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Mission Statement 
Training Section 

 
The mission of the Training Section is to improve 

organizational and individual performance through consulting, 
collaboration, training and development. 
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6. MEALS: You will receive information on the first day of class about restaurants 
in the area. Instructions on how to file the required training office Travel 
Expense Claims will be given prior to the last day of training. Reimbursement 
rate: http://isearch.parks.ca.gov/default.asp?page_id=1216 

 
7. REFRESHMENTS: Onsite snack and beverage machines are available in the 

lunch room. There is no regular coffee service in the lunch room. Therefore, 
you are encouraged to bring your own refreshments. 

 
8. CELL PHONES: As a courtesy to your fellow participants and course leaders 

ensure that your cell phone is turned off during classes.  Participants should not 
be receiving or making cell phone calls during class time. Please limit those 
calls to your breaks. 

 
9. Your on-site coordinator is Linda Walton, cell phone (530) 220-4032. The 

Training Coordinator is Dave Galanti, office (916) 657-0413. 
 
10. TRAVEL INFORMATION: Road Conditions 
 

 Caltrans Quick Map – Road conditions: Caltrans or (800) 427-7623 
 CHP – Traffic incident information: CHP 
 Maps with traffic speeds and accident reports: Sigalert 
 Traffic, mass transit, and travel information: Dial 511 Weather Conditions 
 National weather service: NW S 
 Weather.com: Weather  Traveling Preparedness 
 Winter driving tips and safety kit: Caltrans 
 Car safety and emergency safety kit: Ready.gov 
 Roadside Emergency Kit: Office of Traffic Safety 
 Transportation Security Administration (TSA) Guidelines: TSA Guidelines 
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THE MUSEUM SYSTEM (TMS) ADVANCED GROUP 3 
 

Course Description 
 

This training is focused on Advanced TMS Users who have a solid 
understanding of how to use TMS and use it routinely to perform their 
management of their museum collections within the TMS database. 
 
This course will prepare the Advanced TMS users for the upcoming TMS 2014 
upgrade.  Therefore, the instruction will cover all that will be new in the latest 
version of TMS.  Of important interest will be the changes in the functionality of 
the Thesaurus database. 

 
General Course Topics 

 Thesaurus - The Thesaurus Manager has been completely revised as a 
browser-based application.  New features added to manage term levels, 
security, and to support poly-hierarchical terms.   
 

 Media – New functionality in Media for enterprise digital asset 
management: 
 

• All media file metadata now extracted and fully indexed when 
media added to TMS. 
 

• TMS can now automatically insert metadata into an image file 
when it’s added to TMS.  Metadata insert is controlled by a user 
template that’s fully configurable. 
 

• When a text-based media file is added to TMS (pdf, Word, etc.) 
TMS now reads and indexes the contents of the file.  Add text-
based media and then search for any word or phrase 
contained in that document. 
 

• Drag and Drop media folders are now controlled by 
configurable templates. 
 

• Media can now be linked to object components, locations and 
other areas. 
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THE MUSEUM SYSTEM (TMS) ADVANCED GROUP 3 
 

Course Description 
(Continued) 

 
 

 Events Module - has been extensively improved to handle recursive 
events, sub-events, batch adding of constituents with specific roles and 
other new functions.   
 

 Search and Replace (for Null Feature)-  batch update your object 
records   
 

 SQL Reporting Services – A new kind of reporting has been added to 
TMS, in addition to Crystal Reports, you can now run reports created 
using SQL Reporting Services, a browser-based reporting tool 
distributed by Microsoft along with SQL server. 
 

 The Location Explorer - Improved with a new interface as well as 
Flexfields, Media, and other new features. 
 

 Flexfields - Improved with field data typing (text, numeric, date) as well 
as new Flexfield and Flexfield Group security. 
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THE MUSEUM SYSTEM (TMS) ADVANCED GROUP 3 
 

Pre-Training Assignment 
 
 

In order to make sure that all of our TMS Users are following our established Standard 
Data Entry Procedures, as was developed by the TMS Team, this is a great 
opportunity for the Advanced TMS Users to refresh their familiarity with the “how and 
why” of those procedures and to make sure we all on the same page. 
 

