shirt Blouse

Clothing Main Garments Shirt Blouse Blouse, Middy

Clothing Main Garments Shirt Blouse Choli

Clothing Main Garments Shirt Blouse Overblouse

Clothing Main Garments Shirt Blouse Shirtwaist

Clothing Main Garments Shirt Shirt, Aloha

Clothing Main Garments Shirt Shirt, Dress

Clothing Main Garments Shirt Shirt, Maternity

Clothing Main Garments Shirt Shirt, Polo

Clathing lMain Garments Shirt Shirt, Shell

Clathing lMain Garments Shirt Shirt, Shooters

Clothing [Main Garments Shirt Sweatshirt

Clothing IMain Garments Shirt T-Shirt

Clothing Main Garments Shirt Top, Tank

Clothing Main Garments Shors

Clothing Main Garments Shors Shorts, Athletic

Clothing Main Garments Shorts Shorts, Bermuda

Clothing Main Garments Shorts Sharts, Short

Clothing Main Garments Shorts Sharts, Short Pants, Hot

Clothing Main Garments Shorts Trunks

Clothing Main Garments Shrug

Clothing IMain Garments Skirt

Clothing [Main Garment: kirt Dirndl hd

o Double dlick on a term Add Category, Class or Term | Remove Category, Class of Term | Reclassify Term Close
for more information.

Selecting Primary and Secondary Terms for T-shirt

O We select this object name and classification first because all T-Shirts have

clothing as a function but they are not all souvenirs

e In the lexicon tab from the object catalog record, select Object Name 2

e Enter Souvenir as the primary object name under the category Communication

Artifacts, sub-classification Memorabilia.

The T-shirt is now associated with two object names for identification and searching

purposes.
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= Objects Catalog
i A R

Edlt MOde Save Cancel Change Access# ObjectID, or Loan# | Deaccession | Change Catalog Ll Object Name

Screen View Collection Clayton Family Collection Date 1920 circa

Archaeology Object D 201011 Year Range thru

Art ObjectName  T-Shirt Search Lexicon | Catalog Date 02/15/2010

Geology Other Name Cataloged by Smith, Elizabeth

History Other# Status Date  02/15/2010

Natural History Ol Status by Smith, Elizabeth

| Accession# 20101 Lawrence, William nv"'l Status OK

Custom

Home Location  PastPerfect Museum Main Bldg 4 | Image Management -no image

Otner Views @ Archaeology @ Art @ Geology © History @ Natural History @ Custom

Appraisal
=1 Nomenclature 3.0

Condition L] _ ~ -~
JR— Object Name Object Name 2 Object Name 3
=== T-5hin I Y[
Lexicon
(0 IR 3: Personal Artifacts 8: Communication Artifacts
Location
Classification [Whilih] Documentary Artifacts

Notes & Legal

People - Subjects LMo ESl Main Garments Memorabilia

Classification
Search Terms | Primary ELd Souvenir

Relations
- Secondary [Esliud

Repatriation
=  _| Tertia

Source L] g4

Inscription Other Object

I Names

Lists

Virtual Exhibit

e in Web Export Updated by Unknown Updated 02/15/2010 04:12 PM |[IllEleRa T3

Assigning Object Name 2 as Souvenir

4. How to name a common housebold item that serves the function of Art

There are a few options for naming common household items serving the primary function
of artwork:

1. Name the object both Artwork and Bowl, Serving (or other bowl term suggested by
the form) — even if the item was created to be art, it could have a practical
application.

2. Add the object name Bowl, Art to the lexicon. This makes the function obvious and
does not confuse it with a local term Bowl that may have been added to the lexicon
under Food Service T&E.

3. Name the object Artwork and in the other name field, use the term Bowl, Art.

5. Can an object be named using a secondary or tertiary object name?

An example of this is the term Blouse, which is a secondary term used to more specifically
describe a type of Shirt, which is a primary object name.

You may assign the object name Blouse to an artifact even if it is a secondary term. When
you enter the term Blouse in the Object Name field, it is assigned to the hierarchy of
Nomenclature 3.0 as shown:

AASLH: www.aaslh.org
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e Object Name: Blouse

e Category: Personal Artifacts
e (lassification: Clothing

e Sub-Class: Main Garments
e Primary: Shirt

e Secondary: Blouse

6. Catalogers do not always have the time to look up appropriate object names when
cataloging and want to use the familiar local object names. How should this be
managed?

PastPerfect has a settings option that allows objects to be entered and cataloged without
entering an object name. This can be useful when students or volunteers work on cataloging
but may not be familiar with Nomenclature 3.0.

