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INTRODUCTION

This manual is intended for use by users of Victorian Collections. This manual will take
you through the technical aspects of using the Victorian Collections online collection
management system to digitally catalogue your collection.

ACCESSNG THE CATALOGUE

Type https://cms.victoriancollections.net.au /login into the URL bar on your internet

browser.

Enter your username or email, then your password andlick Login

Victorian Collections Login

Enter your username or email, then your

sign in to the Victorian Collections Management System password and cIickLogin. If yOU have

[ ]
== |Jsername *

forgotten your password, click Reset your 1
Passwordto be sent a link to reset your
password.

Required

Password *

Required

Reset your Password

Catalogue
i ltems

D Parties

Login

Once you have logged in, clicktems to
access the collection catalogue.
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SELECTING ARECORD CATEGORY

Victorian Collections offers four record categories: Object,

Artwork, Publication or Archive. For each item you catalogue,

New object record you will need to begin by selecting a record category. You can
change record categories at any time from theAdmin section
New artwork record within the record.

New publication record L . e .
Within your collection, you may havespecific sub-collections

New archive record and item types, which will require using one or more record
categoriesacross your catalogue.

Object record is used to catalogue:

Items collected for historic or scientific interest. This might include three-dimensional

objects, paper dbcuments (stand-alone items that are not archives, e.g. historical
photographs, maps, letters), books that are not for public lending (e.g. rare or historic

books), and digital items (e.g. oral histories, films). 2

Artwork record is used to catalogue

Artw orks or works of artistic craftsmanship. Items catalogued using this record
category could be two or three dimensional, or digital. This record category includes
additional fields to record Artist Statement , Credit Line, andMounting and Framing
information.

Publication record is used to catalogue:

Publications that are available to be borrowed or read by the public or members of
your organisation. This record category is suitable for cataloguing any publication (e.qg.
magazines). Typically, thes publications will be commercially available or not oneof-
a-kind items. This record category includes additional fields to record thdSBN,
Subjects, Series, Editions and to identify the item asFiction or Non -Fiction .

Archive record is used to cataloge:

Documents, photographs, maps or correspondence in your collection that are
considered archives in a more formal sense due to their shared provenance, function
or a particular style of arrangement. This record category includes additional fields to
record the Archival Unit Type , Format, Start/End Date , Provenance,
Purpose/Function , Arrangement and Content.
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CREATING A NEWRECORD

CREATING APUBLICATION RECORD

To create a new record, clickNew Record

= 4 Victorian Collections

Catalogue ltems Search
€ New Record M = H |
C All Records Record Id 3

Select your desired record category. This manual section

pertains to Publication Records.

New object record

New artwork record
i

New publication record

New archive record

Your screen will now show anew record, ready for you to complete the fields.

CREATING APUBLICATION RECORD




IDENTIFICATION

This section captures key information required tocreate a strong and reliable
connection between a physical item and its associated information.

Recor d t ldentifier t ThiswAay also be
referred to as a registration number,
accession number, or a collection inventory
number.

Identification

Identifier
L Select acategory that accurately describes
the type of item you are documenting from
the Item Type drop-down menu.

Item Type

Where further descriptive information is

needed, record anltem Name. This should

specify what the item is in a word or two.

Depending on the Item Type youhave 4
selected, you may not need to record any

additional information and choose to leave

this field blank.

Item Name

Title

Record t he Titedmitasbednor ma l
assigned one by its creator. This discretionary

field is only for books, documents, works of

art, etc. with a specific title given by their

creator.

Edition

Series

Recordt h e iEdigsomfumber. Enterthis
as a numeral, for example, 7th. ed., not
hseventh editiont.

ISBN/ISSN

Recordthei t e S®Hes. This should be indicated if the work is from a related series of
titles.
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Recordthei t e I®BNEISSN. This is the International Standard Book Number of 10 to
13 digits for books, or an International Standard Serial Number of 8 digits used to
identify newspapers, journals, magazines and periodicals.

Record any alditional identifiers in Other
Other Identifiers identifiers . ClickAdd Identifier to create

a new entry.
o ldentfiers Enter aType and aValue for each
additional identifier. For example: A call
number on the spine of a book would be
classed as an Other Identifier. You can
write the words Call Number in the Type
field and then the actual digits inValue.

(® Add Identifier

T‘ These fields are all visible to the pub lic. 5
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MEDIA

This section stores digitised images and media files relating to the item for the dual
purposes of preservation andpublic access.

Remember, this field can also hold audio, video, and other file types. You may like to
upload digitised copies of important paperwork relating to the item or an oral history
recording from the donor - it can all be uploaded here.

Start by uploading a new media item. Either click this box or drag and drop your file.

No attached media

Upload media

E

Select the correct file, andclick Open. Note that you can select multiple fileso upload
at onceby holding down the Ctrl key when you click.

A notification that your upload is complete will appear on the right of the screen.
At the bottom right of your uploaded media item, you wil see
these symbols: o 0 #

€ downloads the media file to your computer.