 Standard Data Entry Procedures - As prepared for the course 
instruction for the TMS Basic class.  Participants of the Advanced TMS 
Training class will be required to review, ask questions and make 
comments on the Standard Date Entry Procedures.  The goals of this 
exercise: 
 

• To make sure we are all on the same page in our 
understanding and use of TMS.   

 
• To become fluent in the fields that we have adopted for our 

Parks use in TMS.  In particular, what fields to use and how to 
use them. 

 
• To become more consistent with our data entry procedures, 

resulting in better search results, thus, more accurate data 
reporting. 

 
 
Your pre-training assignment:  Please review the attached training materials, 
and: 
 

  Come to the training with prepared questions and/or comments 
concerning our Standard Data Entry Procedures. 
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THE MUSEUM SYSTEM (TMS) ADVANCED GROUP 3 – A G E N D A 
December 8-10, 2015 

 
 
Training materials that have not been previously sent to the participants will be provided 
on the first day of instruction at the training site. 
 
 
Tuesday 
December 8 
9:00-12:00 Class Begins, Brief Introductions, and TMS Moxley 
 Instruction 
 
12:00-1:30 Lunch 
 
4:00-5:00 Questions and Answers All 
 
 
Wednesday 
December 9 
9:00-12:00 TMS Instruction Moxley 
 
12:00-1:30 Lunch 
 
4:00-5:00 Questions and Answers All 
 
 
Thursday 
December 10 
9:00-12:00 TMS Instruction Moxley 
 
12:00-1:30 Lunch 
 
4:00-5:00 Questions and Answers – Class Ends All 
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Standard Data Entry Procedures:  How to Create 
a New Object Record in TMS 
 


Step 1:  Getting Started 
 
 


From the Main Menu of TMS, you will see an icon bar at the top of the page.  If you 
hover your cursor over an icon its identifying typeprint subject name will appear.  Each 
icon represents a TMS module.  
 
Please select the Objects icon.   
 


 


 
 


 
 


 


Select New Entry 
under Query Method.  
Data Entry/Auto is the 
automatic default.   
 
 
 
 
 
 
 
 
 
 
 
Click Next to open 
New Object Assistant 
screen.  
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Step 2:  Required Fields 


 


Please Note:  All fields highlighted 
in YELLOW below are required to 
Create a New Object Record in 
TMS.   
 
 
Select your Department.   TMS will 
default to the departments of which 
you have access. 
 
 
 
 
 
 
Click Next to continue adding more 
information.  
 


 
 


 


Enter Object Number. 
 
*Object Status field - select 
Accessioned Object from the 
dropdown menu. 
 
*Accession Method field - 
select the appropriate term from 
the dropdown menu.  If it is a 
donation, it would be a Gift. 
 
*Accession Date - type in the 
current date or use drop down 
calendar.  
 
Click Next to continue adding 
required information. 
 
*While these fields are not 
required to create an object 
record, it is best to enter the 
information here, so you 
won’t have to do it later! 
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Classification.  Choose the 
appropriate term from the drop down 
menu, that classifies your object. 
 
Object Name – free text field.  
Simply call the object what it is. 
 
Object Count –TMS automatically 
assigns “1”.  If you have more than 
1, please change the number to 
reflect the accurate count.   
 
Object Level field select “not 
defined” from the drop down menu. 
 
Title is used for works of art, books, 
newspapers, magazines, journals, 
historic ceramic ware, etc.  
 
Description.  A detailed description 
of the object is required. 
Click Add. 
 


 
 


Step 3:  Required:  Location for the New Object 
Record 
 


 


Location is Required.  You will 
be asked if you want to record 
the object’s location.   
Click Yes.  It is important to know 
where the object is located, even 
if it is a general location under 
your Park Unit’s RLN.   
 
 


 
 
The Move Assistant screen will come up: 
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Move Assistant:  Enter Location Transaction Information 


 
 


Type of move is automatically set for Move to temporary location, which is a good 
choice, especially if you have not identified the exact location of where the object will 
live within your Park Unit locations. 
Move to a new home location is preferred if you know exactly where the object will 
live.  Storage location is often a home location.  Exhibit location may be considered 
Temporary, unless your object always lives at an exhibit location. 
External Movement is only chosen when the object will be moved to a location outside 
of the California State Park system. 


Date of Move today’s date and is automatically populated.  Or, you can backdate, if 
necessary.   