= Setup Lexicon £
Select Category /| Show alert when saving records with unauthorized object nam @ Hierarchical Listing of Terms
1- Built Environment Artifacts j V/iMllow entry of new catalog records without an object name.; Alphabetical Listing of Terms
erred Terms View Unclassified Object Names
Classification Sub-Classification Primary Term Secondary Term Tertiary Term
Building Components -
Building Components Architectural Spaces
Building Components Architectural Spaces Balcony
Building Components Architectural Spaces Carport
Building Components Architectural Spaces Catwalk
Building Components Architectural Spaces Cellar
Building Components Architectural Spaces Cellar Cellar, Root
Building Components Architectural Spaces Cellar Cellar, Storm
Building Components Architectural Spaces Cellar Cellar, Wine
Building Components Architectural Spaces Deck
Building Components Architectural Spaces Loggia
Building Components Architectural Spaces Platform
Building Components Architectural Spaces Porch
Building Components Architectural Spaces Porch Porch, Sleeping
Building Components Architectural Spaces Porte-Cochére
Building Components Architectural Spaces Fortico
Building Components Architectural Spaces Stage
Building Components Architectural Spaces Stall, Shower
Building Components Architectural Spaces Stall, Toilet
Building Components Architectural Spaces Stoop
Building Components Architectural Spaces Tower, Church
Building Components Architectural Spaces Turret
Building Components Architectural Spaces Vault
Building Components Barrier Elements
Building Components Barrier Elements Baluster
Building Components Barrier Elements Balustrade
Building Components Barrier Elements Case, Radiator
Building Components Barrier Elements Grate, Register
LBuilding Components Barrier Elements Grille hd
9 Double C!'Ck on a_term Add Category, Class or Term | Remove Category, Class or Term Reclassify Term Close
for more information.

Selecting option for cataloguing without an object name

e Select this option within the lexicon screen
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e Volunteers should leave the Object Name field blank and input the local term into
the Other Name field

e Staff familiar with Nomenclature 3.0 should regularly update

Note: If you enter local terms in the Object Name field, the process of formally converting to Nowenclature 3.0
will be more difficult as it has been based on the correct usage of the Revised Nomenclature

7. How should a non-traditional souvenir be assigned an object name?

An example of this could be a teapot purchased as a souvenir that does not serve the
function of a teapot:

e C(Catalog it with the object name Souvenir
e You may choose to enter the term Teapot in the Other Name field

If the teapot can function as a teapot, follow the instructions from the T-shirt example
above.

8. Why is an object name listed as unclassified in Nomenclature 3.0 and how can it

be fixed?

One of the most frequent causes of object names being designated as un-classified has to do
with data entry. Entering words in the wrong format or with spelling mistakes will produce
the same errors as object names not found in Nomenclature 3.0 and should be fixed and
generally avoided.

Two examples follow and they can be updated within the unclassified object list found in the
lexicon:

1. Machine, Can-Capping should be changed to Machine, Can Capping
e Sclect the term Machine, Can-Capping from the unclassified object list
e C(lick to select new term
e From the lexicon select Machine, Can Capping,
e Sclect to change all

O This will automatically update all records where Machine, Can-Capping
needs to be changed to Machine, Can Capping

2. Machine, Tobacco Making should be changed to Machine, Tobacco
e Sclect the incorrect term from the list
e C(lick to select new term
e From the lexicon select the new object name of Machine, Tobacco
e C(lick to change all
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9. How should an unidentified object be cataloged?

The correct Nomenclature 3.0 object name for an unidentified artifact is Artifact, Unidentified.

10. Understanding preferred / non-preferred terms

In the lexicon, you can pull the list of preferred terms. This can be a common name that has
a new, preferred name that should be used or a term from Revised Nomenclature that has
been changed or updated in Nowmenclature 3.0

Example: Booklet was an appropriate term under Revised Nomenclature but not in
Nomenclature 3.0. Now, instead of the word booklet, use Pamphlet. To update, do the
following:

1.

When cataloging new artifacts, if you enter the term Booklet, a yellow window will
pop up and it will offer you the option of using the term Pamphlet.

e Accept the suggestion and you are done. If you would like, you can use the term
Booklet in the Other Name field.
Print out the list of non-preferred terms from Reports for review

e In the lexicon under unclassified object names select the object name Booklet
and change to new name Pampbhlet

e Accept the change to update all records

General Reminders for Cataloging and the Use of Nomenclature 3.0

Be consistent in naming objects

Assign one staff member to oversee and manage the use of Nowenclature 3.0 and all
internal lexicons

Be aware to check for spelling or word placement errors before adding a new object
name to the lexicon

Before adding new terms to the lexicon, double check to make sure an appropriate
term does not already exist in Nomenclature 3.0

When adding terms to the lexicon, try to keep the structure consistent with
Nomenclature 3.0

Nomenclature 3.0 is intended to be flexible and is a tool to help museums name and
identify objects based on function

Consider using the other name field, secondary and tertiary object names, and title
tields for greater searching capabilities

Additional resonrces can be found at the AASIH Nomenclature community website at

bttp:/ [ aaslhcommunity.org/ nomenclature
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