@ displays information about the file, including its Name, Type, System ID, Width,
Height and Size.

£x gives three options;Rotate Clockwise, Rotate Anticlockwise and Delete.
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Record theTitle of the media item. For

Title A~ . ¢ .
[Hz exampl e, hlAlusagelofg i n the
' Volume 17 .
e e e e From the drop-down menu,selectthe

permission you hold to share this media
item . For more information on media
sharing options provided by Victorian

Credit Line Collections, click the @ *=# pytton on the
right-hand side of the screen.

Alt Text Where relevant, record aCredit Line

acknowledging the visual reproduction of

the item, not the item itself. e.g.

"Photographed by Duy Trinh" or "Image

courtesy of [Organisation name]" or
TDigitisation funded by [
information provided in this field will

Description populate the Media Reuse component on 7
the public website, so ensure you provide

the information required for legal crediting
purposes.

Copyright

Transcript

Record anAlt Text description of the image to aid vision impaired viewers with screen
readers to understand the image Avoid phrases like 'Image of..." as this is evident to

text reading programs that will often prefaceyour t ext wi t h ' Famage depi
more information on Alt Text, click the @ = putton on the right-hand side of the
screen to access our information sheet, hMak

Where relevant, record the Copyright holder of the digital reproduction. In many
instances this field will be left blank, especially if the item being catalogued is in the
public domain, as it is not common practice to claim copyright in the reproduction of a
public domain item. However in ®me cases, the digital reproduction copyright may be
held, for example, by the photographer or the digitising funding body (such as your
organisation). If this is the case, enter the name of the copyright owner of the media
you have uploaded.
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If the media item you are attaching to your record is a video or audio file, provide a
brief Description summarising the contents for public viewers.

If the media has spoken or visual language, enter&ranscript in this field.

T‘ These fields are all visible to the public .
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DESCRIPTION

This section records information about the item that cannot be captured by
digitisation alone. This information is useful for identifying an item's physical
characteristics and will inform material-specific preservation strategies, future
conservation activities, storage solutions and research.

Description Sel ect tMedumi Rroennh& drop
down menu choose from: Hardcover,
o Paperback, Unbound or Digital.
[ Record thei t e Phisecal Description.

The aim is to describe the object in
sufficient detail so that the reader is able
to visualise it. Consider colour, shape,
materials, texture, ornamentation and
moving parts, prominent features, imagery
and symbols.

Physical Description

Inscriptions and Markings

Record the details of anyinscripti ons and
Markings . Inscriptions should be
transcribed verbatim and closed with
inverted commas. A new line of text should

Languages

Production Methods be depicted by a forward slash (/). If there
are multiple inscriptions it can also be
Materials beneficial to specify their location on the
object.

Where the written or spoken words are

used and the language is known, record

the Language For preferred terms, click

the @ H= putton to access the Language
Glossary.

Select one or moreProduction Methods for this item from the drop-down menu.
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For consistency it is preferred you use a term from the existing list, however if your
desired term does not appear in this list, you may enter your own by typing it into the
field and pressing enter. This will increase the discoverability of your item on the
Victorian Collections public website. For a full list of preferred terms and definitions,
click the @ ¥ putton to access the Production Method Glossary and Production
Method Terminology.

Add Materials tags by clicking into the Materials field and selecting fom the list at left.

Start typing to search for your preferred term. If you have entered a broad term,

suggested narrower terms may be displayed. Selecting both the broad and narrow

term wi l | i ncrease your i temHAs sohangtermsiaer abi | i
needed. If your desired materials term does not appear in this list, you may enter your

own by typing it into the field and pressing return. For a full list of preferred terms,

click the @ ¥ putton to access the Materials Glossary.

To record the dimensions of your item, clickAdd Dimension.

Dimension No Values Recorded -~ 1 O
o
[ l

Height Length width Depth hd

(® Add Dimension

Record the applicableConfiguration of the object for this set of dimensions. For
example, a suitcase may have smaller dimensions in a closed configuration and large
dimensions in an open configuration.

Record the Dimension inHeight, Length, Width or Depth as appropriate using just a
numeral, and then designate the Unit used for the measurements from the drojglown
menu. To record further dimensions clickAdd Dimension.

If you have additional measurements, record these in thé®uration and Weight fields.

T‘ These fields are all visible to the public .
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RELATIONSHIPS

This section allows you to make connections between your catalogue recordsy
documenting two different types of relationships between itemsin your collection.
You will likely not use this section for all items.

Parent and Child relationships are inherent relationships between items which are
part of a set.Examples of collection items which demonstrate parentchild
relationshipsincludeas et of books or a box set of pamph
is the set in full, and the hchildrenH are e
each item withinaboxsetCr eat i ng i ndividual records to d
you to manage them independently, and record differences in their respective
condition, location, and use.
Begin by creating a conceptual parent record which

Parent © documents the set as a whole.
Next create a child record for each individual part.
IE DR You can use theDuplicat e Record function to create 11
copies of the original parent record that retain
i nformation youHve already ent
duplicating records, see pagel46.

