New User Sign-Up for WebERA – Four Steps
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Step One:

Develop an overview of collection storage and exhibition locations in your institution, then narrow it down to the ideal number of Locations to be monitored.

Institution Name: _________________________________________________________

Identify the number of Sites or Campuses with collection storage buildings and exhibition areas.



   







   Number of Sites with collections = ______

Determine the total number of Buildings with collection storage rooms and exhibition areas at each site.





                   Number of Buildings with collections = ______

Determine the total number of Floors with collection storage rooms and exhibition areas in each building.






            Number of Floors with collections = ______

Determine the total number of Distinct Storage Areas, Rooms or Vaults on each floor of every building with collection storage.







      Number of Storage Locations   = ______
Determine the total number of Distinct Exhibition Areas on each floor of every building with exhibition space.

   





   Number of Exhibition Locations = ______

   


    Total Number of Storage and Exhibition Locations = ______
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SAMPLE
Monitoring Point Worksheet       SAMPLE
 Identify the number of Sites or Campuses with collection storage buildings and exhibition areas.


Off-site Storage  = 1 site         
Main Campus = 1 site

   







  Number of Sites with collections = ___2__

Determine the total number of Buildings with collection storage rooms and exhibition areas at each site.

Off-site Storage  = 2 buildings          Main Campus = 3 buildings




                  Number of Buildings with collections = ___5__
Determine the total number of Floors with collection storage rooms and exhibition areas in each building.

Off-site Storage A-1 = 4 floors
Main Campus Bldg.1 = 3 floors

Off-site Storage A-2 = 1 floor

Main Campus Bldg.2 = 2 floors






Main Campus Bldg.3 = 1 floor





           Number of Floors with collections = __11__

Determine the total number of Distinct Rooms /Vaults /Storage Areas on each floor of every building with collection storage.

Off-site location A-1 = 2 on 4th fl., 2 on 3rd fl. 2 on 2nd fl., 1 on 1st fl. =  7 sites

Off-site location A-2 = 2 on 1st fl. 




  =  2 sites

Main Campus Bldg.1 = 5 on 3rd fl., 4 on 2nd fl., 3 on 1st fl.

  =12 sites

Main Campus Bldg.2 = 2 on 2nd fl., 1 on 1st fl.


  =  3 sites

Main Campus Bldg.3 = 2 on 1st fl.




  =  2 sites






    Number of Storage Locations   = __26__
Determine the total number of Distinct Exhibition Areas on each floor of every building with exhibition space.

Off-site A-1 and A-2 = 0

Main Campus Bldg.1 = 5






Main Campus Bldg.2 = 2






Main Campus Bldg.1 = 2
   




             Number of Exhibition Locations = ___9__


                Total Number of Storage and Exhibition Locations = __35__
The total number of Storage and Exhibition Locations indicates the maximum number of potential monitoring points (unique locations).
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 Create a unique and easily identifiable Location (Notebook Name) for each  monitored Location.
Choose a meaningful file name for each Location to be monitored. Do not use any punctuation in the name other than underscore, hyphen or space. The Location name will identify the space where the monitor is gathering data. Large institutions often have a naming system for building, floor, room which can be used.

Examples

Mil-2-New 

· Mil – identifies the building

· 2 – identifies the floor

· New – identifies the section on that floor

PP LBA Cold Vault 3

· PP – identifies the collection – Prints and Photographs

· LBA – identifies the building

· Cold Vault 3 – identifies the room

FL-203-3-205

· FL – identifies the site name

· 203 – identifies the building

· 3 – identifies the floor

· 205 – identifies the room number

Smaller institutions can use simpler location identifications, such as:

· Lower Vault NE

· Library Stack Level 2

Terms used for Site, Building, Floor, Room should be clear and identifiable. Location (Notebook) Names can be up to 64 characters but a limit of 20 is more manageable.