Purpose:  use the drop down to choose the purpose 
Approved by:  Is usually your supervisor 
Handler:  Is usually the person who actually physically moved the object, if that person 
is not known, then the person who is actually performing the move in TMS. 


Click Next and you will be taken to the next page of the Move Assistant Screen. 
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Move Assistant:  Enter New Location Information 


 


 


 


Address – Use the drop down menu to make the appropriate choice. 
Site (RLN) – Use the drop down menu and select the appropriate RLN. 
Subsite – Use the drop down menu and select the appropriate Subsite. 
Unit – Use the drop down menu and select the appropriate Unit, if applicable. 
Location Description:  May or may not populate with information.  Typically, it may be 
a repeat of what is entered above:  091/ResourcesBuilding/Room943   
Remarks:  Not used often.  Could be a remark about the type of move, or location, or 
some other type of note about the object being in this location.   
 
Select Next when you are done with the address location. 
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Move Assistant:  The Final Step - Confirming the Location Move 


 


 


 


 


CAUTION!   
Before Confirming Your Move:  Check your information carefully.  If corrections are 
needed, click Back, and make corrections as necessary before clicking Move. 
 
TMS will not allow making corrections to a location once the “Move” button has 
been clicked.     
 
After you have checked to make sure all of the information is correct, click Move. The 
location information will now appear in the Current Location field of your object 
record.  
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Standard Data Entry Procedures:  Additional 
Required Fields to Complete a New Object 
Record 
 


In the previous section, the required fields to create an object record were:  Department, Object 
Number, Object Name, Object Count, Object Status(es), Classification, Description, and 
Location. 
 
Based on our Standard Data Entry Procedures, the following fields are required to complete an 
object record in TMS: 


 Constituents 


 Dimensions 


 Medium/Material 
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Step 4:  Constituent(s) Field  


How to Add Constituent(s) to your Object Record 


 


 


 
 
 
 
 
 
 
 
 
 
Open the Zoom button 
on the right side of the 
Constituent(s) field.   


 


Select the appropriate 
Role type: 
 
Object Related 
Acquisition Related 
Ex-Collection Related 
 
 
 
 
Then, Click Add 
button 


You will then be taken to the Lookup a Constituent Screen 
where you will perform a thorough search for your 
constituent. 


 


 







California State Parks 


 


 
Museum Collections Management System             Page 11 12/3/2015 


  


 


At the Lookup a Constituent 
screen you can search for 
Individuals as well as 
Institutions.  


 
 


 


Searching for an Existing Constituent 


There are a couple of ways to search for an existing constituent: 
 
The easiest way is to use the Keyfields choosing Equals or Starts with or Contains and 
then type an individual’s last name in the space below - Contains.   
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Notice the different search results (above) when using the Keyfield parameters of:  
Equals, Starts with, and/or Contains.    
 


Another way to search is to choose one of the Keyfields and enter the 
person’s last name in the Last Name field, and/or include the person’s 
first name in the First Name field.  See above in the screen shot of the 
entire Lookup a Constituent screen.   
 
Institution Search:  The same is similar for an Institution Search using 
the Keyfield – Contains and typing the company’s name either in the 
keyfield box or in the Institution Field box.  
 
In all instances, results will begin appearing in the Suggestions list on 
the right 
 


Once you have found the Constituent you are looking for, you can then 
add the Constituent to your object record.   
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Highlight the 
name of the 
appropriate 
Constituent  


 


 


 


Then click 
Select 


 
 
PLEASE NOTE:  MANY CONSTITUENTS HAVE BEEN ENTERED IN DIFFERENT WAYS 
INCLUDING:  FULL NAME, NICK NAME, INITIALS WITH LAST NAME.  IN YEARS PAST, 
MARRIED WOMEN WERE ENTERED USING THEIR TITLE:  Mrs. (husband’s name).   
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Adding a Constituent to your Object Record  


 


 


 


 
Select the Constituent’s Role by using the drop down menu. 
 
Close the Constituent Assistant Screen at the top right or click the close button.   
 
 
 
 
 
 
If the Constituent you are looking for does not appear in the Suggestions list you will 
need to add a new constituent.  Please contact TMS System Administrators on how to 
add a New Constituent.   
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Step 5:  Dimensions Field 


Adding Dimensions to your Object Record  


 


 
 
 
 
 
 
 
 
Click on the Zoom 
button to open the 
Dimensions field. 
 