(-I-) Add Parent Record

Finally link each chil d OlickAdd PagentiRecordi t o t he p
Thiswi | | take you to your catalogue, where you
like to link to:

E 2019-11-21T05:18:13.568Z  Volume 14: Prisoner nos. 7412-7780 60 true 0008 false ®

No Media Document 2019-11-23T21:35:54.167Z  Volume 14: Prisoner nos. 7412 - 7780 40 true Volume 14 false @

Uniform 2020-06-24T06:19:34.313Z 40 true false e

Make a selection by clicking thet+ icon at the right of the screen then clickingOk. Your
Parent and Child Records are now linked.
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The Related Record functionality can be usedto document curated relationships
between collection items that may not have a director inherent relationship, but are
connected by circumstances or interpretation. These connections may be through
similar time periods, style, dona, object type and so on.

To add a related record to the item you are

Related records @ cataloguing, clickAdd Related Recordsand make one
or more selections from your catalogue by clicking the

No related records +icon at the right of the screen, then clicking Ok.
@ Add related records Next click the drop-down arrow. Record the nature of

the relationship between these items.

The records you have selected will be linked to the item you are cataloguing &elated
Records.

T‘ Relationship data recorded in this section is visible to the public . 12
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REFERENCES

This section is used to record any resources you consulted in developing this item
record.

To create a new entry, clickAdd

Reference Reference.

[Tme Enter the Title of the resource you
consulted.

Enter the URL of the resource, if
applicable. Note that hyperlinks must
begin with http:// or https://

url

ISBN/ISSN

Enter the ISBN of the book you consulted

or the ISSNof the newspaper, journal,
magazine or periodical.

Description g p 13

Enter a brief Description of the

information in this resource (e.g. author

biography).

@ Add Reference

T‘ These fields are all visible to the public .

CREATING APUBLICATION RECORD




CONTEXT

The Context surrounding an item is often what gives it meaning or value to the
collecting organisation and others. This section records the significance of theem.

Context

Publication Type O Fiction () Non-Fiction

[Summary
I

Contextual or Histaric Information

Subjects

Statement of Significance

Primary Significance Criteria

Comparative Significance Criteria

Click the appropriate box to indicate if the
item is either Fiction (imaginary events or
people) orNon-Fiction (informative or
factual).

In the Summary field, provide a summary
of the ideas, themes, protagonists and/or
plot of the publication.

In the Contextual or Historic Information
field, tell the story of the item. Link it to
relevant historical events, themes and
people if known, or provide contextual
information about the item/work. 1 4
In the Subjectsfield, add subject

keywords relating to the ideas, themes or
names/places relating to the item to assist
researchers and users of your collection. It

is important to use consistent keywords
throughout your catalogue to make

searches more accurate. Appropriate

subjects might include variations in

terms/names (e.g. WWI, World War One)

or associated broader and narrower

category names (Cotton, Textiles,

Fashion) that will help the public find the

item through their own searching.

There is no need to repeat words already
entered in other catalogue fields as field
text is also searchableAdd keywords one
at a time by clickingAdd Entry after each
keyword or pr essixrog
delete an entry.

hEnt e
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In the Statement of Significance field, enter a Statement of Significance. This is a one
paragraph summary of why the item is significant and what type of significance it

holds. For an explanation of significanceyress the © el putton to accessour
information sheetsh8l ghificance in a Nut

Check the appropriate box/esinthedropd own menu t o deBromary be t hi s
Significance: Historic; Artistic or Aesthetic; Scientific or Research Potential; Social or

Spiritual.

Check the appropriate box/es in the dropdown menutodexs r i be t hi s it emHs
Comparative Significance: Strong Provenance; Rarity or Representativeness;
Condition or Completeness; Interpretive Capacity.

™Y

These fields are all visible to the public.

To assist with identifying Subjects, you may want to designate a list of
keywords or a thesaurus that is relevant to your collection. The

Museum of Applied Arts and Sciences have a comprehensive 1 5
thesaurus, but depending on your collection, there might be a more

specialised and effective thesaurus for you.

A Statement of Significance is a concise, reasoned argument about
how and why an object is of value. It can be as simple as a couple of
sentencessummar i sing the object#Hs meaning a

For more on how to write a Statement of Significance refer to the
publication Significance 2.0.
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https://www.arts.gov.au/sites/g/files/net1761/f/significance-2.0.pdf

PROVENANCE

Thissecti on details the events that have occur
time it was created until it was acquired into your collection.

First r e ¢ o Creation or enanufaceim s

Croation Where necessary, you can elect to keep details of

theit emHAs creation private by ¢

(] Hide creation details from website ) ) ’
creation details from website

[' Record the creationDate, if known. Write the exact
date if you know it, (e.g. 31/07/1986). If the exact
date is unknown, make this clear (e.g. c.19746).

