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Automated Checklist Program in ICMS
ACP8.doc, January 2012: The FTP address and password in #4 below are new in 2012!
The NPS Checklist for Preservation and Protection of Museum Collections (“Checklist,” “80-1”) includes standards for museum collections, facilities, and procedures.  It documents how well the park is meeting those standards.  When changes are made to the Checklist (to record a completed Collection Condition Survey, the installation of a new sprinkler system, etc.) submit the revised Checklist to the Museum Management Program.  The Checklist has been automated in the ICMS Automated Checklist Program (ACP).  You should submit your ACP data with your National Catalog Submission by Sept. 15.
To complete your Checklist Submission, you’ll need the following basic skills:

· ICMS navigation, data entry, and reports.  Review ICMS User Manual, Chapter 1: System Basics; and Appendix J: ACP.

· Windows Explorer navigation techniques.
You’ll also need the following tools:

· Internet access, preferably from your ICMS computer.

There are four basic steps to complete the Checklist Submission:

1. Update your Checklist data to reflect the current status of your facilities.

2. Print the Superintendent Summary for approval.

3. Backup your Checklist data.

4. On the internet, upload your backup file to the NPS Catalog Submission site.

Below are complete instructions for each step.  These instructions will help you update existing Checklist data.  If your ICMS system does not contain Checklist data, you’ll need to add new data for a first time Checklist.  Refer to ICMS User Manual, Appendix J: ACP

1. Update your Checklist data to reflect the current status of your facilities.

If there have been changes to the status of your museum facilities, make the appropriate updates in the ICMS Automated Checklist Program.

a. In ICMS use the Navigator or Home Page to open Management Reports.  Open the ACP Cover Sheet.  The Cover Sheet Information page opens.  If necessary, click the Modify button and update the park information (usually only the Completed By and Date fields).  Click the Save and Close link to save the changes and return to View mode.


b. In the Navigator, click the ACP Facility node.  The Facility Information page for your first facility opens.  If necessary, click the Modify button and update the park information (usually only the Completed By and Date fields).  Click the Save and Close link to save the changes and return to View mode.  Note: You cannot change the Unit, Facility #, or Type Space of existing records.  If a facility’s type has changed (for example from Storage to Exhibit), add a new facility record for that facility, and then delete the old one, if necessary.  There is no requirement that facilities be numbered consecutively.

c. On the Facility Information page, click the Checklist Sub-records tab.  Click the Use These Records link to open the checklist for this facility.  The ACP Checklist page will open.  The Status Bar in the lower left of the screen will indicate a Filter is active, limiting the visible data to the checklist questions for this park and facility.  Click the Modify button to begin updating your checklist.  Change the Completed By information if necessary, and click Close to continue.  Update the answers to each question to reflect the current status of your museum facilities.  Click the Next Question link to go to the next question.  When all the answers have been updated, click the Save and Close link to save the changes.

Note: If some questions are inactive for editing, check that the “pre-question” for that facility is answered “YES.”  Go to the first question for the facility, and answer the question “YES” if appropriate.  If the answer is “NO”, meaning there are no museum objects in the facility, it isn’t necessary to answer the rest of the questions, and the system will block those fields.  Also, editing some questions is dependent on your answer to a previous question.
You may find it easiest to answer the questions for one facility at a time.  Return to the ACP Facility page, choose another facility, and click the Use These Records link to open the checklist for that facility.  A Filter will be active so that only the questions for that facility are visible.  Each facility has a separate set of questions, based on the type of facility, such as Storage or Exhibit.

Repeat steps 1b - 1c for each facility in your Checklist.  On the ACP Facility page, click the Next Record button [>] or select a record from the List Pane to view the next facility record.  If necessary, update the Facility Information record, then click the Use These Records link on the Checklist Sub-records tab to update the Checklist answers for that facility.

2. Print the Superintendent Summary for approval.

The Superintendent Summary consists of two reports: The Superintendent Summary report, and the SuperCover report.  The Superintendent Summary lists all deficiencies and the cost to correct them.
a. Return to the ACP Cover Sheet screen, and select the cover sheet record for your park.  Click on the Checklist Sub-records tab, and click the Use These Records link.  The ACP Checklist screen will open.  The “Filter” message in the lower left of the Status Bar will indicate a filter for your park acronym.  The Status Bar will also indicate the total number of checklist records for your park.
b. From the Record menu, choose Reports, then Re:discovery Reports.  The reports window will open.  Select the Superintendent Summary, and click the link to Run for All Visible Records.  Send the output to the printer.  The report will print.

c. Still in the reports window, select the SuperCover, and click the link to Run for Current Record Only.  Send the output to the printer.  The report will print.

d. Put the Super Cover page over the Superintendent Summary report, and give these to the Superintendent for review, approval, and signature.