 


This will open the 
Dimension Assistant 
screen. 
 
Click Add, then to the 
side highlight  
Add Element and 
then select  
Overall from the list.  
 
DO NOT USE: 
overall1 or overall2. 
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Type the 
dimensions in 
either inches 
or 
centimeters, 
the program 
will calculate 
the other 
measurement.    
 
 
 
Then select 
Create Label. 
And the 
dimensions 
will populate 
in the screen. 
 
Select OK. 


 


And now you 
will see that 
your 
dimensions 
have been 
added to the 
Dimensions 
field in the 
object record.    
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Step 6:  Medium/Material Field 


Adding medium/material to your Object Record 


 


Medium and 
Material is a 
free text entry 
field.  To 
enter type in 
the box.  Use 
short 
descriptive 
words, 
separated by 
commas.  Or 
short 
phrases, as 
noted here 
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Standard Data Entry Procedures:  Fields 
Required for Some Classes or Types of Object 
Records 


The fields used for some classes or types of object records include:  
Subject, Title, Date, Geography X-refs, and Components.   


Step 7:  Subject Field 
Subject terms for photographic images, books, illustrations, paintings, etc. are used in 
the Subject field.   
 
The Subject field is a free text field, but one that is searchable using Thesaurus terms.  
Typically it is used for keywords or phrases separated by commas and semicolons. 
 
Photographic Archives extensively uses the Subject field.   
 


Step 8:  Title Field 
Titles include works of art, books, newspapers, journals, magazines, periodicals, 
documents, historic ceramics, etc. 
 
The Title Assistant includes several separate fields.  More than one title can be entered 
if necessary; they are differentiated by the “Title Type” field: 
Title Type – Select “Primary Title” for the first title, if you are using more than one title.  
Otherwise choose the most appropriate title type from the Title Type drop down list.     
Language is usually “English;” select other value if appropriate.   
Title:  Full text of title.   
Remarks:  Anything about this title; Do Not enter general remarks about the object 
here. 
 
State Archaeological Collections Research Facility (SACRF) conventions include 
several specialized uses of Title: 


Title Type = Project Title; Used for accession records only, identifies the title of 
the archaeological project that produced the collection; 
Title Type = Pattern Title:  Formal decorative pattern names, especially for 
historic ceramics (e.g. Ontario Lake Scenery; Double Happiness).   


 


To Add a Title to works of art; books, newspapers, journals, magazines periodicals, 
historical ceramics, etc.:  Click the Zoom button on the Title Field:   
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Click Add 
to open 
the Title 
Assistant 
screen: 


  


 


Enter Title 
Type. 
 
Choose 
Language 
or leave as 
(not 
assigned) 
 
Enter 
exact title.  
Do not use 
quotations 
or a period.    
 
Click OK.   
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Step 9:  Date Field 
The date field is used for the date the object was made. If you don’t know the exact 
date, you may enter a date range.   
 
The standardization of dates should be used by using the “Calc” to get a list of the 
accepted standardization date types.   


 


Open the Zoom Box. 


 


If the date of the object is 
unknown, leave this field 
blank. 
 
Enter the date range in 
the Begin Date and the 
End Date fields. 
 
If the date is B.C. put a 
hyphen in front of the 
date, such as -4000. 
 
Select Calc.  You will be 
asked if you want to 
replace the current label.  
Click Yes. 
 


 


 


Select the date type you wish 
to use from the list.  Date 
range and circa date are 
typically the preferred choices, 
but any date type on this list is 
TMS auto generated and an 
approved choice. 
 
Then click OK.  You will be 
taken back to the Date 
Assistant screen.  Select OK. 
 
The date type you select will 
appear in the Date field on the 
Data Entry Screen. 
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Step 10:  Geography Xref Field 
 


 
 
 


The Geography Xref field is located under the Context tab as shown here.  Its primary 
use is to identify a particular object with a geographical location.  In most cases it is 
used to identify an object with the originating park unit.  In archaeology, it may be used 
for identifying the object with a Trinomial, Site, Unit, Level, etc.   
 
To add information to the Geography Xref field, click Add 
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For example, select 
Park Unit from the drop 
down menu of 
Geography Type. 
 
