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Introducing Portfolio

Welcome to Extensis Portfolio™! Portfolio is an easy-to-use and
efficient cataloging tool that allows you to organize all your
creative work into on-line libraries that can be browsed. Whether
your creative content is created on Macintosh or Windows, shared
over a network, or accessed from remote locations using TCP/IP
or over the web—Portfolio will forever change the way you view,
organize, manage, select, share and use digital content.

Portfolio allows you to build visual catalogs from digital media
including images, sounds, movies, and documents automatically,
with detailed reference information and thumbnail images. You
can catalog any media regardless of application, then effortlessly
retrieve them by visually searching or by searching using
keywords or other criteria. You can view your media files as
thumbnails, as a list, or as individual records, and customize the
views to suit your needs.

Portfolio also lets you stay in sync with other users by sharing
your catalogs over networks and across platforms. You can import
databases of information into your catalog, and even export
catalogs or specified items as Web pages.

System and Software Requirements

To install and use Portfolio, you will need the following:

Macintosh:

» Apple® Power Macintosh or PowerPC compatibles

* Mac O® System 8.1 or later

* 6MB application RAM, minimum

» 20MB free hard disk space

* Open Transport 1.1 or higher (only if you will be connecting to
catalogs being served by Portfolio Server software)

Note: If you commonly work with large files or large catalogs, you
may need to increase the amount of RAM allocated to Portfolio.

Note Windows:

For additional installation instruc- » 486/33MHz or faster PC (Pentium 133MHz or faster
tions and system requirements see: recommended)

Server Administration, page 221. ¢ Microsoftt Windows 9%, Windows 9® or Windows N® 4.0
PorWeb, page 236. + 6MB application RAM, minimum

SQL Connect Administration, * 20MB free hard disk space

page 266.

e TCP/IP Services (only if you will be connecting to catalogs
being served by Portfolio Server software)



Tip

Extensis Customer Service contact
information for the US and Europe
is shown on page 2.

Tip

Extensis now offers suppo rt

forum s for all products. These
forums allow you to share issues
with other users, get help from Tech
Support, read what other users are
doing with the product, and more.
Visit http://www.extensis.com/sup-
port and locate the appropriate
product support forum.

Tip

We can also be reached by:
Fax: (503) 274-0530
E-mail : support@extensis.com

Internet: )
http://www.extensis.com/support

Installation

You canfind instructions for quick and easy installation on the
CD-ROM that is included with your product,daf you down-
loaded an Extensis product installer from our weh sitening the
installer will place an informational Read Me on your haidedr

Registration

It is important to egister your cpy of Portfolio so we can pride
you with the best possible serviceegistered users of Portfolio
are eligible for technical supppmformation egarding rew ver-

sions and produgctsliscounts and speciaffers on ®w products.

Your registration number is located on the baokear of this

manual or was sent to you via email if you purchased through our
website You will need to enter that number to personalize your
copy of Portfolio. If you choose not to personalize yourycop
Portfolio will run in a demonstration mode thatals you to use

the product for 30 day¥ou can purchase addition&jistration
numbers in the US at 1-800-796-9798 or 1-503-274-2020. In
Europe call 31 (0) 30 247 50 50.

Technical Support

For questionsagarding Portfolig pleasdfirst refer to this manual,
which describes the features and basic operatilasnvite you

to visit our Portfolio page on the Extensis website
(http://mwww.extensis.comfor frequently asked questions and
troubleshooting tips.

If you have a question which is not addressed in this manual or
on the Extensis websit&éechnical Support igvailable by phone
at (503) 274-7030Monday through Frida 8:00 a.m. to 5:00 p.m.
Pacfic time.When calling for technical suppoglease be at your
computer and &ve the folbwing informationavailable your
Portfolio registration numbe your computer cdiguration and

your question or a description of thdfdiulty you're experienc-
ing—what spedically occurs and wheake note of my dis-

played error numbers or messages anydagher information you
think may be redvant.


http://www.extensis.com/support

What is Portfolio?

Portfolio is a digital image cataloging application. Using Portfolio
you can take images—including graphics, presentations, movies,
sounds and other digital media files, even documents—that you or
members of your workgroup create and put them into common
catalogs. You can then view, edit, copy, and retrieve items from the
catalog and transfer them to other documents, regardless of file
format, location, platform, or applications that created the files.

