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I. USING PUBLIC SEARCH

A. Overview

1. What is the Public Search
feature?

2. What security rights do
users need to access the
Public Search feature?

3. Can I limit Public Search
access to specific
directories?

NPS ANCS+ User Manual (2006)

Public Search is a simple search interface for ANCS+. It allows researchers
or non-museum staff to perform searches of collection and archival data
with little or no Re:discovery experience. They can view selected collection
and archival data and related images, but they cannot edit or delete records.

Using the Public Search feature requires very little training. Public Search
turns your computer into a local host by using your default Internet browser,
as defined by your computer’s registry. The Public Search interface is similar
to search engines on the Internet and so is familiar to most users. Users
search by field names or by the Word Search function.

Note: You do not have to be connected to the internet to run Public Search.
Your computer only needs to have the internet browser program installed.

Users must have an ANCS+ User ID and a password to access Public Search.

Assign the User ID and password from the User Security option on the Tools

menu.

To assign a User ID and password:

e Go to User Security on the Tools menu or under system on the
Navigation Pane, and click on the Add button on the button bar or select

Add New Record on the Edit menu.

Note: You must have full security rights to access the Set User Security
screen.

e  On the Main Information page, complete the User ID, Full Name, and
User Type fields.

e  Click Set Password and enter a new password. Then click Set Password
to save it.

e Go to the User Security Information page and check Public Search listed
under Specific Rights. Do not assign any other security rights from the

list if you only want this user to have Public Search.

Note: You may want to set up a general access User ID (e.g., “Public”) that
can be used by anyone needing Public Search access only.

e Click Save and Close to save the new user profile.

Refer to Section V of Chapter 9 for information on security.

Yes. You can limit Public Search to only specific directories. You do this
through the user’s security profile. When setting up a new User Security (or
modifying an existing one):

e On the User Security Information page, do not check Public Search for
the Global (all directories) option. Leave everything unchecked.

e  When adding a new user, save the new user record and then modify it.
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4. How much collection
information is available
through Public Search?

5. How do | choose the fields |
want to display in Public
Search?

B. Using Public Search

1. How do | access the Public
Search feature?

Appendix D/Public Search

Note: You must be in Modify mode to access the individual directories on
the User Security Information page. You cannot access them in Add mode.

e On the User Security Information page, select the directory on the left
that you want this user to have access to Public Search and click the Add
link in the upper right.

e  Check the Public Search option under Specific Rights.

e Select any other directories that you want to allow Public Search and do
the same thing.

e  When complete, click Save and Close.

All directories that you gave specific Public Search rights will be accessible
through Public Search by this user.

Public Search users can view all the catalog records in any Collections
Management and Archives directory. They do not have access to accession
records, names and addresses records, or other associated modules.

The collections manager chooses which fields on the catalog or archival
record are visible through Public Search.

You can choose the fields you want to display in Public Search by using the
Public Search Configuration option under Utilities on the Directory page for
each directory, or from System Options on the Tools menu. The field
choices apply only to the Detail View of the record. Refer to Section II
below for specific information on selecting public search fields.

You can include or exclude any of the available catalog or archives data
fields for each directory.

Note: Ifyou don’t set the fields, Public Search will contain the default
fields. A list of the default fields appears in Section I below.

To access Public Search:

e Select a directory node in the Navigation Pane that you want to search.
Note: you must select the main directory node (e.g., PARK — Cultural
Resources), not catalog or collection records within the directory.

e Next, on the Tools menu, select @ Public Search. The Public Search
window will open.

Note: If you do not see the Public Search option on the Tools bar, you have

not selected the directory node in the Navigation Pane. Make sure that you
are viewing the Directory page and not catalog or associated module records.
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2 Public Search EIE‘E'

Start Public Search Server

To start Public Search, click the Start link below, When finished, close your web browser window and click the Stop link. Then click Close.

Public Search lets peaple with little or no Re:discavery sxperisnce qusry the data for research purposes. It turns your computar
into a local host by using your default Internet browser, as defined by your computer's registry. The Public Search interface is
similar ta search engines on the Internet and so is familiar ta most users. Only specific fields are displayed for cach catalog
record. Submodule data like Accessions, Exhibits, or Loans are not available in Public Ssarch.

