
 

PastPerfect  
Data Entry Rules for 

Photos Records 

To Open and Log Into PPS:  
• Open PastPerfect using shortcut on desktop.  
• Log in using your username and password.  

o If you do not have one, contact the Archivist or Director.  
• On left side of screen, click on the Archives icon.  

 
To Create a New Record:  

• To create a new record, click on +ADD on top Menu Bar.  
o A new window will open: ADD NEW CATALOG RECORD 

• Enter Accession Number if known.  
o The source name will automatically fill if an accession records already exist in 

PPS.  
• Enter Object ID 

o This number must be unique with no duplication.  
o Use leading zero when necessary  

• Enter Object Name 
o Use Authority File when possible  

• Select Add a Single Record 
• Choose from either:  

o Blank Record: no fields pre-filled 
o Current Data: Copies from previous record 
o Default Data: Pre-fill commonly used fields  

 Use the Buttons below to set the Default Data 
• Finally, click Add New Record. 

 
To Find and/or Edit Records: 

• Click the Find button 
• In the By Indexed field, choose Objectid (num). Type in the object number you want to 

find and click Find Now.  

• Click Edit button  
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Authority Files and Function Key Shortcuts: 

• The field that is being edited will be highlighted yellow.  
•  
• Many fields have Authority Files. These are shortcut list of often used terms for that 

field.  
o If a field has an Authority File, a blue square with an “a” will 

appear to the right of the top menu.  
o To access the Authority File, either right click or use F7.  

• Shortcuts can also be made by using the Function keys 
o To set up Function key shortcuts, on the PPS home screen, click on the Setup 

Button at the top left corner.  
 Select Function Keys from drop down menu 
 Function Keys F3-F12 can be used for often typed phrases or words. 
 F7 is reserved for Authority File access 
 F8 is reserved for today’s date  

• [date] 
Photo Record Fields: (organized by how the fields appear on screen) 

• Collection: Enter full name of Collection. 
o Use the Authority File for consistency.  
o Example:  

 AR0213 Photograph Collection 
 AR0215 Victor Maul 

• Object ID: Every Object ID number must be unique number.  
o Object ID # should be entered as AR0000-000-000 or AR[4 digits]-[3 digits]-

[3digits].  
o No duplicates are allowed 
o Use leading zero for sorting purposes 
o For photos:  

 Example: AR0213-001-001 
• Object Name: Taken from Nomenclature 3.0 

o Use the Authority File 
 Ambrotype 
 Card, Cabinet 
 Carte-de-viste 
 Daguerreotype 
 Microfiche 
 Microfilm 
 Negative, Film 
 Negative, Glass plate 

 Postcard 
 Print, Photographic 
 Print, Solar 
 Stereograph 
 Tintype 
 Transparency, 

Lantern-slide 
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 Transparency, Roll-
film 

 Transparency, slide 

• Other Number:  
• Old Number: Use this space for the old accession number 

o Example: 2001-01-01 
• Accession#: Donor number 

o Indicates year of donation and donor/source. 
o PastPerfect will automatically link individual object/photo to donor Accession 

Records 
• Home Location: This will be automatically filled in from the Location Tab at left.  
• Date: Date or approximate date the photograph was taken 

o If exact date is known, enter the date using the following format:  
 YYYY/MM/DD 
 1999/12/31 

o If exact date is not known, use a circa date. For sorting and searching reasons, 
place the word circa after the approximate date. 
 Example: 1950 circa 

• Year Range: Approximate year range of publication if exact publication is not known 
• Catalog Date: The date the PPS record was created.  

o Use F8 for today’s date.  
• Catalog By: Person who created record.  

o Use First and Last Name 
 Example: Jane Smith 

o Use Authority file or set up function key shortcut 
• Status Date: Date the item was last inventoried.  

o For new records, this will be the same as the Catalog Date.  
o Use YYYY/MM/DD format 
o Use F8 for today’s date.  

• Status By: Person who inventoried object or collection 
o For new records, this will be the same as Catalog By.  

• Status: the status of the object or collection 
o Conservation: Sent off-site for conservation 
o Deaccession: Removed from the collection through the deaccession process 
o Hazardous: Items harmful if handled. Use extreme caution 
o Lost: Do not use. Use MISSING 
o Missing: Cannot be located. The item is not where it should be.  
o OK: The item is accounted for and at the location it should be.  

 Most items should have this status.  
o On Loan: Off-site on loan via approved loan procedures.  
o Pending Repatriation: Native American items pending Repatriation.  
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o Repatriated: Native American items returned to appropriate Tribe. 
o Restoration: In the process of restoration.  
o Restricted: Restricted from the public either due to condition or donor 

restrictions.  
o Unstable: Item is unstable or in too poor of condition to be displayed or handled 

often.  
• Description:  Record a general description of the image so that anyone could visualize 

the object.  
o The description should summarize the main components of the image. Include 

any distinguishing features that are inherent to the object and the location of the 
features.  

o Include any identifications of people, buildings, locations, businesses, etc.  
o Please take care when composing your description.  
o Write your description in complete sentences and use correct grammar.   
o Make your description as detailed as possible.  
o Keep in mind these descriptions will appear in the online searchable database.  
o Please proof read and use Spell Check. 

