Richmond Museum of History Collections Assessment

Project Outline

Step Process

Requirements

« Step 1: Use Google form to collect data on object currently in the collection space being asssessed

* Be sure to remain on top of any questions or concerns that come up in the process as listed on the Google Form results
« Step 2: Determine what matches can be made and reconnect the accession cards to objects
« Step 3: Determine which accession cards still have no objects

Assessment #1: « Step 4: Determine which object still have no accession cards

Data Collection

« Step 1: Convert Google form into a Microspft Excel Spreadsheet. Remove all the object without accession cards and all
accession cards with out objects [Temporarily]

« Step 2: Make a list of the fields you want data for in PastPerfect
« EX: Date, location, object description, accession number, etc.

VAN 0 el a5« Step 3: Data clean up of all matched objects with data collected thus far

Data Clean Up « Step 3: Determine what fields from your Past Perfect list you already have data for and what you still need

« Step 1: For all the remaining data that needs to be collected you will need to go back to the collection room being assessed

« Step 2: Upload the Excel Spreadsheet onto the laptop and have volunteers/interns enter remaining field using accesssion cards
in the stroage space

~* EX: Object description, condition, dimensions, markers markers, etc.

Assessment #2: |8 Step 3: You can begin taking photos at this point but remain vigilent of the upload needs, image file titles and other metadata

Data Collection to make sure that files dont get misplaced
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« Step 1: Remain ontop of data entry to insure that the data being collected is relevant and needed
« Step 2: Correct any inproper data formatting
Assessment #2:

Data Clean Up

« Step 1: Make sure all column headings are the smae as found in the fields wanted for PastPerfect
« Step 2: Import excel form into PastPerfect
« Step 3: Attach image files for each object

Data Import
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