Start Public Search

If you have administrator rights, you can set up the fields that appear in Public Search by selecting the directory to set up in the
Navigatar and choosing Public Search Configuration under Utilitiss on the dirsctory page or uss Tools-Systsm Options and selsct
the Directory Options tab.

Close

Note: While public search is running, you cannot access other parts of the
system.

e  Click Start Public Search to begin searching. The Home Page for the
directory will open in an Internet Explorer window.

ZA Park Home - Microsoft Internet Explorer

Fle Edt Wew Favortes Tools Help

. \ Al D . 12 =[]
€] ) Iﬂ @ ()| O ssarch 5lp Favortss 462) - H-[LJ)3B

Addvess 4] http:ff127.0.0.1:8080] v| Be ok >

HATIOHAL PARK SERVICE oS00

Museum Collections

Home | Search | Browse | Help Park Home

PARK - Cultural Resources
BROWSE
Use Browse to explore the
collection.
SEARCH
Use Search to find a specific word,
date, person, or item.

Re:discoyery

Note: If this is the first time that you use Public Search on your computer,
you may get the following Windows Security message about allowing
Cassini ASP.NET 2.0 to connect in Internet Explorer. Click Unblock to
allow this program to run. You should not see this message again.

%= Windows Security Alert gl

N 10 help protect your computer, Windows Firewall has blocked
some features of this program.

Do you want to keep blocking this program?

t‘J Hame: Cagsini ASP.NET 2.0 Server
Publisher. UltiDew LLC

Keep Blocking ] [ Unblack ] [ Ask Me Later

‘wiindows Firewall has blocked this program from accepling connections from the
Internet ar a network. If you recagnize the program or trust the publisher, pou can
unblack it When should | unblock a program?
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2. What Public Search options
are available?

3. How do | use the Browse
option?

Collections

Appendix D/Public Search

The Public Search options available to you are:

e BROWSE: explore the collection by different sort fields.

e SEARCH: Enter keyword(s) or limit your search to a specific field to
find records with a specific word, date, person or item.

Note: At any point, you can click Help in the title band to learn how to use

the various features of Public Search.

To use the Browse option, click BROWSE on the Home Page. The Browse

page will open.

HATIOHAL PARK SERVICE o JiNR

Museum Collections 5

Home | Search | Browse | Help
PARK - Cultural Resources

Browse Collections

BROWSE park collection databaszes by selected categories of information such as
obiject or scientific name, artist/maker or collector.

CULTURAL RESOURCES DATABASE
Organize by:
By Catalog Mumber By

Browse starting with:

Type a letter, word or partial word.
For Example: 'C* or 'Chair'

When entering a catalog number use the
park acronym, modifier and the numeric
part of the catalog number but exact
spacing is unnecessary.

Records Per Page: |25

) (Goar

[ Shove Browese Records

MNATURAL HISTORY DATABASE
Organize by:
By Catalog MNumber b

Browse starting with:

Type a letter, word or partial word.
For Example: 'T' or 'Insecta’

When entering a catalog number use the
park acronym, modifier and the numeric
part of the catalog number but exact
spacing is unnecessary.

Records Per Page: |25

) (o]

[ Shaow Browse Records

Re:discoyery

e For the Collections directories, BROWSE allows you to choose between
the Cultural Resources and Natural History Databases, if matching
directories exist (e.g., PARK — Cultural Resources and PARK — Natural

History).

e  “Organized by” lets you organize the database by any of several fields.
For example, you may want to page through the catalog records by
Object Name to learn what is in the collection. In the Organize by box,
select one of the following fields from the pull-down menu on which to

sort the collection:

Cultural Resources
By Catalog Number

By Manufact. Date (Manufacturer Date)

By Accession Number

By Class 1 (ARCHEOLOGY, HISTORY, ETHNOLOGY)

By Object Name

By Artist/Maker

By Eminent Figure
By Eminent Org

By Key Descript(ion)

Only Images (use to list only those records that have an image)

D:4
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Natural History
By Catalog Number
By Accession Number
By Sci. Name
By Collector
By Class 1 (BIOLOGY, GEOLOGY, PALEONTOLOGY)
By Collection Date
By Eminent Figure
By Eminent Org
By Identified By
By Identified Date
By Common Name
Only Images (use to list only those records that have an image)

o “Browse starting with:” allows you to start looking at the entire database
from a particular letter, group of letters, or word, such as 'A,' 'arr,' or
'arrow' for the organization you selected. If BROWSE doesn't find an
exact match, it will go to the nearest match. For example, if you entered
'brac' and there isn't a word beginning with 'brac,' it will go to the nearest
match, such as 'brad." If you leave this field blank, the browse results
will start at the beginning of the database in the organization you
selected.

e  “Records per page” allows you to change the number of records that are
loaded to each page by entering a new number in the box.

e Once you have selected your browse options, click Show Browse
Records. The Browse Results page will open.

