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This white paper explains how to use ANCS+ Version 8.0 to locate potential problem records listed in the “Unique Storage Unit Entries” section at the end of the Fiscal Year Summary report you received from the National Catalog.  That section is used to identify records that don’t conform to NPS policy for the use of the Item Count, Quantity, and Storage Unit fields.  Incorrect use of these fields could affect your ability to accurately count the size of your museum collection in the annual Collections Management Report (CMR).

The policy for use of these fields is: Use either Item Count or Quantity, but not both.  If Item Count is used, the Storage Unit must be “EA” for “each”.  If Quantity is used, the Storage Unit must be other than EA, such as “BG” for bag, “BX” for box, “LF” for linear feet, etc.  Please review the NPS ANCS+ User Manual for specific instructions about how to count museum objects and complete these fields.  You will also find these instructions in the field-by-field section for each discipline.

There are three common mistakes in these fields:
· Both Item Count and Quantity fields are filled in.

· An Item Count has a Storage Unit other than EA (or variations such as Ea, ea., etc.)

· A Quantity value has the Storage Unit EA (or variations such as Ea, ea., etc.)
Finding the Records

A filter is included in ANCS+ Version 8.0 to help you identify these records.  Two of the ways to access the filter are through the Navigation Pane's Built In Filter or the Advanced Filter. 
Navigation Pane's Built In Filters
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Find the directory that you need to check and expand the directory node and the Catalog Records node in the navigation pane by clicking on the plus sign ( [image: image4.png]2 Re:discovery for the National Park Service: ANCS+
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2. [image: image3.jpg]Expand the node for Built In Filters so that you see a list of filters.  From the list select the Count Fix option. 

3.   The filter will look for matching records and show them to you.  These records don't follow the policy described above, and should be corrected. 
Advanced Filter 
You can also activate the Count Fix filter from the menus or buttons rather than the Navigation Pane.  
1. From the Record menu, choose Advanced Filter or click the Advanced Filter [image: image2.png]


 button.   
2. Click the Open button (or File-Open on the menu) to list available advanced filters. 
3. Select the "Count Fix" filter and click the OK link.  The filter criteria are displayed.

4. Simply click the Activate link at the bottom of the window. 
5. The filter will look for matching records and show them to you.  These records don't follow the policy described above, and should be corrected.
Correcting the Problems
Modify the records to correct the problems.  As you make your corrections, the records will disappear from your filtered list.  If there are many records that need updating, there are numerous features in Re:discovery that you can use to look at the records and make the changes, such as tag sets, the new list pane, and even Quick Entry and mass update functions.

· If any records have data in both Item Count and Quantity fields, you should determine the correct count type for each record and correct the record(s).
· If any records have the Item Count field filled in and the Storage Unit is not EA (or variations such as Ea, ea., etc.), you should either change the Storage Unit to EA, or use the Quantity field rather than Item Count.

· If any records have the Quantity field filled in but the Storage Unit is EA (or variations such as Ea, ea., etc.), you should either change the Storage Unit to the appropriate unit (such as BAG, BX, LF, etc.), or use the Item Count field rather than Quantity.

Note: It is not uncommon for the report to list variations on the same term from the Storage Unit field, such as EA, Ea, and ea, or BAG, Bag, and Bg.  These variations will not affect the accuracy of your Collections Management Report.  Therefore, it is not necessary to correct the variations.

If your Fiscal Year Summary report suggests problems with Item Count, Quantity, and Storage Unit other than those described above, please contact Re:discovery Technical Support for assistance.

NPS Count and Storage Unit corrections version 8.doc

Page 2 of 2

Re:discovery Software, Inc. • 3040 Berkmar Dr. Suite B1 Charlottesville, VA 22901 • Phone: 434.975.3256

FAX: 434.975.3935 • Email: sales@rediscov.com • Web: www.rediscoverysoftware.com

