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Tame your technology … 

or it will become your master. 

 

In today’s highly connected world, 

you must define boundaries around 

your time.

Lee J. Colan, 107 Ways to Stick to It
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linkage of digital technology—is a 

critical skill that Heritage Manage-

ment professionals must possess. 

 

The use of digital tools can improve his-

torical research efficiency, the speed 

and accuracy of surveys, the quanti-

ty and quality of archival information 

linked directly to site features, the doc-

umentation of conditions, treatments, 

and maintenance, the mapping and 

spatial location of historic sites, and 

the ability to communicate with the 

ever-expanding digital world. Addi-

tionally, digital tools can recover pre-

viously unavailable information from 

historic maps, documents, and imag-

es (data collection and conversion). 

With powerful analytical capabilities, 

these digital tools can improve our 

understanding of information (data 

management and analysis) and en-

able the production of creative com-

munication vehicles for project dis-

INTRODUCTION

Regardless of how we identify our 

individual roles in Heritage Manage-

ment and related fields, the under-

lying requirement for all of us is the 

proper collection, management, 

and distribution of information. Pres-

ervationists are, first and foremost, 

a service industry. We provide! 

 

As we catapult into 

the digital age, the 

ability to maximize 

the large quantity 

of information gen-

erated from any 

well-documented 

site or project—

through well-con-

ceived and knowl-

edgeable selection, 

application, and 

Introduction TO Digital Media

Course Syllabus

Instructor: John Hinchman
email: johnhinchman@gmail.com
phone: (215) 898-3169

Correcting 
mistakes helps 
to enhance 
comfort level 
and being 
comfortable 
with 
technology 
makes choosing 
the right 
software easier.
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ware and how to use it to its maximum 

potential. For example, a digitized 

paper map can be used in Adobe 

InDesign for a final report layout, in 

Adobe Photoshop to apply metada-

ta, in AutoCAD to vectorize the map, 

and in ArcGIS to serve as a historic 

background alongside other spatial 

data. Each of these uses is valuable, 

but for different people in the same of-

fice, should they all be accessing the 

exact same digital map file on a serv-

er? Answering such questions is key to 

effective digital data management. 

 

In Heritage Management, we are 

taught to think like archivists whose 

primary role is to make good choices 

and not hoard. But do we think this 

way digitally? With the expanding rate 

and reduced cost of storage, we must 

remember that just because we can 

store everything doesn’t mean we 

should store everything. To contribute 

meaningfully and intelligently in the 

field, professionals must be able to set 

limits within the digital realm. When is 

too much really too much? What do 

you keep, and what do you discard? 

How many copies of a file should be 

kept, and which copy should be con-

sidered the most important? Just be-

cause you can take a 50-megapixel 

image, does that mean your client 

wants it or that your software can 

cussions, funding proposals, reports, 

and interpretive presentations for 

public outreach (data distribution). 

 

While all of this is critical to success in 

the current world of Heritage Man-

agement, simply knowing how to 

use the technology is not enough. 

To maximize these tools, we need to 

understand the underlying concepts 

on which software is built. In turn, we 

must know why we apply them and 

how to choose the right solution for 

a given problem. Software programs 

are more than just a set of buttons. 

Each one functions in specific ways 

for specific reasons, based on a set of 

steps provided in an instruction man-

ual—or worse, YouTube tutorials. They 

are tools to collect, process, man-

age, and disseminate information. 

 

Just as we didn’t treat a note to a cli-

ent the same way we treated a his-

toric map in the pre-digital age, we 

must now ensure that we identify our 

data for what it is, determine what 

we want to do with it, and then de-

cide on the appropriate software for 

processing it. Fortunately, most peo-

ple today are savvy enough not to 

use Microsoft Word to write letters to 

clients and save photographs—al-

though I’ve seen it done! Digital flu-

ency allows us to know the right soft-

With powerful 
analytical 
capabilities, 
these tools can 
improve our 
understanding 
of information 
and enable 
creative 
production...
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ical, application can not be ignored. 

Software needs to be learned and 

used regularly to remain useful. It’s not 

like riding a bicycle—either you use it, 

or you lose it! This class will discuss and 

POTENTIALLY utilize many ubiquitous 

software programs in greater depth, 

including:

•	 Adobe Photoshop

•	 Adobe Illustrator

•	 Adobe Acrobat

•	 Adobe InDesign

•	 Microsoft Access

•	 Microsoft Excel

•	 Google Earth

•	 ESRI ArcGIS OR QGIS

People from different areas of Her-

itage Management have varying 

levels of experience with different 

software programs, often for different 

purposes. The goal of this class is to 

help both beginners and seasoned 

veterans by addressing not just the 

software itself, but also the concepts 

associated with using software in Heri-

tage Management in the digital age. 