Home | Search | Browse | Help Browse Results

PARK - Cultural Resources
Ordered By Object Name

Previous Page Mext Page

Object Name: TYPEWRITER
Catalog Number: PARK 2800
Artist fMaker:
Dispecial Interest Material: METAL --PAINT
Manufact. Date 1915
v - Object Name: TYPEWRITER, MANUAL
Catalog Number: PARK 4
Artist fMaker:
Material: Cotton --Silk -Wool
DSpecial Interest Manufact. Date 12/20/1860 47011865
Record Contains Additional
Images

e The Browse Results page shows a predefined short list of fields per
record and a thumbnail of the first image (if available) attached to the
catalog record. To view a more detailed description of the record and
additional images, click on the red object name link.

e To browse through the pages, click Previous Page or Next Page.
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Archives

Appendix D/Public Search

HATIONAL PARK SERVICE o0

Museum Collections

Home | Search | Browse | Help Browse Collections
BROWSE Collections Listing
Browse detail level: Colléc_tion Levei ¥
0organize by: Collection Murnber v

Browse starting with:
Records Per Page: 25
[ Show Browse Records ] [ Clear ]

Browse Archives Database Hierarchically

[ Hierarchical Archives Browse ]

Re:discoyery

e “Browse detail level” allows you to choose the archival level to browse
in the 4-level archives.

Collection Level
Series Level
File Unit Level
Item Level

e  “Organize by” allows you to organize that level by a specific sort field.

All Levels
Collection Number
Title
Catalog Number
Accession Number
Dates

e “Browse starting with” allows you to start looking at the database level
(collection, series, file unit, item) from a particular letter, group of
letters, or word, such as 'P,' 'pho,' or 'photograph.’

o  “Records Per Page” allows you to change the number of records that are
loaded to each page by entering a new number in the box.

e  Click Show Browse Records to browse the archives by the level and
field you chose.

You can also browse all levels of the archives collection hierarchically.

e To browse all levels of the archives in a hierarchical arrangement, click
the Hierarchical Archives Browse button at the bottom of the Browse
Archives page. The Hierarchical Browse allows you to view all levels of
the archives database with each level indented under its corresponding
parent record.
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4. Can | change the sort fields
that are available for each
directory?

5. Can I change the fields that
display on the results page?

6. How do I use the Search
option?

NPS ANCS+ User Manual (2006)

HATIOHAL PARK SERVICE oS0
bR

Museum Collections

Home | Search | Browse | Help Hierarchical Browse

Park Name/PARK - Archives

Collection  Series FileUnit Item

] § [3003/001]SERIES I: TIME BOOKS
777777777777777777777777 [3003/001-001]Time Books, Part 1
777777777777777777777777 [3003/001-002]Time Boaks, Part 2

[3003/001-0024001 ]

[3003/001-0024#002]

[3003/002]SERIES II: ACCOUNTING RECORDS

[3003/002.001 ]3UBSERIES & ACCOUNTS PAYABLE

i [3003/002.001.01]5UB-SUBSERIES 1: Official Records

e [3003/002.001.02]5UB-SUBSERIES 2: Miscellany

B [3003/002.002]SUBSERIES B: RECEIPTS

e  Click on the + in front of an entry to expand it and view the associated
subrecords. To view the details of a specific entry, click on the blue title
link for that record.

No. The sort fields are predefined and cannot be changed.

No. The results page has 5 predefined fields that appear for each record.

This option will search all records and all fields in the selected directory.
SEARCH will find only those records that contain the word or phrase that
you entered. For example, if you want to find all the baskets in a park
collection, enter basket.

To use the Search options available in Public Search, click SEARCH on the
Home Page or Title Band. The Search screen will open.

