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Uploading National Catalog Submissions to FTP Site,
And Accessing your CMR on Inside.nps.gov

FTP_Instructions8.doc, 3 pages
March, 2012: The FTP address and password in 1.b below are new in 2012!
Use these instructions to upload your National Catalog submission and Automated Checklist to the National Catalog Submission File Transfer Protocol (FTP) site.  The deadline to upload your submission is September 15.  Do not send submissions by email.
The Park Museum Management Program will complete your Collections Management Report (CMR) from the data you submit.
Note: ICMS will allow you to make one backup including your Cultural Resources and Natural History catalog data, Archives module data, and Automated Checklist data.  Making one backup file for all of these will save you time.  No parks should be using ANCS+ 6.3 or 8.0.
First, follow the instructions to complete your National Catalog Submission and Automated Checklist.  Find these instructions at: ftp.rediscov.com/NPSupdates/WhitePapers8.  ACP8.doc explains how to update the Automated Checklist.  NCS8.doc explains how to prepare your catalog records and make a backup for submission.
After making your backup, upload your submission:  

1. Copy and paste your backup file to the ftp site.  This site allows parks to upload only.

a. Use Windows Explorer or My Computer to open the folder where you saved your backup zip file.  Select the backup zip file.  It may be named, for example: 
ACP-CR_PARK-NH_PARK-AR_PARK-CatalogSubmission-9-1-2010.zip (where “PARK” is your park acronym and the date is the date you made the backup).  
To copy the file, press Ctrl-C on the keyboard; or right click and choose Copy; or select Edit, then Copy from the menu bar.

b. Type the address below into the “Address” line in Windows Explorer or My computer (or you may open Internet Explorer and type the address there):  

      ftp://67.221.117.85/catalogsubmissions/
      Enter user name.  The user name is NCSNPS
        
      Enter password.  The password is ICMSncs!1
Note: The following is an example of what you might see if you are using Microsoft Internet Explorer 7.  
To switch the view from this list of file names to a page that more easily allows you to paste your submission, choose the “Page” pull-down and select “Open FTP site in Windows Explorer”.  You will be prompted for the user name and password again.
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FTP directory /catalogsubmissions/ at 98.188.108.72

To view this FTP site in Windows Explorer, click Page, and then click Open FTP Site in Windows Explorer.

Up to higher level directory

06/02/2010 02:51PM 569 1!Problem loading - Open this document.doc

06/18/2010 05:49BM 21,377,790 ACP-CR_BUIS-NH BUIS-AR BUIS-CatalogSubmission-6-18-2010.
05/27/2010 09:328M 32,903,168 ACP-CR_CANA-NH CANA-AR CANA-CatalogSubmission-4-30-2010.
06/18/2010 05:32PM 20,607,220 ACP-CR_CHRI-NH CHRI-AR CHRI-CatalogSubmission—6-18-2010.
07/20/2010 08:442M 9,006,476 ACP-CR_DAAV2-AR_DAARC-CatalogSubmission-7-20-2010.2ip
06/01/2010 01:504 17,097,795 ACP-CR_FOTA-CatalogSubmission-6-1-2010.zip

06/23/2010 01:378M 13,811,209 ACP-CR_KEMO-NH_KEMO-AR_KEMO-CatalogSubmission-6-23-2010.
07/15/2010 05:534 10,611,339 ACP-CR_NPSA-NH NPSA-AR NPSA-CatalogSubmission-7-15-2010.
06/18/2010 05:15PM 11,469,250 ACP-CR_SARI-NH SARI-AR SARI-CatalogSubmission—6-18-2010.
07/06/2010 05:18PM 817,456,768 CR_SAFA-NH _SAFR-SAFR ARCHIVES-WichImages—7-2-2010.23p
04/14/2010 03:28PM 8,046,283 CR_THRO-AR THRO-4-14-2010.zip

04/24/2010 11: 10,887,316 NISI Revised ACP 4-24-2010.zip
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A window will open that looks similar to the one shown below.
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c. To paste the file, press Ctrl-V on the keyboard; or right click and choose Paste; or select Edit, then Paste from the menu bar.
The files will begin copying to the ftp site.  This may take several minutes.  When complete, you will see your file on the site.  Close the window.
Note: if you have difficulty copying your file to the FTP site, you may receive a message such as “access denied” and “check permissions.”  Ask your network administrator or IT staff to try to upload the file.  Some offices place limits on which users are allowed to upload files, or have limits on the size of files that may be uploaded.  Someone with administrative rights on your network should be able to upload the file for you.

2. Send an e-mail to WASO_CMR-NC_Submission@nps.gov stating the following:

a. park name and acronym
For the CMR:
b. total number of research requests from within the park during the fiscal year

c. total number of research requests from outside the park during the fiscal year

d. any noteworthy accession, deaccession or other noteworthy information during the fiscal year
e. any adjustment needed to your catalog backlog numbers, with justification.
For Catalog Submissions:
f. name of tag set(s) for new and re-cataloged records in CR and NH catalog
g. the low and high catalog numbers in the tag, and total number of records in the tag
h. optional request to have blue paper catalog records printed

i. any additional printing requests  

j. contact name, shipping address, and phone number

Note: If you don’t have adequate access to the internet, please call the National Catalog office at 304-535-6128. 
Accessing your CMR on Inside.nps.gov
The Park Museum Management Program will announce when the completed CMRs are available for you to access and review on Inside.nps.gov.

1. To access the CMR, go to Inside.nps.gov/cmr.
2. Review your park CMR.  If after review, you need to make an adjustment or if you have questions about your CMR, send the request to 
WASO_CMR-NC_Submission@nps.gov
3. If no adjustments are needed, print the CMR.  To keep an electronic version of the CMR, save the report to a disk.  To receive an ICMS compatible version, call the Park Museum Management Program at 202-354-2000.

4. On the printed CMR, fill out Part V, Form Completion Information. 

5. Have your Superintendent sign the CMR.

6. Keep the signed CMR on file in the park, in accordance with Director’s Order #24: NPS Museum Collections Management.
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