• Title: A word, phrase, character, or group of characters that names the photograph. If 
no formal or official title is available, create a brief descriptive title 

o Example:  
 Picnic at Unknown Park 
 Portrait of John Smith 
 Children in front of Park School (Lincoln, Nebraska) 

• Photographer: Name of the photographer 
o Use the general procedures for names (see PPS Name Authority Rules) 

 Last Name, First Name, birth-death 
 Smith, John, 1900-1990 

o Authority File: Press F7 or “Right Click” to bring up the list of 
photographer/artists/authors/creators 
 Always check the authority file first before typing in the photographer’s 

name. This will help eliminate duplication and give a more accurate count 
of how many images we have for each photographer. 

o Clicking the file folder icon at the far right of the Photographers field will bring 
up additional information about the photographer 
 Update as needed. 

• Studio: Enter the name of the studio if known with the city, state in parenthesis.  
o Authority file available 
o Examples:  

 Sunbeam Studio (Grand Island, Nebraska) 
 Townsend Studio (Lincoln, Nebraska) 
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• Place: This is the place where the photograph was taken 
o Use the Library of Congress Standard for place name:  
o searchFast: https://fast.oclc.org/searchfast/.  
o Example:  

 Lincoln (Neb.) 
 For both city and county: Lincoln (Neb.), Lancaster (Neb.) 
 Volga River Region (Russia) 

• Event: Enter the event featured in the photograph.   
o Authority file available, F7 
o Examples: 

 World War II 
 AHSGR Convention, 2022 

• Medium: List all the media from which the photograph is made. 
o Authority file available, F7 
o Example: 

 Tin, paper, glass, etc. 
• Frame: This file may be used to describe the frame associated with the photograph 
• Neg. Location: Enter the location or object number of the negative (original or copy) of 

the print if known. 
• Processing Method: The photographic process refers to the method used to capture 

and develop an image.  
o It may include how the photographer prepared photographic materials, and how 

the chemicals reacted to each other. 
o Authority file available, F7 
o Example:  

 Cyanotype 
 Daguerreotype 
 Albumen print 
 Gelatin sliver print 

• Site/Site #: Leave blank. Refers to Archeology site designations. 
• Provenance: This field is used to give a detailed history of the past ownership of an 

object.   
o Give information, including dates, of successive transfers of ownership and 

custody of the object.   
o Ideally, the provenance field will list the history of the object from its creation, 

through subsequent owners, to its final transfer to AHSGR. 
o Do not include information about what is going on in the photograph or 

identification of individuals featured in the image 
• Ori/Copy: Use the drop-down menu to designate as Original, Copy, Photocopy, or 

Reproduction 

https://fast.oclc.org/searchfast/
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• Print Size: Measure the image horizontal (across) x vertical (up and down) in inches 
o Example: 5” x 7” or 8” x 10” 
o General guidelines for measuring: 

 If measurements do not fall exactly on a 1/16 of an inch, please round up 
 For irregular objects, take measurements at the highest and widest 

points and make note of how you measured the object.  
o Record measurements to the nearest sixteenth of an inch if possible.  Enter in 

decimal form: 
 1/16 = .0625 
 1/8 = .0125 
 3/16 = .188 
 ¼ = .25 
 5/16 = .313 
 3/8 = .375 
 7/16= .438 

 ½= .50 
 9/16= .563 
 5/8= .625 
 11/16= .688 
 ¾= .75 
 13/16= .813 
 14/16= .875 

• Film Size: For negatives, indicate film size 
o Example: 120 mm or 35 mm 
o Press F7 for Authority File 

• Dimension Detail: Use to record additional information about the size, shape, and any 
additional measurements that cannot be readily recorded in the Print Size field.  

o Example:  
 Image 5”x7” and mount 7”x9” 
 Image 8”x10 and folder 20”x12” 

• Copyrights: Note any restrictions or information regarding copyright.  
o Examples:  

 To inquire about usage, please contact the American Historical Society of 
Germans from Russia 

 Copyright retained by donor until 2030 
 Public Domain 
 Copyright held by AHSGR 

• At left, Appraisal:  Leave blank 
• At left click on Condition button.  
• Condition: Choose from Authority File 

o Excellent: Photo is excellent condition with no fading, tears, or creases.  
o Fair: Photo has some fading, tears, or creases 
o Good: Photo has minor fading, tears, or creases.  
o Not Rated: Do not use 
o Poor: Photo is fragile with many tears and creases and shows signs of heavy 

fading.  
o Stable: Do not use 
o Unstable: Do not use 
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• Date: Date the condition was assessed.  
• By: who did the condition assessment 
• General Condition Notes: description of condition.  

o Note any tears or stains 
o Recommended treatment.  

 For example: Upper right corner missing; tear approx. 1 inch along lower 
left edge of mat.  