HATIOHAL PARK SERVICE o000

Museum Collections 5

Home | Search | Browse | Help

Park Name
WORD SEARCH: CULTURAL RESOURCES

Records Per Page:|25

Select all records Bt

Type a word or phrase, then click the Search button,
To leam how to limit your search to a specfic field, click here |

Note: Certain cormmonly occurring words are excluded from all searches, To
see g list of excluded words, click here
Go to Advanced Search (Cultural)
Go to Matural History Search

Re:discovery
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Enter a word or phrase in the search field.

Note: if you want to keep phrases together, use quotes around them.
Otherwise, multiple words will be searched with an AND condition between
the words.

“Records per page” allows you to limit the number of records loaded per
page.

You also have the option to search all records or only records with
images. Select one of the options from the pull down menu: “Select all
records” or “Select only records with images”

After entering your search words, click the Search button to begin your
search. The Search Results window will open listing the records found
in your search.

PARK - Cultural Resources

There were 53 records found. 1 throuah 25 are currently displaved
Search based on:
park and ethnology and basket

hlext Page

Object Name: BASKET
Catalog Nember:  PARK 4

Artist/Maker:

Material: GRASS -YARN
OSpecial Manufact. Date 1901
Interest
Object Name: BASKET

Catalog Nember:  PARK 6

Artist/Maker:
Material: RYE GRASS -YARN

OSpecial Manufact. Date
Interest

' . Object Name: BASKET

The number of records found and your search words are displayed at the
top.

To view expanded information about a particular record, click on the
name link for that record.

Use Previous Page and Next Page to scroll through the pages of the
results.

7. How can I refine my search? You can refine your search by using the examples below:

Appendix D/Public Search

* or ? (wildcards): Use asterisks and question marks to make your search
as general as possible. This is helpful when you are unsure of the
spelling.
Examples: fac* will find face, facade, factory, faculty, etc.

*ington will find Arlington, Paddington, Washington, etc.

Use question marks in place of letters.
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Min?r will find Miner and Minor.

Acet??? will find all 7-letter words starting with 'Acet', such
as acetate or acetosa, but not acetabulum.

e OR: Use or to search for records that contain either of the conditions you
request.

Example: linen or cotton

e AND: Use and when you want to find records that contain both words.
You can also use the + (plus) in place of AND.

Examples: ethnology and basket
figurine + ceramic

e NOT: Use not when you want to find records that exclude a word. You
can also use the - (hyphen) in place of NOT.

Examples: retouched and flake not utilized (will find all the retouched
flakes excluding the utilized/retouched flakes)

Virginia - "West Virginia" (will find records that contain
Virginia, but not records that contain West Virginia)

e TO: Use to to search for an alphabetic or alpha-numeric range.

Examples: B TO F (will find every word that begins with B, C, D, E,
and F)

3 TO 49 (will search for every word (or string of characters)
that begins with 3 through 49 so it will find 30003, 48F N6,
47", 6, 10/31/1963 (because of the 31 in the date), etc.

e Date Search: You can use two formats to search for a range of dates.

Examples: 1959..1962 will retrieve all records that include the years
1959, 1960, 1961, and 1962.

19th century will find records that include any year from
1800 to 1900.

e  Using parentheses allows you to combine terms to clarify a search.

Example: (triangular or trapezoidal) and knife (you will find all knives
described as triangular or trapezoidal)

You can also limit your search to a specific field. On the Search page, click
the red here link at the end of the sentence about limiting your search to a
specific field. Locate the field name in the list and use the code next to it in
your search. For example, to search for baskets in the object name field only,
type “f=object” in the search box.

Certain words are excluded from all searches because they are commonly
occurring words. To see the list of excluded words, click the red here link
after the excluded words sentence on the search page.
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8. What is the Advanced
Search option?

Appendix D/Public Search

Use ADVANCED SEARCH to find a specific item, place, person, or
description. Click on the Advanced Search link at the bottom of the Search
page and the Advanced Search page will open.

HATIOHAL PARK SERVICE

Museum Collections *

Home | Search | Browse | Help

Park Name
WORD SEARCH: CULTURAL RESOURCES
ITEMS:
Search Fields will include Object Name, Key
Descriptor and Catalog Number
PLACES:
search Fields will include Site of Manufacture,
including City, County, State, and Country
PEOPLE:
Search Fields will include Eminent Figure,
Eminent Organization, Artist/Maker, and
Gultural Identity
DATES:
Search Fields will include Manufacture Date and
Use Date
DESCRIPTION:

Search Field will include Description and Material

Records Per Page: |25

Select all records S
Search | | Clear

Retum to Word Search

This option will search only those fields that are noted below the entry box.
For example,

Cultural Resources

ITEMS will search only the Object Name, Key Descriptor and Catalog
Number fields in the database.