	Site Name
	Building Name/#
	Floor
	Room ID
	Location Description
	Location (Notebook)Name

	Main Campus
	Science Library
	Main Floor
	Cold Storage
	Special Collections
	MC-SL-M-Cold-SC

	Patterson
	Clancy-Cullen Storage Facility
	2nd Floor
	212
	Row 4, Bay 2, Shelf 3
	CC-212-Bay2-Journals

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Step Three (Optional):
 Develop a controlled vocabulary to be used for collection-based search and analysis within your database.

Your Climate Data Website will include fields for Collection Types, Materials, and Collection Names. Although the field itself is required in the database, entry of information is not. These fields are included because they greatly enhance search and analysis features. If you use these fields you will need to develop a consistent set of terms to be used when entering information about each Location.
Collection Types Common in Library and Archive Collections (check all that apply – feel free to change or add terms to suit your needs. Collection Type is a category of broader terms than those listed as Materials.)

_____ Architectural Drawings

_____ Archives

_____ Art on Paper

_____ Artifacts

_____ Blueprints

_____ Bound Volumes

_____ Decorative Art

_____ Digital Material

_____ Documents - Unbound

_____ Fine Art

_____ Fine Binding

_____ Fine Prints

_____ Framed Items

_____ Furniture
_____ Glass Plates
_____ Magnetic Media

_____ Manuscripts

_____ Maps

_____ Master Negatives

_____ Microfilm

_____ Moving Image

_____ Newspapers
_____ Numismatics
_____ Paintings

_____ Pamphlets

_____ Photograph Albums

_____ Photographs - Cased

_____ Photographic Negatives

_____ Photographic Prints

_____ Photographic Slides

_____ Posters and Broadsides

_____ Processed Lots

_____ Rare Books

_____ Recorded Sound

_____ Scrapbooks 

_____ Scrolls

_____ Other _________________

_____ Other _________________
_____ Other _________________

_____ Other _________________
_____ Other _________________

Collection Types Common in Natural Science Collections (check all that apply – feel free to change or add terms to suit your needs.)

_____ Bird Mounts and Skins

_____ Botanical Specimens

_____ Fossils

_____ Gems and Minerals

_____ Geological Specimens

_____ Insects

_____ Invertebrate Paleontology

_____ Mammal Mounts and Skins

_____ Paleobotony Specimens

_____ Rocks and Minerals

_____ Shells

_____ Study Skins

_____ Vertebrate Paleontology

_____ Zoological Specimens

_____ Other _________________
_____ Other _________________

_____ Other _________________
_____ Other _________________
Collection Types Common in Art, History & Ethnographic Collections (check all that apply – feel free to change or add terms to suit your needs.)

_____ Agricultural Equipment

_____ Architectural Elements

_____ Arms and Armor 

_____ Baskets

_____ Burial Goods

_____ Ceramics - Pottery

_____ Ceremonial Artifact
_____ Clothing
_____ Coins
_____ Decorative Arts
_____ Ethnographic [by culture]
_____ Furniture

_____ Glass

_____ Heating

_____ Household Furnishings

_____ Lighting

_____ Medical – Dental Equipment

_____ Merchandising

_____ Metals

_____ Musical Instruments 

_____ Optical Equipment

_____ Sporting Goods

_____ Paintings

_____ Personal Accessories

_____ Photographic Equipment

_____ Prints

_____ Sculpture

_____ Science – Technology

_____ Sports – Recreation
_____ Timekeeping
_____ Tools – Equipment

_____ Toys - Games
_____ Transportation

_____ Weapons

_____ Woodworking Equipment

_____ Other _________________

_____ Other _________________
_____ Other _________________

_____ Other _________________
_____ Other _________________

Materials Commonly Found in Institutional Collections (check all that apply – feel free to change or add terms to suit your needs. In general, Materials are defined as component substances from which collections are made.)