By the end of the course, you should 

not only have a set of useful software 

tools but also the ability to make in-

formed decisions about what to use, 

how to use it, and when to use it. 

handle it? If you can take 5,000 pho-

tographs of a site, does that mean 

you should keep them all? If you can 

provide your client with a database 

containing all of your collected data, 

but they can’t understand the data-

base design, what good is it? LIDAR 

and laser scanning are popular right 

now, but the files can be massive and 

difficult to convert into something use-

ful. In the end, too much data can 

be a huge waste of time and money. 

 

This class provides an introduction to 

using digital tools to address three fun-

damental concepts.

•	 collection

•	 analysis (management /pro-
cessing)

•	 dissemination (presentation / 
communication)

These three ideas existed before the 

digital age and although they are crit-
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or apply. Like a carpenter who im-

proves by using a hammer repeated-

ly, mastery comes through practice. 

 

Approaching client requests isn’t con-

trolled by a rigid sequence of tools 

(just as a carpenter doesn’t pick up 

a hammer and drive all the nails be-

fore switching to a saw). Likewise, the 

use of software in this class will not 

follow a strict sequence. We may re-

visit the same software at different 

points based on need. The goal is to 

introduce you to available tools while 

“building the house,” and through 

your creativity, you will discover how 

these tools can be applied in various 

settings. If you’ve learned to use tools 

to build a house, it’s not a great leap 

for a creative person to figure out 

how to use those same tools to build 

a boat.

Several software programs will be 

discussed and used during this class. 

Additional instruction sheets are pro-

vided with step-by-step guides to 

help with the processes. This class is 

not intended to make anyone fully 

proficient in any specific software, but 

rather, it aims to foster confidence 

with digital technology among her-

itage management professionals. 

 

This class is not simply “Button Push-

ing 101,” nor is it intended to make 

anyone fully proficient in any single 

software covered. Entire semesters 

could be devoted to mastering each 

of these programs. Therefore, it’s your 

responsibility to continue the learn-

ing process. This class will discuss or 

mention a large number of software 

programs—some common and oth-

ers less so. While not all of the soft-

ware discussed may be available to 

everyone, having access to each 

one is not critical to understanding 

the broader concepts they convey. 

 

This course is primarily focused on 

methodologies and concepts, de-

signed to help you better understand 

how to integrate available software 

as tools. Most importantly, it is a skills-

based class. Just as a carpenter learns 

both the use of tools and the process 

of building a house, this class aims to 

help you associate software tools with 

the projects you’re working on. It’s this 

conscious connection between tool 

and product that makes a profession-

al more valuable in their field. Similar-

ly, learning software outside the con-

text of its real-world application can 

make it difficult to fully understand 
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The exercises are designed to tackle 

common problems encountered in 

various areas of the field, producing 

meaningful and communicative out-

puts with a clear focus on the modern 

digital age. Although these exercises 

are intended to provide hands-on ex-

perience with digital tools, they also 

introduce students to the challenges 

and concepts of heritage manage-

Legend
Decoration
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All cracks

Areas of Detachment

Plaster limit

0 60 12030 Inches

ment by using real, interrelated data 

and realistic expectations—wheth-

er or not computers are involved. As 

such, the class emphasizes not only 

software proficiency but also the im-

portance of concepts, content qual-

ity, creativity, and the production 

of well-executed reports and prod-

ucts—both in terms of content and 

design—similar to what would be ex-
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pected in any professional setting. 

 

At its core, this course is about pro-

cess. It’s important to remember 

that finding the correct answer is 

not always the fastest route to com-

petency. Mistakes will be made by 

everyone, and encountering pitfalls 

is a natural part of learning. How-

ever, correcting those mistakes en-

hances your comfort with the tech-

nology, making it easier to choose 

the right software for a given task. 

 

By gaining a better understanding of 

the integrated nature of different soft-

ware programs and the underlying 

concepts behind them, you will be 

able to choose a software tool not be-

cause it’s the one you’re most familiar 

with, but because you know it’s the 

right one for the job.

PRE-REQUIREMENTS

There are NO pre-requirements! A re-

source list of books, helpful websites, 

and other training resources may be 

provided for continued instruction. 

Additionally, the best single resource 

for solving your technology problems, 

is technology itself. Just Google it!

CLASS SCHEDULE

Attendance of all classes and labs is 

required.