Record any additionalDetalsa bout t he i temHAs creation, for
context of the production of the item. Please note that details relating to parties (i.e.
individuals, organisations) and places may be entered in the sections below. 1 6
Use Victorian CollectionsH Pa
Parties sssociated with creation recor'dthe.Par' ti es associ ated with
creation, including the primary creator, and any
s s e individuals or organisations who had a role in the
D Greator/s are unknown itemHs creation.
(&) Add creator

Alternatively, if the creator/s are unknown, click the
checkbox, hCreator/s are unkn

To add a creator, clickAdd creator .

You can either attach an existing Party record, or if you have not yet created a Party
record for this individual or organisation, you will need to create a new Partyecord.

To attach an existing record, select theExisting record check button, then search for
the name of the Partyrecord you would like to add.
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[ A e ol Senind

Bl Ry IO AT 24 10T IRE

The Party record you have searched for will appear on screen. To select it, click the
plus icon onthe right of the screen, then click ok. To associate another Party record,

repeat this process.

Adtach creation party () Existing record  (8) New record

Mame *
Email

Phone

Town

Regian

Parties associated with creation

This party

S

Alternatively, to create a new Party

record, click the New record check

button. Fill out the fields with the name

of the individual or organisation, and any 17
relevant contact details.

Click Saveat the top right to save and
return to your item record.

O Hide from website i

now |l inked to the item record,
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In the Role field, make an appropriate selection from the dropdown menu to indicate
the role this party played in the creation of the item.

C1 Hide creation details from website
Astind

, Party
‘ Bl Biler [ Hide from website []

For example, a film may have multiple Parties associated with its creation, with roles
including director and producer; a functional object may have both a designer and a
manufacturer.

To keep a party and its role private, cligk
checkbox is not clicked, only the name and role of the party will display on the public
website.

If you would like to delete an Associated party fron your item record, click on the
hrubbish binH#H icon to the right of the Party

Places associated with creation
Associated place -
Mature of assasiangn
[I [ Hide from website
Place
Sireet Town Region
State Couniry

Details

CREATING APUBLICATION RECORD




Record the details of t he |Ptaceadssodatedwith t he it
creation. ClickAdd place.

RecordtheNat ur e of t hi s \iththece&tion oftlse $emcbeatingiino n

mind that there may be multiple places associatedwih t he it emHAs creati o
example, a functional object may be designed at a studio, and manufactured at a

factory.

Record the locationDetails of the place. If you wish to keep these details private, click
the hHide from websiteH checkbox.

To record more than one place associated with creation, clickdd place and repeat the
above steps.

If there is any further information pertaining to the creation that has not been
captured in the associated parties or places, record it in th©ther details relating to
creation field.

Next record any additional provenance events in the life of 19
the item, from its creation until it was acquired into your

collection. Examples of provenance events include sales,

transfers, or use in exhibitions and publications.

Provenance events

No events recorded

(® Add event
To create a provenance event, clickAdd event.
Puicason Make a selection from the drop-down menu
g to indicate the type of Event you are
P recording.

Then, following the above steps, record the date of the event, and any associated
Parties and Places. Where necessary, you can keep the details of this event private by
clicking the hHide from websiteH checkbox.
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Parties associated with this event

Mo parties recceds have bean associated

(%) Add party

Places associated with this event

Mo associated places reconded

E—}Aﬂdpﬂm

Other details relating 1o this event

If there is any further information pertaining to the creation that has not been

captured in the associated parties or places, record it in th©ther details relating to

this event field. For example, if the Event is a Sale, you may record the reason that the
item changed ownership.

20

To create additional provenance events, clickAdd event and follow the above steps.

All Provenance Events are visible to the public by default, however
the specific contact details of each Associated Party remain private. If

T‘ you wish to keep a Provenance Event private, click t
websiteH .checkbox
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ACQUISITION

This section helps you to record how an item came to be under your custody ard

document the ownership status of the item

Acquisition

[ How Acquired

Date Acquired

Acquired From

Name
|

Acknowledgement

[J Has Been Acknowledged

lacknowledgement Date

Other Details

Acquisition Comments

From the drop-down menu make aselection that
best describesHow the item was acquired into

the collection.

Record the Date when the item was acquired
into your collection (e.g.31-07-1986, ¢.1960)

Record the Name and Contact Details of the
person or organisation the item was acquired

from.

Where relevant, use theHas Been

Acknowledged checkbox to indicate that the
been

itemHs donor has

donation.

Record the Date when the acknowledgement

was made(e.g.23-08-1986).

Use the Other Details field to record any

addi ti onal i nformati on
acquisition. It is good practice to explicitly
record where the

are unknown.

T‘ These fields are hidden from public view .

det ai

acknoy

21

regatl

S

of
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LOANS

Use this section to record the item's loan history.

To create a new entry, clickAdd Loan.

If f the loan is going from your collectionto
Loans someone else, checlOutward , or if an item is
comingin from elsewhere to your collection,
checklInward .
Outward Loan Then sekct the most relevantLoan Purpose
from the list in the drop-down menu. If
selecting Other, include the reason in the

Loan Type Inward QOutward .
P O O Loan Notesfield.

