Collective Access Procedural Manual

(. \COLLECTIVE
A\ ACCESS

CLHO: Wilton Historical Society

Created March 10, 2018



Table of Contents
Login
Search for Object

Object Pages
e Object Descriptions/Dates
e Object Locations
e Object Measurements
e Object Condition Reports



Login
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To log into the Wilton Historical Society’s “Collective Access” Database,
open a web browser (Chrome, Microsoft Edge, Firefox, etc.) and go to the
website:

wilton.ctcollections.org

That should bring you to a page that looks like this:

My Drive - Google Drive X / [% CLHO: Wilton Historical © X ) famy - s

& C | @ Notsecure | wilton.ctcollections.org/index.php/system/auth/login?redirect=http%3A%2F%2Fwilton.ctcollections.org%2Findex.php%2FDashboard%2F Index o Yr H

C \COLLECTIVE
A\ ACCESS

CLHQO: Wilton Historical Society

User Name:
Password
@ Login
10614 AM
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H O 1ype nere to search A ~ATBEE e B

On this page, enter your username and password, and click login

That should bring you to a page that looks similar to the page below:



[ CLHO:Wilton Historical © X

) Ay - X
&« C' | @ wilton.ctcollections.org/index.php/Dashboard/Index ¥
CA\COLLECTIVEACCESS NEW FIND MANAGE  IMPORT Q
Edit dashboard
Advanced search form Recent logins
Objects: Advanced search Date/time User IP address

Title

Related Entities

blackmar

Curatorial Description

Notifications

You have no new notifications

Object identifier Q search 3110018, 10:44AM EST

2018
° Reset
Dates

3/09/18, 2:29PM EST

Object status
- -

b

Recent changes

Nick Foster (Nfoster) 14875114228

Nick Foster (nfoster) T5127.174.218

Changes to objects from March ¢ — March 10 2018

Nick Foster edited Villon Far
March 9 2018 at 15:51:54

Nick Foster edited \Wilion Farmers Baseba
March 9 2018 at 15:51:42

User: Nick Foster > Preferences > Logout | @ 2018 Whirl-i-Gig. CollectiveAs s is a trademark of Whirl-i-Gig [0.4824s/10.00M]

H O Type here to search 0
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This is the homepage. If you go to wilton.ctcollections.org and it brings you
to this page without having to login, make sure that you are logged in as the
appropriate person. You can tell who is logged in at the bottom of the

screen. If the name that appears is not you, click “Logout” and that will take
you back to the login screen.

Curatorial Description Object status

- -
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Netifications

You have no new notifications Recent changes

Changes to objects from March 9 — March 10 2018

Nick Foster edited \\/ilion
March 9 2018 at 15:51:54

Nick Foster edited \Vilion Farmers
March 9 2018 at 15:51:42
Usar: Nick Foster > Praferencas > Logout | © 2018 Whirl-i-Gig. CollactiveAccaess is a trademark of Whirl-i-Gig [0.4824s/10.00M]
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Searching for an Object

Searching for an object can be done in two ways.

First, you can use the basic search bar, located at the top right of the
homepage:

in.ctcollections.org/index.php/Dashboard/Index o
CA\COLLECTIVEACCESS NEW FIND MANAGE  IMPORT Q
Edit dashboard »
Advanced search form Recent logins
Objects: Advanced search Date/time User IP address
Title Object identifier Q Search 31018, 10:44AM EST Nick Foster (Nfoster) 148.75.114.228
2018 @ Reset 3/09/18, 2:20PM EST Nick Foster (nfoster) 75.127.174.218
Related Entities Dates
blackmar Dat=
Tyvpe

You can enter an accession number, donor name, keyword, etc. into this box
and press enter, and it will bring you a results list that looks something like
this:

[% CLHO: Wilton Historical © x ' g My Drive - Google Drive X Clockmaking 3/10/18 - C X € oy - X
<« C | @ wilton.ctcollections.org/index.php/find/QuickSearch/Index r T
CA\COLLECTIVEACCESS NEW FIND MANAGE IMPORT | hats Q
QUICKSEARCH RESULTS
Top 100 results for hats Sort by name -
Objects (100} @ — Full Re
BEOMNET (64 64.030) [Physical Objeci]