PLACES will search only the Site of Manufacture field which includes
the City, County, State and Country.

PEOPLE will search Eminent Figure, Eminent Organization,
Artist/Maker and Cultural Identity fields.

DATES will search both the Manufacture Date and Use Date fields.

DESCRIPTION will search the Description and Material fields.

Natural History

SPECIMEN will search the Scientific Name field which includes the
Genus, Species, Species Modifier and Species Year, as well as the
Common Name field.

PLACES will search the County and State fields.

PEOPLE will search the Collector, Eminent Figure and Eminent
Organization fields.

DATES will search the Collection Date.
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9. How can I switch to the
paired Collection directory
search page?

10. What is the Special Interest
check box on the Browse
Results and Search Results
pages?

NPS ANCS+ User Manual (2006)

CATALOG NUMBER will search the numeric part of the Catalog
Number.

Archives
TITLE will search only the Title field on any or all levels.

COLLECTION# will search the Collection Number, Series Number,
File Unit Number and Item Number fields.

CREATOR will search the Creator field on all levels except Series.

CATEGORY will search the Category field on file unit and item level
only.

DATES will search Bulk Dates, Inclusive Dates and Dates fields.

COLLECTION HISTORY will search History, Scope, Associated
Material and Provenance fields.

CONTENTS will search Organization/Arrangement, Finding Aids,
Notes, Summary Notes, Physical Description and Physical
Characteristics fields.

SUBJECT TERMS will search Reference Terms, Index Terms, and
Specific Material fields.

e Enter a term in the field you wish to search. Note: If you enter terms in
more than one field, these will be searched using an AND condition.
The records found must match all field entries.

e Select how many records to return per page.

e  Select whether to search all records or only those records with images.
Note: For Archives you can also select whether to search All Levels or
individual levels only.

e  (lick the Search button to start the search.

If you are in a Collection directory that has a corresponding Cultural
Resources or Natural History directory (e.g., PARK — Cultural Resources and
PARK — Natural History), the main Word Search page for the current
directory will have either Cultural Resources Search or Natural History
Search at the bottom of the page. Click on the available link. The word
search page for the other directory will open.

Note: Only Collection directories have this option. If you wish to switch to
an Archives directory or another directory that isn’t paired with the current
directory, see Section B.13 below.

The Special Interest check boxes allow you to select specific records from
the browse results and search results pages that you would like to compare.
You can combine these from various searches and browse results in the same
session. Once you have checked the items that you want to view together,
you will have the option to combine these special interest items into one list.
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obipct Narme: BASKE]

Catatog Nemboer:  PARK L1

Artist fMaker:

Material: GRASS _YARH
I =5pecial Manufact, Date 1301
[Interest

Object Narme: BASKET

Show Special Interest Items changes the results list to show only those
records that you selected as special interest. These can be combined from
both browse results and search results lists during the same public search
session.

Clear Special Interest Items will de-select all special interest items and return
you to the Home Page for the directory.

11. What options are available From the Browse Results, Search Results or Hierarchical Browse (for
on the Detail view of the archives) pages, you can click on the record link (either object name,
record? scientific name or title) to view a more detailed view of the record.

Note: This is the only page that you can select the fields that are displayed.
See Section II below for configuring these fields.

Home | Search | Browse | Help Detail Record

PARK - Cultural Resources
Back to List Previous Page Mext Page

Cirl Prop:

Class 1: ETHNOLOGY
Class 2: PLATEAU

Class 3: Umatilla

Class 4: Plant

abject, Object: BASKET, BURDEN
Key Descript:

Ait. Name:

Catalog #: PARK 215
Accession #: PARK-00378
Hem Counl: 1.00

Quantity: 0.00

Storage Unit: EA

Description: Flat cornhusk or rush w/f interwoven decorations. Umatilla Indian

manufacture. Acquired 1898 by Mrs. 1. B. Montgomery of White Salmon, WA.
¥ia Dr. Carl Russell of Western Museum Lab.