Then click Browse, and 
scroll to find the Park 
Unit you are looking for.  
The list is alpha 
organized, therefore, you 
can type the first letter of 
the park unit you are 
looking for to get to the 
alpha order that begins 
with that letter.   
 
Once you have found 
the park, double click it 
so that it will appear as 
your choice and then 
click Okay.   
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Step 11:  Components Field 
 
Each object is in itself a component.  But you can add other components to an object 
record that contains information about any separable part of that object or is an object 
related accessory.   
 
Photo Archives uses components to identify individual forms (media) of a single 
photographic image. 
 
State Archaeological Collections Research Facility (SACRF) uses components to 
identify individual boxes of material associated with a single Accession (Group). 
 
From the Tool Bar at the top of the page of any objects record or the object record of 
which you wish to add components:  Go to Registration>Components.   
 


 


 


+As shown above, the object itself is a component and shares the same catalogue 
number.   
+The added component has been numbered similarly to show that it is related as a part 
of the object and can be separated from the object.   
+Components can be used as a way to track the separable parts of an object, or boxes 
of objects that belong to an accession where the objects have yet to be catalogued 
individually in TMS. 
+Our general collections tend to number each object and its separable part with unique 
object numbers.   
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Standard Data Entry Procedures:  Fields to use 
for More In-depth Information About your Object 


Step 12:  Culture Field 


How to Find and Add Culture:   


 
To get to the Thesaurus Manager for Culture: 
 
Hold the cursor in the Culture field and then press down the Ctrl+Insert 
keys to jump to the Thesaurus Manager.  .   


 
 


 


 
Select from the list or 
search by clicking the 
binocular icon at top of 
the Thesaurus Manager 
screen.   
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Enter search term in 
“Term” field.  
 
 
Set Search and Path 
Options as shown.   
 
 
Click “Find Now”  


 


Then highlight and double 
click on appropriate term.  
Or highlight and choose 
“Select Term.”   


 


Step 13:  Period Field – NEW - DO NOT USE PERIOD – 
IT WILL BE ACCESSED AND CONTROLLED 
THROUGH ATTRIBUTES AFTER OUR UPGRADE TO 
TMS2014  


Refers to an interval of time identified by what happens or exists during that interval of 
time.   


Examples of human time periods include: Stone Age, Prehistoric, Middle-Ages, 
Historic, Victorian Era, Gold Rush Era, WWII, WPA, etc.  If the human time period is 
unknown leave this field blank.   
 
Examples of geologic periods include: Cambrian, Jurassic, Cretaceous, etc.  If the 
geologic period is unknown leave this field blank.    
 
The Period Field is a Free-Text Field with no vocabulary control or drop down list.   
 
Do NOT use this field, unless you are certain of the Period of the object.   
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Step 14:  Attributes Field 


 


To add an Attribute, 
click Add.   
 
You will then be taken 
to the following 
screen: 


 


If you know what you 
are looking for, you 
can use the drop 
down list to choose 
from.   
 
I know I would like to 
use a Chenhall Term, 
so I have selected it.   
 
Then click Browse.     
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Otherwise, you can 
browse under (not 
assigned) and it will 
take you to all of the 
Thesaurus Tables.   J 
 
Just select Browse 
and you will be taken 
to the following 
screen: 
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It will take you to the 
Thesaurus Terms and 
you will be able to 
choose from the 
Getty’s AAT, 
Chenhall’s 
Nomenclature, 
The Getty’ 
Thesaurus of 
Geographic Names or 
our DPR’s 
Authorities/Attributes 
List.   
 
You can use the 
binoculars for 
searching to help 
assist you in finding 
the appropriate term.   
 
Such as: 
Chenhall’s 
Nomenclature, so 
double click it and 
then perform a search 
for “painting.” 
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I can either double 
click the term or 
choose Select Term. 


 


And now you can see 
my Attribute Term has 
been added to the 
Attributes.   







California State Parks 


 


 
Museum Collections Management System             Page 30 12/3/2015 


Step 15:  Text Entries Field  


 


 


Text entries is an excellent place to document and track curatorial notes, attribution 
notes, cataloger notes, historical notes, any type of notation that has something to do 
with the object.   
 
Notice how previous notes that do not contain a date or author, are lacking tracking and 
validity of the information because you do not who made the note or when the note was 
made.     
 
