Quick Tips on Working with Subject Matter Experts (SMEs)
Harness the knowledge of local experts to help identify objects and enrich artifact records. This will engage knowledgeable community members, and give them a venue to share their knowledge with the general public. Visitors have been asking for stories about your artifacts. This is your chance to learn and share them!
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· Make sure you ask the SME what they would like to work on. They are doing you a favour, so make it as interesting as you can for them.
· Remember that every SME is different. Some may come into the project with preconceived ideas of their involvement. Prior to starting SME work, it is important to set out objectives and guidelines for the project, helping to manage expectations. Outlining the SMEs and your responsibilities can be vital to ensuring everyone is on the same page.
· When deciding the grouping of artifacts to work through, think of how you can search for what area your SME has identified. If this is agricultural tools in general, for example, run a search by category, using Agricultural T&E. Perhaps they want to work through a very specific set of objects, such as military badges. Conduct this search by the object name Badge, Military. Be sure to account for nomenclature errors, and look for objects labelled Badge and Badge, Cap etc. All of this searching can be done by either Browsing or using the Advanced Search function.

· When doing SME work, you can only use records that have images. Make sure to filter your search by records that have media.

· To create your list of artifacts to work through, it is great to use the set tools in CollectiveAccess. This lets you keep adding or removing artifacts from your list as you go along.

· A nice and easy way to make notes on artifact records is to export your set into a spreadsheet format. Do this by going to Find > Advanced Search > Search by Set, and from here you can export. Make sure to export with images (medium size works well) so that you know what you are looking at. Working with a spreadsheet has several advantage:
· Allows you to send the artifact list to your SME ahead of time for them to review
· Lets you make as many notes as you want in appropriate fields, without worrying that you are making changes to the record immediately. It is great to review these notes and possibly rephrase things before you change the actual record.

· It is sometimes easiest to make a blank row under each of the records in the spreadsheet, and write comments under the appropriate fields while going through them with the SME. You can also use different coloured text, or whatever method works best for you. It is also helpful to create a column to add any notes that do not fit into fields. This could include further instructions if you need to physically examine an artifact and find a marking, for example.

· Sometimes the SME will want to see other photos of an object, or zoom in on a section. It is great to have a second computer so that you can call up the records on NovaMuse. Having a second computer is also great so that they can follow along in the spreadsheet, while you can just type on yours.

· Remember that it is about doing the best you can. Do not worry about how many records you get through or how detailed they are, because any little bit helps. Also do not be afraid to skip over any records that do not interest your SME or that they have nothing to say about.

· Do not be afraid to ask questions! Things that are very obvious to the SME may not be obvious to you, or your public. Remember that this is about making the records easy to understand for everybody.

· Do not be afraid to ask your SME to repeat themselves, or slow down. You want to make sure what you are writing down is accurate.

· Work through the records on a schedule that works best for your SME. This could be in the form of weekly standing appointments that are an hour long, or just dedicating one day, or part of a day to get through as much as you can. Suggest different formats, but be open to whatever they are most comfortable with.

· Thank them! Continue your positive relationship by closing the project with a proper thank you. This will help them think positively of you in the future, and possibly come back to help again.
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