[ d Record the Start and End Datesof the loan
(e.g.23-08-2019 in the Start Date and 2410-
2019 in the End Date).
Start Date . 22

End Date

Loan Motes

Contact Person

[ Name Recordthe Name and Contact Details of the
! Person and Organisation the loan is arranged
with.
Email To create additional loan entries, clickAdd
Loan.

T‘ These fields are hidden from public view .
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EXHIBITIONS

This section recorhiswryan itemAs Exhibition
To create a new entry, clickAdd Exhibition Record .
Exhibitions Record the Start and End Datesfor the

Exhibition, (e.g. 2308-2019 in the Start
Date field and 23-08-2020 in the End

Untitled Exhibition Date).
Start Date Record theTitle of the Exhibition. This
{' will also populate the top of the entry.

Enter the Location where the Exhibition
is to be held.

End Date

Title Provide aDescriptio n of the Exhibition so 23
that it will make sense to someone
reading it back in the future. What was it

Location about? Why was it put together?

N To create additional exhibition records,
S click Add Exhibition Record .

T‘ These fields are hidden from public view .
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CONDITION

Condition reports are an essential tool to facilitate effective care of your collection.
Create new condition reports each time you interact with an item, for example when
removing an item from storage, and returning items to storage from use.€. an

exhibition or loan.

To create a new report, clickAdd Condition Report .

Condition Reports

Condition Report

[ Condition

Date Checked

Comments

Checked By

Name
I

Email

Select a term from the drop-down menu to
descri be Cordigoni t e mHAS

Excellent g The item is in near perfect
condition.

Good g The item is clean and stable. Any
deterioration is minor and does not detract
from its cosmetic value.

Fair g The item is in a stable condition but
may require some attention prior to display.

Poor ¢ The item is structurally unsound and
is in danger of loss without the appropriate
steps to preserve it.

Unspecified g The item has not been able to
be assessed. If this is selected, add details in
the Comments field.

Record the Date when this assessment is
made.

Record the Name and contact details of the
person who checked the item.

T‘ These fields are hidden from public view .

24
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RISK

This information in this section can be used to highlight items in that collection that

may need care or treatment to mitigate further deterioration or damage. Over time,

these reports can also provide an overview not only of the risks to the specific it but

also to the collection as a whole. To learn more about carrying out a Risk Assessment,

click the @ puttontoaccessour i nf or mati on sheet hAssessi|
Coll ecti ont.

To create a new Risk Report, cliclkhdd Risk Report.

Choose from thedrop-down list of Risk Types

Risk
Physical Forces(e.g. earthquakes, transportation
damage or poor handling)
Fire (external; bushfires, internal; building fires)
Risk report Water (e.g. from flood waters, plumbing issues or
roof leaks)
Vandalism or Theft 25
r"”’”’e Pest (e.g. inseds or rodents)
Contaminant (e.g. inappropriate cleaning
products, dust or air pollutants)
Risk Factor Light and UV (e.g.sunlight or light bulbs)
Temperature (very high or very low
temperatures)

Humidity (high or low humidity levels)
Custodial Neglect (e.g. dataloss or dissociation
of an item from its associated information)

Select aRisk Factor of High, Medium or Low. For
example, for a costume kept in a display case for a
long period where it is exposed to full sunlight,

the Risk Factor for Light and UV wouldbe High.

Assessment Motes

Record the Date when the item is assessede.g. 3001-2020).

Include any additional Assessment Notes.
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Assessed By

Name
I

Email

Risk Mitigation

[Handlinq Details

Storage Details

Display Details

Packing Details

Record the Name and contact details of the
person who undertakes the assessment.

Record Mitigations that can be taken in regad

to Handling, Storage, Display and Packing of

collection items to mitigate risk. Over time,

these provide a useful summary of how the

itemHAs potenti al ri sk of de

improved.
26

To create additional report, click Add Risk
Report.

T‘ These fields are hidden from public view .
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CONSERVATION

Where you intend to seek, or have sought, treatment of an item by a trained
professional, record the details of the treatment in thissection.

To create a new report, clickAdd Treatment Report .

Conservation Treatment Reports

Treatment

[TI’BBUHE"I‘ Status

Treatment Priofity

Treatmeant Proposal

Treatment Process

Treatment Cutcome

Treated By

Name
[I

Email

Select one ofTreatment Status options
from the drop-down menu. They are in
order of a usual workflow, starting with
Proposed, then Approved, In Progress or
Completed.

Select theTreatment Priority : High (most
urgent), Medium or Low (least urgent).

Summarise the details of theTreatment

Proposal.

Record the actualDate of item treatment 27
(e.g. 36010-2019).

Provide details of the Treatment Process
that was undertaken. This may include
materials, measures and methods.

Summarise theOutcome of the
treatment. What were the results?