Always use a Date/Text Type or Type of Note/Author (choose from Constituents) and 
enter your text in the Edit Text field.   
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Step 16:  Alternate Numbers Field 
 


 


To add an 
Alternate 
Number go to 
Registration 
along the top 
of the tool bar 
and select 
Alternate 
Numbers from 
the list.   
 


 
 


 


Click Add and the 
Add/Edit Alternate 
Number Screen will 
appear. 


 
 
 
 







California State Parks 


 


 
Museum Collections Management System             Page 32 12/3/2015 


  


 


Alternate 
Number – type 
the number in the 
field. 
 
Description – 
use the drop 
down to choose 
the appropriate 
type of Alternate 
Number. 
 
Remarks  -  
Used to further 
identify the 
Alternate Number. 


 Click OK when done.  
 


 
The Description choices for Alternate Numbers include:  Accession Number, Old 
Number, Old Catalogue Number, Retired Number, Correct Number, Other Number, etc.  


Please choose from the list and do not add random description 
categories.            


     
The Remarks field is used for additional information to the alternate number such as:   
card tag stapled to basket; card tag; red and white sticker; number associated with a 
Historical Structure Report; Number on tag; photographs in object folder, etc.   
 
Add Begin Date, if known. This is the date the number began use. 
 
Add End Date, if known. This is the date the number ceased use.  This especially 
applies to objects with duplicate records with different numbers.  For example, one 
number has been identified as the number of choice for use and the other numbers 
associated with the object can be retired with an end date.  
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How to Create a New Accession Record in TMS 


Step One:  Getting Started 
 


 


 
 
From the Main Menu select 
Objects to open the Objects 
Query screen. 
 
 
 
 
Then select New Entry and click 
Next. 
 


 
 


Step Two:  Required Fields 
 


 


Select Department and click Next.    
 
TMS may automatically default to your 
department. 
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Enter the Accession Number in 
Object Number field. 
 
All accession numbers begin 
with ACCN. followed by a period, 
the registration location number, 
and the next available number 
from your unit.   
 
For example: ACCN.455-(next 
available activity number) from 
your unit. 
 
 
Then enter the other field 
information as follows: 


 
Object Status field: select Accession from the drop down menu. 
Object Type field: select Accession 
Accession Method: select from drop down menu. 
Accession date: enter date of accession.   
Select Next. 
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Classification field: select (not 
assigned) – this is a virtual object 
record. 
 
Object Name field:  Type Accession.  
 
Object Count: enter the number of 
objects associated with this 
accession, if known.  
 
Title field: leave blank. 
 
Enter a description of the accession 
in the Description field. 
 
Select Add. 


 


 


You will be 
asked if you 
want to record 
the location.   
 
Click YES, if 
the objects for 
this accession 
record are 
being 
temporarily 
stored before 
being 
cataloged in 
TMS.  Then, 
enter the 
location where 
they are being 
stored. 
 


See Locations:  Components for instructions on entering a component location.     
See Locations:  Boxes and Crates for instructions on entering a location using a 
box number. 
 
Click NO, if the objects for this accession record are already catalogued in TMS and 
have a current location.   
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Then go to: 
 
Registration/Accessioning 
to enter more accession 
information. 
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Step Three:  Required fields in the Accessioning Screen 
 
These fields will automatically populate in the Accessioning Screen with the information 
you entered when creating your Accession Record.   
 
Accession Method  
Object Status  
Accession Date  
Object Count  
 


 


 


 
Other information that could be included if known: 
 
Approval date 1 =curator/collection manager date 
Approval date 2 = superintendent date 
Accession Value - if known. 
Source field - extra information regarding the source. 
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How to Add Text Entries to Accession Records 
In order to add action items related to your Accession Record, go to the Notes tab at 
the bottom of screen. Click Add to open the Text Entry window.  
 
Perform the following Text Entries: 
 


 
 


 
Choose the Text Type from the drop down, such as: 
Accession Note 
DPR 925 Owner’s signature 
DPR 925 Superintendent’s signature 
DPR 925 Collection Manager’s signature 
 
Date – enter the date signed by the Owner (donor), Superintendent, Collection 
Manager, etc. 
 
Author - is the person who signed the document or is the person making a note, for 
example, Accession Note:  Click on the zoom button to open the Constituent window 
to find the individual(s). 
 
Edit Text - type “Signed” in the field in order to create a text entry.  If the author did 
not sign, put “Not Signed” in the Edit Text field.      
 