1 (62.36.2¢) [Physical Object]
onnet {62.153.5) [Physical Object]

EOMNET (62.36.001) [Physical Object]

X BONNET,_MOURNING (0.0.0) [Physical Object]

2008.25.1a-d) [Physical Objecf]
; box {2004.55.31a,b) [Physical Object]
2006.3.2 a-c) [Physical Cbject]

0.11.013) [Physical Object]
HAT (0.0.0) [Physical Object]
HAT (0.0.0) [Physical Object]
HAT (0.0.0) [Physical Object]
HAT (65.19.013) [Physical Object]
HAT (0.0.0) [Physical Object]

HAT (74.7.001) [Physical Object]
HAT (87.21.001) [Physical Cbject]
HAT (64.64.041) [Physical Object]

]

HAT (64.64.031) [Physical Object]

HAT (64.64.038) [Physical Object]

User: Nick Foster > Preferences > Logout | @ 2018 Whirl-i-Gig, CollectiveAccess is a trademark of Whirl-i-Gig [0.5218s/22.00M]
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This example search was for “hats”, which brings up over 100 objects. If you
put in something more specific, like a donor name or an accession number,
there will be fewer results.

Clicking on any of the objects, highlighted in blue, will bring you to that
objects page.

The second way to search for an object is using the “Find” menu, which is
also at the top of the home page screen:

[ - >
ctions.org/index.php/Dashboard/Index w T
B\COLLECTIVEACCESS NEW FIND MANAGE IMPORT Q
Edit dashboard »
Advanced search form Recent logins
Objects: Advanced search Date/time User P address
Title Object identifiel Q Search 3/10/18, 10:44AM EST Nick Foster (Nfoster) 48.75.114.228
2018 @ reset 3/09/18, 2:29PM EST Nick Foster (nfoster) 5127174218
Related Entities Dates
blackmar Date

Type

Place your cursor over the menu and it will give you a list of things you can
find, including objects:

) Ay - *
W
NEW FIND MANAGE IMPORT Q
Lots
Recent logins $ Objects Basic search
Entities Advanced search
ITETE L Collections Browse
ject identifier Q search 311018, 10:44AM EST Nick Foster (Nfoste Exhibition
s @ Reset 3/09/18, 2:20PM EST Nick Foster (nfoster Storage locations
tes
Loans
= Last QuickSearch
ject status

-
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If you click basic search, it brings you to this screen:



[ CLHC: Wilton Histerical © X ) Ay - x

&« C | ® wilton.ctcollections.org/index.php/find/SearchObjects/Index/reset/preference%3Apersistent_search/parametertype_id/+ h*4
CA\COLLECTIVEACCESS NEW FIND MANAGE IMPQORT | hats Q

SEARCH OBJECTS Search: FrrnETE: Q Search
SAVED SEARCHES:
L)
CURRENT SORT:
Idno

SEARCH

ADVANCED SEARCH

This search bar which works the exact same way as the previous search.

Object Pages

Below is a sample of what the page looks like when you click on a specific
object:

[% CLHO: Wilton Historical © X ) oy - X
& C | @ wilton.ctcollections.org/index.php/editor/objects/Obj ject_id/12586 Tr
CA\COLLECTWEACCESS NEW FIND MANAGE IMPORT  HISTORY Q
RESULTS
< {12/17) )

@ Save ° Cancel x Delete

hien — North Wall = Fireplace Object identifier o
mer (93.DB.616 AB)

Editing Physical Object:

93.DB.616 AB

Title o
foot warmer
@2 e Alternate Title (4]
Created o
1 month, 8 day= ago
Last changed
6 days, 21 hours age by Nick Foster
Type  alternate
Part of lot: 23.0b
@ Add alternate title
BASIC INFORMATION
PHYSICAL CHARACTERISTICS Other identifiers o
ARCHEOLOGY Other identifier Type [ ]
GEOGRAPHY Not zet v
CULTURE/STYLE @ Add Other identifiers

User: Nick Foster > Preferences > Logout | © 2018 Whirl-i-Gig, CollectiveAccess is a trademark of Whirl-i-Gig [0.7307s/6.00M]




The default page when you click on an object is “Basic Information”.
Included on this page is the “object identifier” which is its accession
number, it’s “title” or name, any alternate identifiers, such as any “A”
numbers, as well as other basic info like it’s description and associated
dates.