You may also print a copy of your entire Checklist for your files, although this is not required.  

The complete printed Checklist consists of four reports: the Cover sheet, the List of Facilities, the Facility cover sheet (one for each facility), and the Checklist (one for each facility).

e. On the ACP Cover Sheet record: Click the Re:discovery Reports button [image: image9.png]Please select a report
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 on the Button Bar, or from the menu bar choose Record, Reports, Re:discovery Reports.  The Re:discovery Reports window opens.  Select Cover from the list, then click Run for Current Record. 
[image: image1.bmp]
[image: image5.jpg]The Report Parameters window opens.  You don’t need to enter a Report Subtitle.  Make sure the Destination is “Printer”, then click the [Print] button.  Your computer’s Printer window will open.  Choose a printer (if necessary), then click [OK].
Your Cover sheet report will print.

f. Go to the ACP Facility page. Click the Re:discovery Reports button [image: image2.bmp] on the Button Bar, or from the menu bar choose Record, Reports, Re:discovery Reports.  The Re:discovery Reports window opens.  Select FacilityList from the list, then click Run for All Visible Records. 
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In the Reports Parameter window, don’t enter a report subtitle.  Make sure the Destination is “Printer”, then click the [Print] button.  Your computer’s Printer window will open.  Choose a printer (if necessary), then click [OK].  Your List of Facilities will print.

Now select Facility from the list of reports.  Click Run for All Visible Records, and it will print a Facility Cover Sheet for each of your facilities.  

g. Still on the ACP Facility page, select the first facility.  This is the facility record with Facility # 0, and Type Space U.  Click the Checklist Sub-records tab.  Click the Use These Records link to open the checklist for this facility.  The ACP Checklist page will open.  The Status Bar in the lower left of the screen will indicate a Filter is active, limiting the visible data to the checklist questions for this park and facility.
Click the Re:discovery Reports button [image: image3.bmp] on the Button Bar, or from the menu bar choose Record, Reports, Re:discovery Reports.  The Re:discovery Reports window opens.  Select Checklist by Facility from the list, then click Run for All Visible Records.
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In the Reports Parameter window, don’t enter a report subtitle.  Make sure the Destination is “Printer”, then click the [Print] button.  Your computer’s Printer window will open.  Choose a printer (if necessary), then click [OK].  The checklist for that facility will print.

Repeat step 2c for each facility in your park: Go back to the ACP Facility page, and select the next facility record.  Click the Use These Records link to view the checklist for that facility.  Then run the Checklist by Facility report for that facility.
When you’ve finished printing the entire checklist, organize the printed pages in order: Cover Sheet, Facility List, Facility Cover Sheet for the first facility, Checklist for the first facility, Facility Cover Sheet for the second facility, Checklist for the second facility, etc.

Other useful reports:
From the ACP Checklist page, deactivate the Filter so all checklist questions are visible.  Run these reports for All Visible Records: 

· Unanswered Questions shows any questions that you have not answered.
· Deficiency Report shows your Percentage of Standards Met for GPRA goal 1a6.
3. Backup your Checklist data.

Note: You should include your ACP data with your National Catalog Submission, which is due September 15.  When you use the National Catalog Submission backup option, your ACP data will be included automatically with the “Management Reports”.  See the National Catalog Submission instructions (NCS8.doc).
If you did not include your ACP data with your National Catalog submission, or if you need to submit your ACP data separately, follow the instructions below.

There are two options for backing up your ACP data:
a. To send your ACP data to Washington for inclusion in the aggregate ICMS system:

From the File menu, choose Backup Data.  Choose the “National Catalog Submission” option.  The “Management Reports” module will automatically be checked.  Your ACP data is included within the Management Reports module.  You can also click the checkbox(es) for  your park data directories under Collections; these are the same steps you’ll use for your National Catalog Submission.

Make a note of the location where the backup file will be saved.  If you want to choose a location to save the file, click the Browse link.  We recommend you save the file in your “My Documents” folder, so it will be easy to find.

Make a note of the backup zip file name.  You can un-check the box to enter a name of your own choosing.  If you are backing up only the Management Reports module, we recommend you enter a name that includes your park acronym, such as “PARK-ACP-2-8-2009.zip”.

