
 

***Technical Tip!  Any yellow box means you can access an authority file using F7 *** 

1 Harpeth Hall Archives – Procedures to create a new record 

1.  Sign in at the library circulation desk and put on your nametag. Get the Archives Work Log 

and check to see where the last volunteer stopped working. Record your name and where you are 

starting in the Work Log, noting the location of the box and folder you are using. 

 

2.  Turn on the monitor for the archives computer. If necessary, log into the computer. 

 

3.  Open Past Perfect (located on desktop), and pick the field for entry from four choices:  

     -- Objects 

     -- Archives (paper, print materials) 

     -- Library (rare books, alumnae/faculty published) 

     -- Photographs 

 

4. The last record in that category should pull up.  To begin adding a new record, 

click on “Add” from the top toolbar menu.  

 

5. A separate text box will appear that requires a new Accession number, 

Object ID (same as Accession number), and Object name.   

• The last used Accession number should be listed in the text box.  

Numbers follow the format of year (.) number in the collection (.) 

number of item if in a series.  

• Ex. 2009.003.001 (third item accessioned this year, first tea cup in 

a tea set), next tea cup 2009.003.002 

• Next number with completely new item would be: 2009.004 

• You can also look up “Check for last accession #” if it is not listed 

in Archives Work Log. 

• Enter the next new number as the Accession# and Object ID. 

 

6. For most entries you will search the “Authority File” to select from the 

most commonly used object names. If you double click the object name in 

the Authority File it will be entered automatically in the Object Name 

field in the “Add New Photo” window. For rare items you could “Search Lexicon” to look up 

Object Name. 

 

7. Click “Add”. If an object subcategory window comes up, choose the most appropriate 

selection. A new screen should appear with the new Accession number and a blank record. 

 
8.  Fill in the collection field. Using F7 you can double click to select “Harpeth Hall Archives.” 

 

9. Fill in the Home Location field according to the photo categories for your photograph. 

Example: RG 15 / ATH / SWI / FOL 1 / OBJ 3 
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10. In the “Cataloged by” field, hit F7 to pull up or add your 

name to the authority file. Be sure to enter your last name first. 

Use today’s date as your “Catalog date.” Enter any other dates 

that are visible on the item you are cataloging. 

 

11. Enter information into the “Description” field – include scope and content such as titles, size, 

number of pages, dates, school names, names. Only list names here if there are just one or two 

people, or if the people are the reason for the picture’s importance.  Otherwise, individual names 

will be entered later. Use CNTRL-C to copy the description to use later as a photo caption. 

 
 

12.  Create searchable terms by clicking button “”People, Classification, 

Subjects, Research.”  This will pull up a new text box.   

 

13.  For each field, check the authority file using F7 for key terms.  Otherwise create list of key 

terms for each field.  Add ALL names to the “People” field.  Names should be entered last name, 

first name.   

 

• For alumnae, use their maiden name (the name they used when they 

were a student) as their last name. Use this form: 

Maiden (Married), First (Nickname) Middle, Graduation Year 
Ex: Jackson (McDonald), Emma (Emmie) Ann, 1944 

 

• Each time a new name is entered into this field it is added to 

“People Authority File” for later use and reference. Names can also 

be added to this file directly through “People Biographies”. 

 

• Before adding a new name, check carefully first to see whether the name has already 

been added to the “People Authority File”. If you add the same person multiple times, 

small variations will create many slightly different names for the same person. 

 

14.  Click the Save button to save your information so far.  

 

15. To scan an item and attach it to this record, click the Image 

Management button.  

 

16. In the top right corner under “Acquire New Image”, click on the 

“Operate Scanner” button to launch the Epson Scanner software.   
 



 

***Technical Tip!  Any yellow box means you can access an authority file using F7 *** 

3 Harpeth Hall Archives – Procedures to create a new record 

17. Put the item to scan on the glass with the top of the item 

along the front edge of the scanner – the side closest to you. 

 

18. Make sure you’re 

scanning in TIF format at 

300 dpi, then click the 

Preview button for a fast scan 

of the entire screen. 

 

19. Drag the cursor to select 

the area you want and click 

the Scan button. 

 

19. When the scan is 

complete, close the scanner 

and preview screens. 

 

20. In the “Scan or Acquire 

New Image” screen, use the 

drop down button to set the 

file type to TIF. Click the 

Save Now button. Click OK if there’s a size warning. 

 

21. In the Image Metadata box, enter a caption for the item, or 

use CNTRL-V to paste the description from earlier. Enter your 

name in the Created By field, using F7 to access the authority 

file. Click OK to close the box. 

 

22. Close out the image management box. 

 

 

                  The record is finished! 
 

 

Other useful tips: 

- If you get error messages, pressing the ESC (escape) key will take you back a few steps 

so you can try again. 
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