Descriptions, accession numbers, and titles can simply be typed in, and then
click “save” at the top of the screen.

Dates can be entered for a variety of things, including date accepted, date
manufactured/created, and date published.

To add/enter a date, click on the plus sign next to “add date” enter the date
into the blank space, and identify the type of date using the drop down
menu:

wilton.ctcollections.org/index.php/editor/objects/ObjectEditor/Edit/object_id/12586
\COLLECTIVEACCESS VEW  FIND MANAGE  IMPORT  HISTORY
R ;
RESULTS . -
(1217 ) Other identifier Type 0
Not set .

iting Physical Object:

| - © Add Other, ifiers
itwarmer (93.DB 6§16 A B)
Dates
Date Type
| _ iy June 1993 ) Date accepted -
| Not set |
© Add Dates Date accepted

00

Date collected

Date copyrighted

Date manufacturedicreated
Date of alteration

u X, x| 1= @ = s9 & Datepublished
B I US ® : Earliest/Latest dates

sy £33 ﬁh o, @ Source 52 B % | Patent date

Curatorial Description

o0

i
En
Il

reated
T

As always, click “save” when you are done.



Object Locations

Locations of objects can be changed by clicking on the “Location” menu. It is
located in the bottom left corner of the object page. You might have to scroll
down to see it.

@193 Q@ Alternate Title

Created
1 month, 8 days ago

Lask changed
b days, 21 hours ago by Mick Foster

Type alternate -

Part of lot: 93.db
RELATIONSHIPS . @ Add alternate title

ADMIN INFO

Other identifier Type
SUMMARY Mot set

LOG @ Add Other identifiers

The location page looks like this:

[3 CLHO: Wilton Historical © X ' & My Drive - Google Drive X [y - X
< C | ® wilton.ctcollections.org/index php/editor/objects/ObjectEditor/Edit/Screend6/object_id/12586 I
CA\COLLECTIVEACCESS MEW FIND MAMAGE IMPORT HISTORY | hats Q

£ RESULTS >

112/17)
Ediling Physical Object

Betts Kitchen — Nortf Wil 2 Fire; Location history e
foot warmer (93 DB.616 A B)
storage
location
Related storage locations o
Sortby Feevanze w1 ] o - ©

Permanent Collection —+ Betts Kitchen - Morth Wall —+ Fireplace (is permanently located at} Q

© Add relationship

Location Notes

00

Part of lot: 93.db

BASIC INFORMATION

PHYSICAL CHARACTERISTICS @ Add Location Notes

ARCHEOLOGY

GEOGRAPHY @ Save ° Cancel x Delete

CULTURE/STYLE

User: Nick Foster > Preferences > Logout | © 2018 Whirl-i-Gig. Collectiveiccess is a trademark of Whirl-i-Gig [0.6427s/20.00M]
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To change an object location, click on the “Add Relationship” plus sign:

Bettz Kitchan — North Wall = Fireplaoe

e e Location history
foot warmer (93.DB.G16 A B)

storage
location

Related storage locations

Sort by |Relevance |/ 1 h Exportas

@ fh ° Permanent Collection — Betts Kitchen — North Wall - Fireplace iis permanently located afl Q

Created
1 manth © Add relationship
Last changed

6 days. 22 hours age by Nick Foster Location Notes

Which will bring up this search bar:

( RESULTS ) - -~

11217 Sorthy Relevance  w|[t v Export as - D

Editing Physical Object:
Permanent Collection = Bettc Kitchen = Morth Wall = Fireplace (is permanently located at] Q

foot warmer (93.DB.G16 A B) Q
Storage locations >

@ T e
Search:
Created
1 month, B days ago e Add relationship

Last changed
6 days. 22 hours ago by Mick Foster .
Location Notes

o0

Part of lot: 93.db

BASIC INFORMATION

Simply search for the location you wish to move the object too. For example,
Betts Kitchen -> North Wall -> Fireplace. Click on the location, make sure
the box below the search bar says “is permanently located at”:



T
J

[wse]
T
J

& Add relationship

Location Notes

Search:

$ s permanently located at  ~

©
o

As always, click “Save”!
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If a location does not exist in the search bar, make a note of where the object
is located, and Nick will create the location for it.