_____ Archaeological Iron

_____ Bronze

_____ CDs
_____ Clay
_____ DVDs
_____ Feather
_____ Ferrous Metals

_____ Film – Acetate

_____ Film – Nitrate

_____ Glass
_____ Hide – Skin – Fur 

_____ Iron
_____ Iron-gall Ink

_____ Ivory-Bone-Horn

_____ Lacquerware

_____ Leather

_____ Magnetic Tape

_____ Metal

_____ Microfilm - Polyester

_____ Newsprint

_____ Paper

_____ Parchment - Vellum

_____ Photographic Prints

_____ Photographs – B&W

_____ Photographs - Color

_____ Photographs – Glass plates

_____ Plastics
_____ Shell
_____ Shellac
_____ Silver

_____ Stone
_____ Textile – Cellulosic
_____ Textile – General

_____ Textile – Silk
_____ Transparencies

_____ Wax

_____ Wood

_____ Wood Inlay
_____ Other _________________

_____ Other _________________
_____ Other _________________

_____ Other _________________
_____ Other _________________
_____Other _______________

Collection Names refer to terms commonly used by an institution for collections associated with a particular donor, historical event, user, etc. Examples include collection names such as the History of Medicine Collection, the Jefferson Collection, the Korean Collection, the Civil War Collection, etc. Note any Collection Names in use for collections in your institution.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


 Step Four:
   Define the kinds of information – associated with a monitored 
    Location – which you want to include in the Location data page.

Your individual Website will include a database of information associated each monitored location. You can determine what fields or ‘kinds’ of information will be included in the database, and how those kinds will be grouped. Certain kinds of information are required in order for search functions to work effectively. Some required kinds must have data, others must remain in the database but do not require entry of data. 


Consider what kinds of information you may want to include. Once you have the Website for your institution you can easily add, delete, or update the data kinds and the data kind groupings. The following list of headings and kinds of information are included as suggestions to help you determine your list of fields. Fields in bold are required.

Location information:

Site Name

Building Name or Number

Date of Building Construction or Occupation
Floor

Room Name or Number



Location (Notebook Name) -- your unique Location name
Room Size

Shelf, Cage, Bin, Cabinet, etc.

Function (Exhibit, Storage, Processing or Work Area)


Map – Area (this kind will be linked to an image)



Photo (this kind will be linked to an image)


Monitor information:

Monitor (Datalogger) Identification or Serial Number

Initial Placement Date

Next Download Date

Description of Placement (“top of center shelf, Bay 3” for example)


Collection information:

Responsible Department or Division

Collection Types

Collection Materials

Collection Names


Mechanical System information (useful during data analysis and when working 

with facilities staff to make improvements to improve preservation quality):

AHU (Air Handling Unit) Number

HVAC Zone

Chilled Water Temperature

Heat Available
Cooling Available
Year Round Temperature Control

Night/Weekend Temp Setbacks

Temperature Set Point

Humidity Set Point

Humidification Available (system-wide, limited, portable)
Dehumidification Available (system-wide, limited, portable)
Ventilation


Incident information (the Maps and Notes Systems in the Website allow you to 
track and document incidents such as pest infestations, water leaks, etc.):

Emergency Supply Location

Fire Suppression System


Administrative information:



Department or Division Contact Information – Name, Phone Number, 



E-mail



Facilities Contact Information – Name, Phone Number, E-mail



Remarks




The total number of Storage and Exhibition Locations indicates the maximum number of potential monitoring points (unique locations). The number of monitoring points can be reduced to meet budget constraints by eliminating locations that rely on the same mechanical system to provide the same environment to the same type of collection materials.








Required Kinds – Data Entry IS NOT Required


Map – Area


Photo


Collection Types


Materials


Collection Names


Terms entered in the last three kinds require the use of a controlled vocabulary.





Required Kinds – Data Entry IS Required


Site


Bldg Name


Floor


Room


Location (Notebook Name)


Terms entered in these kinds must be absolutely consistent!








NOTE:  Your Climate Data Website will require the entry of consistent terminology for Site, Building Name, Floor, Room and Location (Notebook Name).
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