• Maintenance Scheduling 
o Start Date: Fills with today’s date automatically 
o Drop down menu: choose for next scheduled maintenance 

 Usually 5 years.  
o Maintenance notes: What to look for at next evaluation 

• At left click on Location.  
• Home Location 

o Building: HQ 
o Room: Library, Vault, etc.  
o Wall:  
o Cabinet: Cabinet number 
o Shelf: Shelf number 
o Drawer: Drawer number 
o Container: Box number 

• Last Inventoried Date: Today’s date 
• Inventoried by: Person doing the inventory 
• At left click on Notes & Legal 
• Web Rights: Choose appropriate copyright notice.  

o If not known, choose “Copyright Not Evaluated” 
o If there is no copyright or map is in public domain, choose “No Known Copyright” 

• Legal Status may be used for further explanation.  
• At left click on People-Subjects-Classification-Search Term 
• People: Enter the names of all the identified people featured in the photograph. Use the 

Library of Congress general procedures for names. 
o Authority file is available. Always check first to eliminate duplicate entries. Be 

consistent! 
o Last name, First name, birth-death. 

 Smith, Joe (Joseph Paul), 1888-1988 
o For women:  

 Use their name at the time of the event. In the biography authority file, 
note other names known as. List a woman by her maiden name when 
pictured as a child and her married name as an adult (after wedding).  
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 Put maiden names in parenthesis 
 Example:  

• Doe, Jane (Smith), 1888-1988 
• Classification: This field is controlled by an authority file.  

o When the cursor is in the Classification field, press F7 or right mouse to display 
the authority file.  
 For the Map Collection, the classification should be Maps  

• Subject: The Subjects authority file comes pre-filled with the Library of Congress 
Thesaurus for Graphic Materials I: Subject Terms (LCTGM I).  

o This Subjects file provides terms for subject indexing of pictorial materials, 
particularly collections of historic photographs.  

o To learn more about LCTGM 1 go to: www.loc.gov/rr/print/tgm1/. 
o Use searchFast to find new subject headings to add, 

https://fast.oclc.org/searchfast/.  
• Search Terms: Search terms may be used to record any terms, words, or names that will 

be helpful in researching the catalog database. 
o Search Term method is designed to provide an access point into our catalog 

records that is based on terms created by and for AHSGR particular institution.  
 For example, family names or local places of importance.  
 PastPerfect automatically creates the Search Terms authority file based 

on the entries in the catalogs' Search Terms field.  
 By clicking By Search Term in Research, the Search Terms authority file 

will be displayed on the screen. 
o Use this to catalog the names of specific regions, villages, rivers, etc.  

 Example: Morgentau (Russia); Volga Region (Russia),  
• Save record. 

  
Image Management 
Attach an image ( .jpg) 

• Click on the Image Management button below the image box in the upper right corner 
• At top right under Acquire New Image, click the Open File icon (blue window with 

multi-colored boxes) at right. 
• A new Open window will pop up. 
• From the Look In drop down menu, select the location of image you want to copy and 

attach to the PastPerfect record  
• Locate the folder the image resides and double click on the image or click Open. 

o Do NOT attach high resolution .tiff images.  
o Attach low resolution (200-300 dpi) .jpg images only.  

http://www.loc.gov/rr/print/tgm1/
https://fast.oclc.org/searchfast/


 9 AHSGR PPS Photo Data Entry 

• The Image Metadata window will open in PastPerfect. Fill out the record with 
information about the digital image. 

• Click OK when finished 
• Multiple images can be attached to a single record.  To do so, repeat steps 3-7. 
• Click the Exit button in the lower right to return Catalog record.  

 
Data Entry Tips and Tricks:  

• Fields turn yellow when they are active and ready for data entry. 
• When entering duplicates, or copies, you can copy information from already completed 

records by using the Fill with Current Data option: 
o Find the record for the similar item  
o Click on the Add button 
o At the bottom of the Add New Photo screen, click on the Fill with Current data 

button at the bottom 
 This will copy everything from the current Photo Catalog Record 

• When entering similar items or information, you can pre-fill fields to save time by using 
the Default Data option: 

o Click on the Add button 
o At the bottom of the Add New Photo screen, click on the Fill with Default data 

button at the bottom 
 Click the Change Default Data 

• Pre-fill fields 
• If you pre-fill the dates, be sure to update the field each day you 

do data entry. 
 The Default Data will then appear on all new Photo Catalog records 

• Authority Files are a great way to save time and make sure that data and the way that 
data is entered is consistent.  

o The F7 function key has been dedicated as the Authority File shortcut.  You can 
also “right-click.” 

o If you are unsure if a field has an authority file, look to the lower right of the 
record screen.  A yellow box appears when a field has an authority file. 

• Function Keys can set up as data entry short cuts.  
o On the main PastPerfect home screen, go to the Setup button at the far right. 

 On the menu that pops up, click on Function Keys. 
 Enter the text or phrase you wish to have entered whenever you press 

that function key. 
 For today’s date, enter in [date].  
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• To cut and paste from one record to another 
o Ctrl C to copy 
o Ctrl V to paste 

• Ctrl X to Cut 