If you're not sure what the location is, consult the map with room names.

(Room name map is forthcoming).

Object Dimensions

To add object dimensions, click on the “Physical Characteristics” menu in
the lower left hand corner of the object page:

O = -

Created

1 month, & doys ago

Last changed

6 days, 22 hours ago by MNick Foster

Part of lot: 93.di

BASIC INFORMATION
PHYSICAL CHARACTERISTICS

ARCHEOQLOGY
GEOGRAPHY

CULTURE/STYLE

Type giternate -
& Add alternate title

Other identifiers

Other identifier Type
Mot et

@ Add Other identifiers

Dates

Date
June 1993
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The Physical Characteristics page looks like this:

[% CLHO: Wilton Historical © x ' g My Drive - Google Drive X € fmy - X
<« C | @ wilton.ctcollections.org/index.php/editor/objects/ObjectEditor/Edit/Screen36/object_id/12586 r
CA\COLLECTIVEACCESS NEW FIND MAMAGE IMPORT HISTORY | hats Q

< wmw >
@Suve eCuncal X oeiete

Editing Physical Object:

Betts Kitchen —» North Will = Firepisce Dimensions o
foot warmer (33.D8.616 A.B) Height Width Depth Length o
[l et Lol e
Weight Diameter Circumference
A Ll e
Measurement notes Measurement type
CM: AL b 19.7 /723 3square B int cup H: 7.6 D{w/handie)17.7 Not et -
Height Width Depth Length o
e e e Ll
@ 13 EEI ° Weight Diameter Circumference
a L] Lnd
Created Measurement notes Measurement type
1 month, 8 days ago IN: A: h: 7.75 /7:9square B: int cup W: 6 7/8 H: 3 Diwhandle)7 Not set -

Q Add Dimensions
Part of lot: 83.db

Count
BASIC INFORMATION

00

PHYSICAL CHARACTERISTICS
ARCHEOLOGY

GEOGRAFPHY Accessory

00

CULTURE/STYLE

User: Nick Foster > Preferences > Logout | @ 2018 Whirl-i-Gig, Collectiveccess is a trademark of Whirl-i-Gig [0.3255s/22.00M]

BmE 9 B O & 9

1:38 PM
3/10/2018 Ez

Simply type in dimensions into the corresponding Height, Width, Depth,
etc. boxes. If the dimensions are only listed in “Measurement Notes”, please
move them into the appropriate boxes (it makes it easier to search later).

Object Condition Report

To add edit an object’s condition, click on the “Condition” menu in the lower
left hand corner of the object page:

@193 Q@ Alternate Title

Created
1 month, & days ago

Last changed
& days, 22 hours age by Mick Foster

Type| &alternate -
Part of lot: 93.db

PROVENANCE ANDRIGHTS | & Sl
CONDITION -
$ I I Other identifiers
SUBJECTS -
Other identifier Ty
MEDIA N

RELATIONSHIPS )
€ Add Other identifiers

I W™ A TIMk
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The condition page should look like this:

[% CLHO: Wilton Historical © X 3 Py - X

<« C | @ wilton.ctcollections.org/index.php/editor/objects/ObjectEditor/Edit/Screend2/object_id/12586 r
CA\COLLECTIVEACCESS NEW FIND MAMAGE IMPORT HISTORY | hats Q

< wmw >
@Suve °Cuncal X oeiete

Editing Physical Object:

Betts Kitchen - North Wall -# Firepisce Condition reporting
footwarmer (93.DB.616 AB) Condition notes
fragile

00

Documentation

Upload:| Choose File | No file chosen
@3t e ’

Condition rating
Not set -

© Add Condition reporting

Has object been treated?

o0

PHYSICAL CHARACTERISTICS Treatment Priarity

High
Moderate
Low

H O Type here to search

Enter condition notes into the blank box, type your initials into the

“Examined by” box, and enter the date that you performed the report. Click
“Save”!

Each new condition report should be added by clicking on the plus sign
reading “Add Condition Reporting”, and following the steps above.