Record the Name and contact details of
the person who carried out the
conservation treatment.

To create an additional report, clickAdd
Treatment Report .

TR These fields are hidden from public view .
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LOCATION

This section will help to ensure that yourcatalogue provides an accurate record of the
location of items in the collection, whether in storage or on display.

Location Record the Current Location of the item.
Current Location Record the Date Moved (e.g. 3601-2019) and
Time Moved (e.g. 2.00pm) to show when the item
Location was moved. In the event that an item is misplaced,
[' this information will give you clues as to who last
moved the item (and perhaps
Date Moved reco rd) '
Record the name of the person the item was
Time Moved Moved By and any additional notes about the
location move. 2 8
Moved By It is important when making a new item record to

always give the item aRegular Location so you
know the usual location where the item is stored.
For example, if the item has been out on
exhibition, this shows where the item needs to be
returned to for long -term storage.

Notes

Reqular Location

These fields are hidden from public view.

T‘ I f you donHt have a | ocation tracking
creatinga map or fl oor plan of your organi
spaces and giving each location a letter or number. For example,

Room 1, Table B, Showcase 6, Shelf D.

Refer to your storage locations in a consistent manner to aid
searching. For example, you may use th
187 0-B2-Bl1B35IT EB2-0018 . T
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VALUATION

This section records the valuations made about a collection item; you may record
multiple valuation reports to reflect the changing monetary value of the item.
Valuations are made by trusted and experienced valuers who are experts in a
particular style, period or type of item.

To create a new report, clickAdd Valuation Report .

Valuation Reports

Valuation

Amount
I

Date Valued

Valuation Type

Valued By

MName

Record the Value in dollar and cents(e.qg.
$1,000.50).

Record the Date when item was valued.

Record the reason for valuation inValuation
Type, for example, Insurance.

Record the Name and contact details for the 29
person and/or organisation who undertook the
valuation.

T‘ These fields are hidden from public view .
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RIGHTS

The information you record in this section will help you makanformed decisions about
how your collection items can be shared with the public, whilst protecting the rights of
the item copyright holders.

Select from the drop-down menu the
applicable Copyright Category for the item.
This selection will populate theMedia Reuse
Copyright Category component on the public website. As a rule of
[ thumb, the types of items that may be covered
by copyright include artworks, books, music
and film, whilst item copyright usually does
not apply to functional, heritage objects. For
more on Copyright, click the @ =<k pytton to
Copyright Holder access our information she:
Collectionsgt he Copyright Traf fi

Rights

Copyright Expiry

Name

Record the Date of theCopyright Expiry .

Email Record the Name and contact Details of the
Copyright Holder.
F e Record anyPermissions that have been
granted by the copyright holder including

specific restrictions. For example,

Attribution Requirements TPermission for publicatio
eNewsletter for this use only by Mr T. J. Smith
viaemailon1008-2 02 07T .

Record any relevantAttribution Requirements ,so menbers of your organisation have
a record of what has been agreed to into the future. Foe x amp |l e, T When publ i
include credit hCourtesy of Mr T. J. SmithH.

T With the exception of the Copyright Category, these fields are hidden
‘ from public view.
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ACCESS

This section assists you to manage the level g@ublic access that is appropriate for this
item, including physical and digital accesslhe level of access will be determined based
on anycultural legal, privacy or other restrictions in place. Yo may need to consult
with donors or source communities to fully understand what restrictions are
appropriate.

If the item you are cataloguing is on display,

Access click the checkbox This item is on display
and then make a selection from the drop
down menu bestindicating the Public

Public Display Details Display Location.

This item is on display

Public Display Location
[ Don't show location on website

Record any applicable accesRestriction

Types by making a selection from the drop 3 1

Restrictions down menu, or where relevant select
Unrestricted.
Restriction Type
[ Depending on your selection, additional

fields will be generated for you torecord
the steps you have taken in relation to this
Access Comments itemHAs | egal, privacy

For more on legal or cultural restrictions click the @ el putton to accessour
information sheet hCataloguing Aboriginal
Restrictions in Your Coll ectionH.

Record any additional notes or comments relating toaccess requirements in the
Access Commentsfield.

T‘ The Public Display Details and Restriction Type are visible to the
public. Fields documenting the restriction process and access
requirements are hidden from public view.

of
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RESEARCH

This section may be used to record any research or speculative notes about the item,
with reference to the knowledge source.

To create a new Research entry, clickdd Entry.

Research

Research Entry

[Fbesearch Details

Date of Research

Researched By

Name

Email

Record the Details of any research that was
undertaken, such as: official organisation
websites, interviews, publications or people
interviewed

Record the Date this research was
undertaken.

Record the Name and contact details of the
person who did the research. 32

T‘ These fields are hidden from public view .
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NOTES

Think of this section as a tedo list for your cataloguing team. If a record is incomplete
or you would like to note something for the next cataloguer, leave instructions here.