It's quick and easy to view and retrieve images in Portfolio cata-
logs because the catalog stores only thumbnail images of the file
(along with whatever additional information you require), rather
than the full document or image. Portfolio creates pointers to the
original files, so the originals are always available for copying to
applications, previewing, editing, etc., while allowing the catalog
itself to be fast and efficient.

There is no limit to the number of items a single catalog can con-
tain (bearing in mind that the more items in a catalog, the more
memory and time are required for common operations). To each
item in a catalog, you can add:

* An unlimited number of keywords that will help you easily
search for and select catalog items.

» A description (up to 32,000 characters long) that lets you store
important or useful information about the file.

» Unlimited custom fields, including special field types such as
Date/Time, Strings with multiple values and predefined lists,
URLs, and more.

In a workgroup setting, you can allow all users full access to all
catalog functions, or you can designate catalog administrators to
create, maintain, and control access to catalogs for the entire
workgroup. With Portfolio installed on their computers, members
of your workgroup on both Macintosh and Windows can simulta-
neously search, view, and use items from catalogs whose source
files are located on one or many network servers, shared volumes,
CD-ROMs or removable drives. Users can access the Portfolio
Server remotely using TCP/IP, and you can even create Web
pages of cataloged items.

With the PortWeb plug-in and appropriate web server
setup, even web browser users to can browse Portfolio cat-
alogs. Se@age 23dor details.
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Note

Features with an asterisk (*) apply
to Portfolio Network and Portfolio
Server Editions only.

What's New in Portfolio 5.0?

Portfolio version 5.0 is a magjor upgrade to this popular cataloging
program, adding a number of exciting new features and enhance-
ments. Magjor new features and enhancements are listed below.

New to Portfolioin version 5.0 are:

 Palette Interface—Palettes provide easier access to information
that was previously available only from submenus or dialogs.
The new palette interface allows you to execute finds, load
gdleries, and sort record sets faster than ever before.

» Dockable Palettes—Hel ps you keep your workspace uncluttered
by alowing you to dock and undock palettes as you need them.

 Edit in place—Edit fields directly in Record view.

» Water marking—Read and embed Digimarc™ watermarks.

» Disk Previews—Lets you capture a full-sized screen resolution
image when items are cataloged, and access it even if the
original image is on adisk that is not currently mounted.

» Multi-page file format—Allows you to preview each page of a
multi-page document, and search the text inside it.

» Create Placeholder Records—Allows you to create a blank
record for any item whose source fileis not yet available.

* Search across multiple catalogs*—Expand searches to include
both intranet (local network) and Internet based catalogs.

* SQL Database Support*—Allows corporate Portfolio users to
interface with a pre-existing SQL database. Sold separately.

» PortWeb*—A Portfolio plug-in (part of the Portfolio
Client/Server package) that alows Portfolio databases to be
published to HTML web servers and dynamically searched by
viewers with web browsers is now included with Portfolio.

Enhancementsinclude:

» Translators—Improved item trandation and functionality.

» Saved Galleries and Finding—Improvements to Galleries and
Finding prompt you to save Galleries, and lets you link a saved
find and predefined sort order to specific Galleries.

» Slideshow—Adds optional data fields displayed with the image,
enhanced proofing controls, and the ability to export slideshows
as QuickTime™ movies (Mac OS only).

» Background Catal oging—Improvements include multiple
folder watch and easier task monitoring.

* Preview—Adds a host of new features and improved preview
controls.

* Server Administration*—Multiple improvements, including
alowing catalogs to be managed without closing them on the server.



Getting Started with Portfolio
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Cataloging Steps Summarized

1. Open Portfolio, create a new catal og, then drag and drop

images or folders of images into the open Gallery window.

2. When prompted for Cataloging Options, select the desired
options, or simply accept common default options.

. After Portfolio has finished adding the new images to the
catalog, you can view the items in different ways using
commands from the View menu, add information about the
items using commands from the Item menu, or change catalog
parameters using commands from the Catalog menu.

. You can add keywords, descriptions, and custom fields, then
search on these entries, or search using a number of other criteria.

. If your catalog is shared over a network or on a Portfolio
Server, you can access and use catalog images at the same time
as other users.

11
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Portfolio Basics

When you create a new Portfolio catalog or add items to an
existing catalog, Portfolio gathers information about the item and
creates a record for it in the Portfolio database. If the source file
being cataloged includes a thumbnail and/or icon, the thumbnail
and/or icon can be added to the item’s record.