Manufact. Date: C 1898
Use Date:

Condition: COM/GD
Material: PLANT
Cond Desc:

e Use Previous Page to scroll back through the list one record at a time.
e Use Next Page to scroll forward through the list one record at a time.

e Use Back to List to return to the results page.
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12. Can | zoom an image to see
a larger view?

13. How do | access another
directory for Public Search?

14. How do | exit Public
Search?

NPS ANCS+ User Manual (2006)

Yes. To zoom an image, click on the image in the detail view of the record.

Note: When you want to return to the record from the Zoomed Image page,
use the Back button on your browser window.

To search in a different directory,

e Close the internet browser window by clicking the red X. You will
return to the Rediscovery Public Search window.

Note: You do not have to exit the current directory if the one you want to go
to is one of the paired Cultural Resources or Natural History directories. See
B.9 above.

e In the Rediscovery Public Search window, click Stop Public Search,
then click Close.

e Inthe Navigation Pane, select another directory node that you want to
explore.

e (o to the Tools menu and choose Public Search.

e  Click Start Public Search.

Your internet browser window will open in Public Search for the new
directory you selected.

To exit Public Search,

e Close the internet browser window by clicking the red X. You will
return to the Rediscovery Public Search window.

e In the Rediscovery Public Search window, click Stop Public Search.

e Then click Close.

You are returned to the main screen for the program.

D:13 Appendix D/Public Search



Il. PUBLIC SEARCH CONFIGURATION

A. Overview

1. Whatis the Public Search Public Search Configuration allows you to add, delete, and rearrange the
Configuration option? expanded list of fields on the Detail view in Public Search.
2. Do I need special security Yes. You must have System Administrator rights in your security profile to

rights to use this function? change the public search configuration. Refer to Section V of Chapter 9 for
User Security information.

3. Do I need to choose Public No. Each directory has a preset list of fields when it is created. You only

Search fields for each need to configure the Public Search fields if you want to add, delete or
directory? rearrange them.

4. Can I change any other No. Only the fields displayed on the Detail view for a record can be
fields in Public Search? changed.

B. Configuring Public Search
Fields

1. How do I access the Public ~ There are two ways to access the Public Search Configuration for a directory.
Search Configuration?
From the Directory Page:

e Select the directory in the Navigation Pane that you want to change the
Public Search Detail view so that the Directory Page appears in the
window on the right.

2 Re:discovery for the National Park Service: ANCS+
Fle Edit View Record Tools Help

o EHa®

Navigation Pane Coliecﬁnls - PAN( fc.llltural.l.l&ums

Navigator

ﬂ.HDmE Page

2
@ Re: System i
iR Reclassify and Sweep Waords

A\ PARK - Cultural Resources

2% collections

{423 catalog Records
= Accessions
23] management

& Conservation
i-[& Exhibits

Loans Out

£ Loans In

if#] Maintenance

i3 User Security

(315 Global Search Results

3Res Management Reports

(3Re: Collactions
3 davet - Cultural Resources
uﬂ PARK - Cultural Resources

- o L@ Denconcsons
38 Conservation {@ Restrictions
= Exhibits A3 Locality
GHdg names
@ Artist/Maker/Eminent Figure

&
G Loans out

F Leans In ! 25 Names and Addresses
; ..gg Maintenance -8 Barcode Module
&%) custom

i~¢ Inventory-Control Page
J Inventory-Random Sample
i~ Inventory-Controlled Property
-4 Inventory-Accessions
L4 NAGPRA

@5 utilities

%+ Field Properties

Public Search Cenfiguration

Table Sharing Configuration

e  Under Utilities, double-click the Public Search Configuration option to
open the Public Search Configuration window.
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From System Options:
e  On the Tools menu, choose System Options.

e In the System Options window, go to the Directory Options tab.

& System Options g@@

System Options
Directory Options affect specific data directories.

System Level Options | Client/\Workstation Options  Directory Options

Directory Type: Directories:

Natural History TEMP - Cultural Resources
Archives (4-level) test - Cultural Resources
Archives (Item)

Update Tahle Sharing

Set Public Search Fields

Save and Close Close

e Select the Directory Type on the left to view the list of Directories of
that type.

e Highlight the directory name in the list of Directories on the right.

e Click Set Public Search Fields to open the Public Search Configuration
window.

