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Steps to Create a Costume Inventory
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1. Bring costume from rack
to Photo Station
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3. Write Tag ID on whiteboard
and attach to Photo Station \
4. Take photo of costume ' . 01586
and upload to cloud. -

5. Attach tag to costume
temporarily with

tagging gun.

6. Enter costume
description
on worksheet,

7. Take costume and
worksheet to
Inventory Work Station and ...

8. Enter costume record into
Costume Pieces Form.

9. Permanently
attach tag to
costume and
return to rack.
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Setting up a Photo Station:

What you need:

1. Backdrop - preferably two - one light colored and one darker
a. This can be a piece of fabric hanging from a dowel from a door
or IV pole. See Resource Guides for more info. Backdrop on IV
b. Vertical banner from exhibit supplies like Displays2Go.com Pole

’,

A hook of some kind to hang the costume hanger from - an over-door or
wreath hanger can work well.

3. Lights to give good even lighting to the garment

4, A small (6" x 9" or so) white board and marker to write the Tag ID on
(check Target, Office supplies, Amazon)
01586
5. Sharp scissors to cut tags
Black Velcro

s Banner from

6. Tagging gun or safety pins (check Amazon) Displays2Go.com
7. Clipboard with worksheets (printed from Theater Inventory Database or

downloaded from www.Costumelnventory.com) and pen

8. A phone or tablet to take the photo

To get the photos from phone/tablet to Inventory Workstation Computer it
is easiest to ‘Share’ photos with cloud-based storage - OneDrive, DropBox, Google
Drive. Once the photos are in the cloud they can be downloaded to the Workstation
Computer.
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