Contents

Introduction

Purpose of the guide

Recording Finds

How we would like you to record on the database
What to record

What to do if you suspect your find is Treasure
Which finds are potential Treasure?

Part 1: Getting started on the PAS database

Overview of the homepage https://finds.org.uk
How to create an account and log in
Activating your account

Forgotten username or password
Overview of the user account page
Editing personal data

Copyright

Levels of access

Overview of the database page
Help!

Glossary of IT and computing terms

Part 2: Using the database to add information

How to add an object to the database
How do | choose which object terms to use?
How to add an object to the database (continued)
Object details
Temporal details
Periods, sub-periods and calendar years
Measurements
How to weigh and measure your object
Methods of production and decoration
Recording details
Reference numbers
Save record
Overview of a record page
How to add an image
How to add image metadata
How to add a findspot
How to find a National Grid Reference

How to find a National Grid Reference using mapping websites

Magic

Where’s the Path

Streetmap

How to find a parish and/or district
How to add coin, jetton or token data
The Roman coin form

oI &2 BN SN SN S

oo

11
13
15
16
17
18
19
20
21

24
26
27
27
30
32
33
34
35
36
37
37
38
39
40
41
43
45
45
48
50
52
53
54



The Medieval coin form
How to add a reference (non-numismatic objects only)
The Harvard System
How to add a coin reference for an Iron Age or Roman coin
A finished record
Reporting errors

Part 3: Object identification and description

How to write a good description

What is the object made of?

How was the object made?

How was the object decorated?

Glossary of terms for describing decoration

Glossary of terms for recording coins, jettons or tokens
Short guide to using Roman numerals

Roman coin size guide

Medieval coin size guide

Part 4: Taking and editing photographs

Photographs for the PAS database
Photographic scale
How to edit an image

Part 5: Using the database to get information

How to search the database
Overview of the search results page
Sorting and filtering your search results

Guidebook guidance

The key to the boxes

55
57
57
58
59
61

64
65
69
70
73
77
81
82
83

86
88
89

96
98
100

104