Notes may include 'Next Tuesday, investigate address of publishing housedr "Joan,
please locate the hardcopy donor form, scan and attach to Media." Notes may be
deleted once the specified task is complete.

To create a new note, clickAdd Note and the drop-down arrow.

Notes Add a brief Title to indicate what the note is about.
Ensure to title your notes so that they make sense
to other cataloguers.

Note
Record the Contents of your note.

[|_ T To create additional notes clickAdd Note. 33

Note Contents

T‘ These fields are hidden from public view .
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ADMIN

This section records the associated user account information for this record and allows
for some administrative changes.

Admin

System identifier

5e743bf7b35a3c056cc4bf63

Date and time created

Mar 20th 2020, 14:43:51

Created by
Mitchell Dare

Date and time last modified

Nov 11th 2020, 15:41:42

Modified by
Mitchell Dare

34

Record category: Publication Change type v

S This record is hidden on the Victorian Collections

website (@ Show record

To change to a differentRecord Category, clickChange Typeand select from the
drop-down menu. Please note: if you havalready entered data this willnot be lost but
some fields may not display, depending on the Record Category selected.

To switch the record from Public to Private or vice versa, click eitherShow Record or

Hide Record as needed. Please note: thiswitotover wr i t e the hHide fr
fields where that check-box has been clickedIndividual fields not designated for

public display will still not show on the website when Show Record is selected.

Every record created in the system has a unique identifying number. This section also
has information about the date, time and person who creates and subsequently
modifies the record.
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MANAGING YOUR RECORDS

VIEWING YOUR CATALOGUE

Wit hin your catalogue, the Victorian Collections CMS offers customisable view

settings. Depending on the task you are undertaking, you can select which
fields to view and which to sort by.

Hide thumbnails View as Table v Select columns Sort Download

ltems per page: 50 v 1-170f17 £ >

Click Hide Thumbnails and Show Thumbnails to toggle between showing or
hiding thumbnail s of the media for eachtem in your catalogue. The thumbnails
will appear to the left of your catalogue.

Select whether you wish to view your catalogue as &able or aList. Viewing as
a table allows you to decide which fieldgo view and sort by.

Select how many items you would like to display per pagéom the drop-down
menu. A high number of items per paganay be useful when scrolling to check
data across multiple entries, whereas the smaller number may be useful when
cataloguing new items.Please note that a high number of items per page may
result in slower processing times.

The oneline summary shows which page you are on from the total number of
pages and the total number of item recordsYou can select to work ornthe Next

Page orPrevious page by clicking on the left < or right arrows >

Hide thumbnails View as Table v Select columns Sort Download

ltems per page: 50 v 1-170f 17 4 >

35
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When viewing your catalogue in a tablethe columns displaying Identifier, Item
Name, Title, When Created, When Modified and Is Private are the defaultbut
you can customisethis using Select columns and Sort to arrange your records
according to your preference.

Select Columns allows you to selectto display the fields that are most useful
depending on the work you are doing. For example, if adding new records you
may like to show theldentifier /Registration number as the first column. If you
are checking on item locations, you may choose to show the Curreri@egular
Location field instead. It is customisable to suit your needs.

= Registration

= Item Name

= Condition

Add Field

4

To do soclickt h e

Click Select Columns and from the Add Field drop-
down menu select thefields youwould like to include

in the table.

Once you havemade your selection you can further
customise the catalogue view bychangingthe order of
how the columns appearfrom left to right. 36

h = igon and whitelhalding down the mouse button,
drag and drop the name in the order in which you want the columns to appear.
To delete a field/column from showing on the page, from the Select Columns
menu, go to the field name and click on the rubbish bin icon. The fieldll then
not appear on your page view.

Sort allows you to sort records in Ascending or Descending order by clicking on
the triangle icons next to the field.

Sort By

—— Registration w

To change the order for the fields priority in which to

sort,

click on tstilboldingdbwne qual s

the mouse button, drag and drop the name in the
order in which you want the sort.

Fields for sorting can be deleted by clicking on the
rubbish bin icon, or, added by clicking on the plus

sign

T+7 and sel ectsiortthy t he fi
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Download allows you to saveyour collection as a CSV (Comm&eparated
Values) table file which can be opeadin any spreadsheet program, such as
Microsoft Excel or Google Spreadsheets. This can be particularly useful if you
need, for example, to print out a list of items and locations for a stocktake.

You will be prompted to save oropen the file for use in sofware outside of the
browser or to the location you specify on your computer.

A
Single tab

L
All tabs

View Settings

Victorian Collections also offers customisable View
Settings within each record. You can viewthe record
one section at a timeby selecting Single tab from the
menu atthe bottom left of the record . If you prefer all
record sections in the one view, selecAll tabsfrom

the menu atthe bottom left of the record . This will

then show all fields to be filled in as a single, scrollable

page.

37
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SEARCHNG YOURCATALOGUE

Simple Search
If you need to run a search for an item record, or multiple item records, use the
search bar at the top of the screen.