CLASS / LECTURE 

Thursday 9:30 am 11:00

LAB 

Thursday 5:00 pm 6:30 pm

GRADING and ASSIGNMENTS

Grades will be based on the assign-

ments, class attendance and partic-

ipation. It is required that you submit 

a digital copy of your finished assign-

ments into the proper numbered lab 

folder under the submissions folder 

by the appointed time on the class 

schedule provided. Each assignment 

will provide a description of the re-

quired deliverable. It is also required 

that ALL assignments be saved to your 

personal folder within the course fold-

er for your own safety. Loss of data is 

not an excuse for missing a submission 

date. It should be stressed that this 

class is not just about your individu-

al organizational, artistic, or IT ability 
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(although they are all important). It 

is about learning the capabilities of 

the many tools available to preser-

vationists to digitally collect visualize 

and communicate. As such, grading 

may reward those that try everything 

and demonstrate an understanding 

of how all of the topics covered are 

connected and how they can be uti-

lized to progress forward to an end, 

as seen in class discussions and final 

assignments. Each assignment will be 

graded up to 5 points.

•	 1 point will be given for “at- 

tempted” work that was not complet-

ed.

•	 2 points will be given for the 

work, if it is complete but the product 

significantly lacks vital parts or has 

completely missed the point of the 

assignment.

•	 3 points will be given for 

an assignment where the product is 

functional but where some important 

aspects have been overlooked.

•	 4 points will be given for 

work that is complete, functional, and 

meets the basic requirements of the 

assignment.
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V The large OUTER BOX  uses a gradient 
from red (low percent) to green (high 
percent) to provide a scaled value that 
represents frequency of the specified 
condition’s presence for the identified wall 
section based on the count of assessed 
inscription panels. The percentage is 
created from a ratio of “yes” values to 
“no” values from the boolean data 
collected for the assessed inscription 
panels (top number). A red box represents 
all yes’s or the presence of the condition 
for all assessed panels while a green box 
represents all no’s or the complete absence 
for all assessed panels. A transparent box 
represents “no data”.

ASSESSMENT ICON
The top number indicates the count 
of only the inscription panels that 
were assessed for the given year of 
the survey (see date at center of map) 
for the specific wall section.

The bottom number indicates the 
complete number of inscription panels 
that are currently known to exist for 
the given wall section.

The LOWER BAND uses a gradient 
from black (poor) to white (good) to 
represent by percent the proportion of 
recorded inscription panels for the given 
year (top number) to that of known 
existing panels (bottom number). The 
lighter the band, the higher the 
percentage, the more accurate the results 
of the assessment data.

CONTRIBUTING ICON

The purple triangle represents
microflora on the actual wall panel. 

The green triangle represents basal 
vegetation at the bottom of the rock face 

between the rock and the pavement.

The blue triangle represents rock sediment that 
has been shed by the wall panel and has 

accumulated at grade below.

The orange triangle represents the 
presence of pavement within 10 feet of the 

wall panel.

The four triangles that create the 
CONTRIBUTING icon are each represented 
as a boolean response. If the assigned color 

is present, the condition for the given wall 
section does exist and if the triangle is white 

the condition does not exist.

A line points from 
the specific wall 
section to its 
associated
“assessment” and 
“contributing”
icons.

Symbol Legend

IDENTIFICATION LEADER
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A circle on the leader contains the wall section identifcation 
letter. This circle is colored specifically to define the variable 
being displayed in the current map.

CREAM - SLABBING
PINK -DISINTEGRATION
MINT GREEN - SPALLING

Detailed comprehensive photographic recording of El 
Morro’s inscriptions has been in place since 1955 (Howell and 
McNeill). This recording also employed a written survey with 
recording performed on the entire set of inscriptions in 
1992-93(Padgett and Barthuli) and on selected inscription 
panels in 1996, 1999 (Oliver) and 2007 (Burris). These surveys 
were prepared as both a visual monitoring tool as well as a 
comparative qualitative assessment of inscription condition 
over time and in association with the evaluation of selected 
treatments.

The recording process for each survey was scaled using 
varying ranges. To normalize the data from different surveys 
all data was converted into a boolean response indicating
only the presence or absence for a given condition for a 
specific inscription panel. While a large number of conditions 
(21) have been recorded since 1992-93, only a select few are 
used in this assessment as critical indicators of dynamic 
deterioration:

slabbing

 spalling

 granular disintegration

The current assessment consists of 7 individual maps with 
each map consisting of a single condition for a single year for 
all the recorded inscription panels by wall section.

Survey Description
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•	 5 points will be given for 

a fully functional product where all 

aspects of the assignment have been 

addressed to their fullest extent and 

the work exceeds expectations.

Decimal values will be given where 

appropriate.

All final points from each assign-

ment will be added together and a 

numeric percentage will be derived 

based on a total of 100%. From the 

percentage, a letter grade will be de-

termined based on a standard letter 

grade breakdown.

A+ (97–100) 

A (93–96) 

A- (90–92) 

B+ (87–89) 

B (83–86) 

B- (80–82) 

C+ (77–79) 

C (73–76) 

C- (70–72) 

D+ (67–69) 

D (65–66) 

F (below 65). 