Click the Start Backup link to start the backup.  The backup will create a zip file, with the name you assigned it, in the folder you indicated.  When the backup is complete, you can upload this file to the NPS National Catalog Submission FTP site (see step 4 below).
Note: if you manage a checklist for more than one park, the above backup steps will include all checklists for all parks that you manage.  You only need to make one backup to submit your ACP data.
b. To send your ACP data to another park, or to transfer it to another copy of ICMS:

Go to the ACP Checklist page.  On the Button Bar, click the Deactivate Filter [image: image4.bmp] button (if necessary).  This ensures that all your ACP records will be transferred.
From the File menu, choose Transfer, then Transfer Record(s) to Disk.  Choose to transfer all “Selected XXX records”, not just the “Current Record”.
Make a note of the location where the transfer file will be saved.  If you want to choose a location to save the file, click the Browse link.  We recommend you save the file in your “My Documents” folder, so it will be easy to find.

Make a note of the transfer zip file name.  You can un-check the box to enter a name of your own choosing.  We recommend you enter a name that includes your park acronym, such as “PARK-ACP-Transfer-02-08-2009.zip.

Click the Start Transfer link to start the transfer.  It will create a zip file, with the name you assigned it, in the folder you indicated.  When complete, you can use that zip file to load your ACP data into another system, using the File, Transfer, Transfer Record(s) from Disk option.

Note: if you manage a checklist for more than one park, and want to transfer the checklist records for only one park, first go to the ACP Cover Sheet page, select the park you want, click on the Checklist Sub-records tab, then click the Use These Records link.  This activates a Filter of the checklist records for only that park.  From the File menu, choose Transfer, and proceed to transfer only these records to disk.

4. On the internet, upload your backup file to the NPS Catalog Submission site.
If you are submitting your ACP data to Washington, and have used the National Catalog Submission steps in step 3a above, you can upload your backup zip file to the NPS National Catalog Submission FTP site.
Reminder: You are strongly encouraged to include your ACP data and National Catalog Submission in one backup.  Refer to the steps in 3a above, or in the NCS8.doc white paper, to make a backup that includes both your ACP data and National Catalog Submission data.  Making your submission with only one backup file will save time for you and the Museum Management Program staff in Washington.

To upload your backup file:

In Windows Explorer, open the folder where your backup file was saved.  We recommend you save the file to your “My Documents” folder so it will be easy to find.  Find the backup zip file.  It will have the name you assigned it, such as “ACP-CR_PARK-NH_PARK-CatalogSubmission-9-1-2009.”  Select the file.  Copy it, by pressing Ctrl-C on the keyboard or by choosing Edit, then Copy, on the menu bar.
In the “Address” line in Windows Explorer (or in My Computer or Internet Explorer), type this address: ftp://67.221.117.85/catalogsubmissions/.  The user name for the site is “NCSNPS”, and the password is “ICMSncs!1”  If you see a plain-text list of files, click the “Page” icon and choose “Open FTP site in Windows Explorer “.  Paste your file by pressing Ctrl-V on the keyboard, or by choosing Edit, the Paste, on the menu bar.  Your file will copy to the FTP site.  It may take several minutes.
When the file has finished copying to the FTP site, your submission is complete.
Frequently Asked Questions
Why can’t I edit my answers to some questions?
If some questions are inactive for editing, check that the “pre-question” for that facility is answered “YES.”  Go to the first question for the facility, and answer the question “YES” if appropriate.  If the answer is “NO”, meaning there are no museum objects in the facility, it isn’t necessary to answer the rest of the questions, and the system will block those fields.  Also, editing some questions is dependent on your answer to a previous question.
Why can’t I enter information into the Cost fields for some of my questions?

All checklist questions where the subcategory is "Operations (Procedural)” don't allow a cost entry, because the money should come out of the park operating budget, not any special funding sources.

Why don’t some of my costs show up in the Superintendent Summary report?

Check that you have entered the cost in the “Cost” field, not the “Cost in Question Nbr” field.  Only the Cost field is included on the report.  The Cost in Question Nbr field is used if the cost of resolving this deficiency is included in the cost estimate of another Checklist question.  If so, enter the facility number, category letter, and question number in the Cost in Question Nbr field.
Why can’t I find the reports I need to print?
For the various checklist reports, make sure you are on the proper page: the ACP Cover Sheet page for the Cover report; the ACP Facility page for the Facility reports; and the ACP Checklist page for the several checklist and deficiency reports.  From each of these pages, from the menu bar choose Record, then Reports, then Re:discovery Reports to see the reports for that page.
Why is only one facility included when I print the Deficiency Reports?
Make sure you deactivate the Filter before printing the report.  From the menu bar, choose Record, then Deactivate Filter.  Then all checklist questions for all facilities will be visible, and the report will include them all.

When I print the report to the screen, I only see the first page.
On the Print Preview tool bar, click the right arrow button to go to the next page.

Why is only one question printing on the report?
When printing the report, make sure to select “Run for All Visible” rather than “Run for Current Record”.
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