INSTRUCTIONS FOR MUSEUM WHEN CURATOR IS ABSCENT

INSTRUCTIONS TO START  AND SHUT DOWN THE COMPUTER:

 Turn on lights in display cabinet near desk (switch is on floor between        

 cabinets one and two.)

Press top right button on the block modem.

When shutting down computer just go to left hand corner of computer and shut it down. Make sure NOT to turn any other buttons off, just go turn the light switch off between display cabinets number one and two.

INSTRUCTIONS FOR GENEALOGY:

Get the names person is researching.

Find name in orange book located on the table in the back (in black container) if name is not in folder, we do not have a book.

Find name and number in book.

Go to bookshelf by my desk and find the number of the books

Also, look for the name in the files in the filing cabinets by my desk.

Show the researcher the Blount County Cemetery books and Blount County Heritage books on the shelves in the back.  The cemetery books are white and are not numbered on the second shelf and the Blount County Heritage books are number 14, 15, 16, 17 and 18.

When locking up Museum turn off all lights and display cabinet lights and make sure furnace temp is 68.

Make sure to ask everyone to sign book before leaving.   LOCK THE DOORS