You can run a quick search by simply typing a search term into the search bar
(such as hpresdnghyd n tediobifkeylzoardior clicking on the
magnifying glass icon.

[ jellyfish x | e

Advanced Search
You can also run an advanced search by using the search builder.

. Click on the hAdvanced search buil
* +  search bar.

- 38

From the drop-down menu selectAdd Condition and then click onCondition .
Sl ect the information category that you wo
Ac q u i froendhig Jirop-down menu.

To run a ®arch for an exact term relating to that information category, select

hequal sH#, then enter theDovatl iuen#§f)Rum md ec lsie@!
Search.

Add Condition

How Acquired ~ equals ~  Donation|

Q, Run Search
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To run a garch excludng an exact term for an information category, select
hdoes not equal H#, tComei ssi bhedRE|l aed( slchbk.
Search.

Add Condition +

How Acquired ~ doesnotequal ~ commission

Q, Run Search

To run a ®arch to find all item records with no dqta entered into an information
category (such agCondition) s eid eemp thy HRuaSearchc | i ¢ k

Add Condition =

Condition ¥ isempty -

]

Q, Run Search

Likewise, if you would like to search for all item records with data entered into
an informationiscdi ¢ Renbgych.a@ldect h

You can add more than one condition to your search builder (such as Add
Condition g Condition § Historical Information §is filled). From the drop-down
menu at the top left of the Search builder selecthAndHf you would like the
search results to only shav item records with BOTH conditions. SelectfOro
see search results that show one OR the other.

- Add Condition +

Has Private Media ~ isempty - 'i'
Historical Information ~ isfilled - 'i'
Q, Run Search

39
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You can also create a complex search that uses nested conditiofise. a search
within your search). This allows you to search not only for multiple terms, but to
also use multiple hAndHA hOrH options withi

For example, you may want to find all records with media files attached (image,

video, etc.) that are watches or clocks. Tdo this, add your first condition (such

as hAdd ¢MmQan dintBiadi i ¢ mehdlisa ftiylpleesdF#) . Then
hAdd condition#Hf, and hNested condition#. |
need to click hAdd Conagdinti onH# and then hCo

Then you will be able to select one of the additional information categories you

would | i ke to sear¢hhEgugdusit asH)h, tfeonl Inawed t
other information categhCyndglitoendiisn &@medd c
gh EgqugEhf€l ockH). For this particular search
to show either watches or clocks (select h:
Sear cht.

Saved and Recent queries 40

For advanced searches that you would like to run on eegular basis, you can

save the query to run again another time. Create the search using the Advanced

searchbui | der. Once you have your results, the
in the search bar across the top of the catalogue.

e Q In the upper, right-hand corner of the screen,
7 - click on the icon showing three vertical dotsand
Savethis query | Saved queries b select Savedqueries, then Save this query.

Restore a query Recent queries

Type in a suitable short name for the queryand click

Name: Ok. The query will now be saved for use next time
you need to run theadvanced search you have
Has Media
created.
Cancel Ok
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To run a saved query click on the icon showing three vertical dots, and select
Savedqueries, then Restore a query. You will be shown a list of your saved
gueries to choose from.Select the query you wish to run by ticking the name of
the query.

To delete a saved query, click théiubbish binficon.

Has Media

/7
/7

Has Pending Suggestions

To modify a query name, click on the pen icon and then the type in the new
name. When you are happy with the new name click on the tick icon.

Items that show Media @ Ve

41

If you have run an Advancedearch but not saved it, you can seledRecent
gueries and you will be presentedwith a list of your most recent queries. Click
on the query you require from the list to run it.

Here is an example of a list of recent queries:

hasPublicMedia is filled OR itemName = ring’ OR itemName = 'clock’
hasPublicMedia is filled AND itemName = 'ring' AND itemName = 'clock’

hasPrivateMedia = yes

MANAGING YOUR RECORDS




VICTORIAN COLLECTIONSFIELD HELP

If you need help or are seeking best practice direction to fill ipparticular CMS

fields/sections, you#HI | find a responsive help guid

Collections CMS that also inclues information sheets and videos to guide you.

Please Note: you need to be in editing mode to have access to thisaystem
help guide. Click theUpdate button at the right -hand side of the screen tcedit
your record.

Click the ? Helpicon on the right of the screen to activate the
guide.

For broad Section guidance, look in the Help Guide via the Helpicon to the
right of your screen.For individual Field guidance, make sure th@ Helpicon to
the right of your screen is activated, and then click your cursor in a given field
for specific information about it.

Field Help is responsive and will change to match the field you hawelected.
Similarly, resources within the Help guide are specific to the field or section 42
selected, and are interactive links that will open a new browser tab/window to
be viewed.
This is an example of Help
e Help X for a Section To close the
Help guide at any time, click

The Identification Section on the hXH.

This section captures key information required to create
a strong and reliable connection between a physical item
and its associated information.

Below is an example of Helgor a specific field A helpful description will be
given to guide you in completing the given field. Often more detailed guidance
will be attached as a PDF document.
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