Portfolio does not import the item itself, but creates a link to the
file that contains the cataloged item. This allows you to view,
search, and retrieve cataloged items quickly, and to view and
search for items even when the original file is not available (such
as on a hard disk, CD, or network volume that is not mounted).
The only time you need to access the original file is when you
want to Preview the image, Edit the image, or copy it to another
application.

If a cataloged item is moved to another location, renamed, or if
other information about the original file changes, you will want
to make Portfolio aware of the change by “updating” the record.

You view cataloged items in a window called the “Gallery.”
Portfolio provides several different Gallery views, and each of
these views can be customized to meet your needs. You can add
additional information to item records such as keywords, descrip-
tion, and Custom Fields, and then search for cataloged items
using keywords, or use Portfolio’s powerful Find function to
locate items using any of the information fields assigned to them.

If your catalogs are being used in a workgroup and/or network
environment, you can use Portfolio’s standaedrel-based
Accessoptions(page 194)pr the newldser-based Accessptions
(page 199Yo limit access to the different cataloging functions.

See pages 13 through 20 for a General Overview of Portfolio’s
major functions and features.

The Sample Catalog

If you have not yet cataloged your own files, you can use the
Portfolio Sample Catalog. The Sample Catalog is located on the
Extensis CD, or you can download it from our web site
(http://lwww.extensis.com).

Note: You can copy the Sample Catalog to your hard drive and
work with it there if you prefer.



Tip

If you'd like to learn about Portfolio
but don’t want to create a catalog
yet, you can use the Sample
Catalog located on the Extensis
CD. You can read through steps 1
through 5 and examine the exam-
ples, or go straight to “Gallery
Views” (step 6) on page 16.

General Overview

To create and view a catalog:

1. Open the Portfolio application by double-clicking its
icon, or by selecting it from the Start Menu (Windows).
When the Welcome dialog appears, choose “ Create a
new Portfolio catalog,” then click “OK.”

Welcome to Portfoliol
‘welcome ta Extensis Portfalio.
‘wiould you like to: Cancel |

' ICreate a new Fortfolio Catalog#

" Open an existing Portfolio Catalog?

™ Don't show this dislog at launch

2. Choose a hame and location for your new catalog.

Portfolio creates a blank catalog, then opens the catalog
and displays the Gallery window.

3. Drag and drop selected files or foldersinto the open
Gallery window.

=——— Image Catalog.fdb - Untitled

0 ==——— Images =——0OH

| =l&l 2l =R

9items, 16 ME available

il »

JLAL

S

»

0of 62 [4]

You can aso add items to a catalog by choosing “Add
Items” from the Catalog menu.

When you add items to a catalog, the Cataloging Options
diaog is displayed, allowing you to choose a variety of
options for the cataloged files. You can keep the Cataloging
Options dialog from opening automatically by selecting the
appropriate option under Edit > Preferences. See page 93.

13
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Tip

If you have a catalog that you use
frequently, you can specify it as the
Default catalog and have Portfolio
automatically open this catalog
when you start Portfolio. Open the
desired catalog, then choose “Set
Default Catalog” from the Flle
menu.

. Select the desired settings from the Cataloging Options

dialog—or simply allow Portfolio to use the typical
default settings—then click “OK”

Cataloging Dptions

General IAdd I Update I M appings I File Types I Exclude Strings I

Modification Method: IAdd and Update

Bath as Keywaords: |Fi|e and Folder ame

Path as Categaries: INone

[0 Y R

Thumbnail Qualit: — [High

Thumbnail Size:

in a larger dizplay at the highest thumbnail view setting, but takes up mare space in the

Help
This contrals the size of the: thumbnail. 112 % 112 is the standard size. 256 » 256 results
catalog.

0k I Cancel I Lol | Help |

The Cataloging Options dialog allows you to determine what
information will be cataloged with the image, how the
thumbnails will be created, and whether the records should
be updated. You can access and set these options at any time
by choosing Catalog > Cataloging Options (or press
Command+J (Mac OS) or Ctrl+J (Windows)).

Since Portfolio creates catalogs using the image thumbnails
rather than by importing the entire image, updating is re-
quired when any of the images have been rel ocated; updat-
ing allows Portfolio to update the pointers to the image files.

Note: Even if an image has been moved and the link to it
lost, you can continue to view and work with the record in
the catalog. It is a simple matter to update links to images
using the Update Items option from the Catalog menu.