Click Save. 
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How to Relate Accession Records and Object 
Records 
 
To Link an accession record to an object record, the object record must exist in the 
TMS database. An object record can be linked to the accession record one at a time 
or in groups. The accession record is a group object (parent) the object record is 
an object (child). 
 


 


Open an Accession Record 
and go to the Related tab at 
the bottom of the record. 
 
Highlight and right click on 
Object.   
 
Choose Add Child – Object. 
 
The Objects Query window 
will open. 
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Choose Object 
Number 
 
Enter Object 
number: 
The first two parts of 
the number followed 
a dash and Asterisk 
will bring up all 
object records 
beginning with the 
first two parts of the 
number. 
 
Select Next 


 


 
 
 
 
 
 
 
 
 
 
 
 
 
Select All 
 
Select Next 
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In this case, there 
are only two object 
records to relate to 
the parent/Accession 
Record. 
 
Highlight both. 
 
 
 
 
 
 
 
 
 
 
 
Select Finish. 
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Package Explorer – How to Create Object 
Packages in TMS 
Package Explorer is a list management tool that allows you to organize and save 
groups of records that relate to a project, such as:  exhibitions, 
loans/transfers/activities, location moves, any type of project that requires the use of 
a particular group of object records is facilitated by Package Explorer.  Packages 
can be shared individually with TMS Users from one park unit to another, or you can 
create a shared group of whom you want to share the packages or they can be 
shared to the Public folder so that anyone could access the object package. 
 


How to open the Package Explorer Tool   
In order to open the Package Explorer from the Objects Module, you can: 
 


 In any view, click Ctrl + P on your keyboard   
 


 From the Data Entry View go to Tools>Show Object Package.   
 


 


  


 In any of the read-only Views (List, Light Box, List w/Images Label Copy, and 
Hierarchy), click the box icon: 
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When the Package Explorer opens, you should get something that looks like this: 
 


 


 


Packages are assigned to folders and each TMS User automatically is assigned 
access to the three package folders above.  How they are used is as follows:  
Personal – Only the owner has access to packages in this folder. 
Favorites – Packages in this folder are actually shortcuts to packages you are 
currently working on and/or need often.  If you add shortcuts to your Favorites folder 
they will be accessible from the Objects Query screen, below.   
Alert Queues – packages in this folder allow you to preview your ‘active’ 
notifications. 
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Adding Folders to the Package Tool: 


 


 


 
 
Additionally, there are other Folder ‘types’ that you can add very simply that will be 
very helpful for your use and they include:  
Public Folder – packages in this folder are available to all TMS Users.  There is no 
package security in this folder.   
Shared Folder – Packages in this folder are those you choose to share with other 
users.  Package security is available to packages in this folder. 
Web Access Folder:  Packages in her are for the website only.   
Move Assistant Folder – Packages in this folder are those you intend to use to 
batch move a group of objects from their current location to a new location. 
Conservation Projects Folder – Specific for Conservation Projects 
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If you add the above folders, your 
Package tool would look something like 
this. 
 
You can also add a folder type and 
rename the folder to suite you needs.   
 
As mentioned above the most 
commonly used folder types are:  
Public, Shared and Move Assistant 
Packages.  Once you add one of these 
folder types, you can re-name the folder 
to fit your needs: 
 


 
 


 


Here is an example of a 
Folder Tree, with many 
different folders created for 
sharing purposes.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Here is an example of a New 
Folder that can then be 
renamed to fit your needs.   
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How to Create your Object Package: 
Once you have the necessary folder added to the package tool, you can now 
proceed to add items (or records) to the package.  
 
Before you can add items to a package, you must search for the records you want in 
TMS.   Once you have a search result of object records that you want to put into an 
object package, there are several ways or options to add the records to a package: 


1.   Add items one‐by‐one via the ‘Add Item’ button. 


2.   Batch‐add items via the ‘Add All’ button. 


 


 


 


OR 
 


3.  Batch‐add items via the Action Menu (top left) and Add Item to list or ‘Add 
Current selection to list.  This serves as the same function as 1 and 2 above. 
 


OR 
 


4.   Drag‐and‐drop items ‐‐ from a List view or Light Box view in TMS to a package. 


5.  Drag‐and‐drop items ‐‐ from one package to another
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