The grade you receive is based on 

the cumulative value of all evenly 

valued assignments. 

There is no end of semester, big final 

project that accounts for a dispropor-

tionate amount of your grade. Each 

assignment will be worth equal value. 

The work  will be judged on a stu-

dent’s ability to show an understand-

ing of the software, and when ad-

dressing graphic display, a student’s 

ability to be content comprehensive, 

as well as graphically conscious of 

their topic of choice.

ASSIGNMENT SUBMISSIONS

Each assignment submission must 

be in the course folder no later than 

eight (8) days after the lab class 

during which the assignment was pre-

sented. Since the class is scheduled 

for Thursdays, each assignment is due 

eight days (Friday of the following 

week) after the assignment is given. If, 

for any reason, you feel that you will 

not be able to submit your assign-

ment on the assigned due date, you 
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must communicate that fact in an 

email to the professor within seven 

(7) days of when it was assigned. Any 

late assignments (not submitted by 

the date and time on the class calen-

dar and lacking a “lateness” email) 

may automatically be reduced by 

half a point and will be reduced by a 

full point if they are not submitted by 

the next Monday class period. A point 

will be taken off for each successive 

week where the assignment is not 

complete. 

ALL assignments for the complet-

ed class must be turned in by 5 pm 

Friday, two weeks after the final class. 

There will be no exceptions.

EXPECTATIONS

Although the class is intended to 

provide experience and understand-

ing of a set of digital tools used in the 

preservation field, it is not just about 

the software. Exercises and lectures 

are designed to introduce students 

to ideas and difficulties within the 

field by working from real data and 

through presentations of real world 

projects. 

Since this is a course about using 

software, then softwares will be 

necessary. The School of Design, and 

the department both have a list of 

softwares and software packages 

which you are expected to have 

on your computers. This includes 

the Office package which includes 

Excel, Powerpoint and Word. It also 

includes the Adobe Creative Suite 

which includes Photoshop, Illustrator, 

Acrobat and InDesign. In addition to 

these standard softwares will be some 

softwares that are not part of the 

Department’s required softwares, but 

which are either free, or are relatively 

inexpensive for the period in which 

we need to use them. 

For those of you who use Macs. This 

is a class taught in a school which 

recognizes Windows as the prima-

ry computer system. As such, the 

assignments are written for PC. With 

that said though, almost all of the 

assignments can be done on Macs. 

The difference is that tools in the Mac 

version may be in different locations 

within the software interface, or some 

Key commands may be different. In 

almost every case, if an assignment 

mentions the CTRL key, Mac users 

should replace that with the Open 
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Apple on their keyboard. For any as-

signment that cannot be completed 

on a Mac, softwares available in the 

Meyerson hall computer labs will al-

low the assignment to be completed.

ACADEMIC INTEGRITY

The following is a link to the University 

of Pennsylvania Code of Academ-

ic Integrity. It is understood that all 

students will adhere to this university 

policy.

http://www.upenn.edu/academicin- 

tegrity/ai_codeofacademicintegrity. 

html

MY OFFICE HOURS

I am available to help students with 

the class assignments, or to provide 

advice on individual projects and 

theses on an as-needed basis. Office 

hours are Monday afternoon from 

1:00 pm to 4:00 pm at my office locat-

ed at 4201 Spruce Street. If you would 

like to do the meeting virtually, please 

send me an e-mail and we can 

discuss how best to address this. You 

are also welcome to visit me at my 

office at 4201 Spruce Street at other 

times,  but please send me an e-mail 

in advance so that we can determine 

a time.

Questions can also be asked  through 

e-mail. I can often get you out of your  

difficulties in a short e-mail response. 

I check my e-mail twice a day in the 

morning when I arrive in the office, 

and late in the afternoon before I 

leave. I may check other times de-

pending on the demands of my day 

but no one should expect a message 

from me faster than these two time 

slots allow.

I do not use any texting platform and 

I do not address any class related 

questions during a weekend.

SEMESTER OVERLAP

Because this class begins mid-way 

through the first semester and con-

cludes mid-way through the next, it re-

quires a unique approach to grading. 

The university requires that I give ev-

eryone a grade  at the end of the first 

semester even though the class is only 

50% complete. For that first semester 

you will all receive an “S” as a grade, 
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you will be awarded the same grade 

for both of the 1/2 semester sessions. 

For anyone taking the class for .5 cred-

its, you will receive your final grade at 

the end of the fall semester.

indicating that you have completed 

your work to a satisfactory level. This 

is not a final grade for the semester. 

This acts as a place holder so that 

the course can be completed. Once 

grades have been calculated from all 

of your work for the entire 14 weeks, 