I Public Search Configuration

Public Search Configuration
Flease select the fields to include in the detailed record display

Columns Pick List Columns to Show

Aboriginal Mame, § Ctrl Prop -~
Additional Area, Organization, Deco Class 1 {Full Text) E
Addnl Group, Arrangerent, Decor Class 2 {Full Text)

Catalog Folder Class 3 {Full Text)

Catalog Level, Object Form Class 4 (Full Text)

Change By |3 Add Selected Ttemis) -> Object, Object{NOM) (Full Text) =
Change Date Key Descript (Full Text)

Copyright =- Remove Selected Itern(s)  |Alt, Name (Full Text)

Finding Aids, FId Specimen # (Full T Catalog #

Genre Accession #

Index Terms, Collector, Term (Full Itermn Count

Language, Maker Mark, Obj Use (Fu Quantity

Local Collect #, Object Part Storage Unit

Lacation {Full Text) Description (Full Text) v
Log Date

Logger 1d b

Maove Up Move Down

Save and Close Cancel

2. How do | add Public Search  To add a field to the detail view,
fields?

e  Highlight one or multiple fields in the “Columns Pick List”

Note: To select more than one field in the list, press and hold Ctrl and click
on the fields you want to add.
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3. How do | remove Public
Search Fields?

4. How do | rearrange the field
order?

5. How do | save the list of
fields I chose for Public
Search?

6. What are the default fields
for the directory types?

Cultural Resources

Appendix D/Public Search

e  (Click Add Selected Item(s)

All fields selected will be added to the bottom of the “Columns to Show” list.

To remove one or multiple fields from “Columns to Show”, highlight the
field(s) in the list and click Remove Selected Item(s).

To change the order of the fields in “Columns to Show”, highlight the field
and use Move Up and Move Down to move it to another position in the list.

For Archives directories, you can select the field list for each level. There is
a pull down menu above the Columns Pick List for Archives directories
where you select the level: Collection Level, Series Level, File Unit Level,
Item Level. Select the fields that will display for each archival level. Once
you have selected the fields for one level, click Save that appears above the

Columns to Show list before selecting the next level.

To save the changes to the field list once you have added, removed and/or

rearranged the Public Search fields,

e click Save and Close

e click OK to the “Your changes have been saved” message.

e Return to Section B.1 to select another directory and change its Public

Search fields.

The default fields for each directory type are:

Accession # Field Site #
Alt Name Hist/Cult Per
Artist/Maker Identified by
Catalog Date Ident Date
Catalog # Item Count
Cataloger Key Descript
Class 1 Manufact Date
Class 2 Material

Class 3 Measurements
Class 4 Object

Cond Desc Origin
Condition Place of Manuf
Ctrl Prop Quantity

Cult. of Use Reproduction
Cultural ID Site Name
Description Storage Unit
Eminent Figure Use Date
Eminent Org
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Natural History

Archives

NPS ANCS+ User Manual (2006)

Catalog #

Class 1

Class 2 (Kingdom)
Class 3 (Phylum)
Class 4 (Class)
Collection #
Collector
Common Name
Description

Family

Item Count
Order
Quantity

Sci Name
Storage Unit

Each archival level has a different set of default fields.

Collections Level

Accession #
Bulk Dates
Catalog #
Collection Nbr
Collection Title
Creator

Extent

Find Aids
History

Incl Dates
Location
Orgn/Arrgn
Scope

File Unit Level

Accession #

Assoc. Matl

Catalog #

Category

Collection Nbr
Creator

Dates

Extent

File Unit Nbr

Ident. By

Location

Map Source
MOR/POV, Language
Phy Desc

Phys Char
Purpose/Dimensions
Series Nbr

Sp Matl

Summ Note

Title

User 1, Ref Terms
User 2, Index Terms

User 3, Addl Numbers, Captions

User 4
User 5
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Series Level

Accession #
Bulk Dates
Catalog #
Collection Nbr
Extent
History

Incl Dates
Location
Orgn/Arrgn
Scope
Series Nbr
Series Title

Item Level

Accession #
Catalog #
Category
Collection Nbr
Creator

Dates

Extent

File Unit Nbr
Item Nbr
Location
Notes, Summ Note
Phys Char
Phys Desc
Series #

Title
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