. Portfolio will begin cataloging the items, keeping you

informed of its progress.

Cataloging Status =—-—-H

Status

Examnined:
Rernaining :
Updated :
Added :

Ignored:

Errors:

FHOO4 PG

File Location
Hard Dizk :Catalogs Irmages :PHOD4 JPG
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Tip

With Portfolio Network and Portfolio
Server Edition, you can easily
search across multiple catalogs
(see page 53).

Tip

To eliminate having to recreate
detailed Find parameters, save
commonly searched-for parameters
as a Saved Find (page 48).

6. GalleryViews: When cataloging is complete, the catalog

itemswill be displayed in the Gallery window, using
whatever view was last displayed.

Master Catalog.fdb - Main

| (Bl =R

DE
mEEE]

AQ4C0007 JPG AD4C0051 JPG A04C005E . JPG

BOZBO00%.JFG BOZBO010.JFG BOZBOOZ0.JPG
72 of 72 [4] [z

Portfolio provides three different catalog views: Thumbnail
view, List view, and Record view. You can change views at
any time by selecting a new view from the View menu, or
by clicking the appropriate icon on the
Toolbar, or by using keyboard shortcuts: Command+T, L,
or R (Mac OS) or Ctrl+T, L, or R (Windows).

. Find: You can search for itemsin the catalog, or across

multiple catalogs, using a number of different options.

Find - Sample Catalog.fdb [ |
Saved Finds: IDefauIt 'l
IKeywords j Istarts with j ||
™ Find in Galley ™ Dizplay Results in Mew Gallery ™ Search Multiple Catalogs

More Choices | Eewern Ehoicesl Find &ll | Find I

To do so, choose “Find” from the Catalog menu, or press
Command+F (Mac OS) or Ctrl+F (Windows), or click the
Find icon on the button bar, or enter a keyword to
search for in the search field in the button bar.

You can use multiple search parameters at one time, dis-
play the found itemsin a new Gallery window, then search
those Gallery items using different search parametersto
narrow the search even more.

15
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Tip

If you prefer, you can edit fields
directly, without the need to first
open Iltem Properties. For informa-
tion on editing directly into fields in
Record view, see page 146.

8.

Properties - PHOD4 JPG

General | Keywordsl Figlds I

Marme:

File Size:

Location:
Modify Date: 9414795 6:25:03 Ak Catalog Date; 6/20/98 12:02:08 PM
Create Date: 9/14/95 6:25:00 Abd Update Date: 7/10/98 4:21:45 Ph

Description:

Keywords and Descriptions: You can add additional
information to the itemsin the catalog, such as key-
words, descriptions, and Custom Fields.

To do so, choose “Item Properties’ from the [tem menu.

PHOD4.JPG
24K File Type: JPG

Partfolio 5.04~Gallery Images

B eautiful white bird in the grass against a dark background ;I

ok I Cancel | Apply | Help |

You can also edit the fields, if any, that were included with
the item when it was cataloged. Use Item > Edit Keywords
to assign keywords to multiple items at the same time.

When you close the Properties dialog, the changes are
applied and can be viewed aong with the item thumbnail
in any Gallery view that has the keywords, descriptions, or
Custom Fields displayed (thisis set in View > Customize).

=———— Master Catalog.fdb - Main=

u_l_ll ElIEEEIE

Filename: BOZEOOOS.JPG
Path: Fortfolio 5.0 Gallery
Keywords: [EnzE0009.JPG

bird

Gallery Images

([a[l=}

Deseription:[geaytiful white bird in the grass on a black
background.

60f 73 [4] D7

Note: You can import keywords into catalog records using
Import > Field Values... from the File menu. And you can
add consistency to your keywords by creating a Master
Keywords list that users can choose from when assigning
keywords to catalog items. Master Keywords can only be
added and edited when in Administrator mode.




9. Customize Layouts: You can customize the layout of the

10.

different Gallery views.

Customize Gallery [ %]

Thumbnail Yiew | List Viewl Recard Viewl Saved Dptionsl

— Current Font
Arial
Fant... |
— Thurmbail
Size: |112x112 'l

Barder: I MHone 'l

Spacing: |5

Background Color: IW’hite 'l

Text Colar: IBIack vl []Creator Mac =l
Save as Default | Fiestore Defaults | QK I Cancel | Apply |

Customizing views alows you to include just the informa-
tion you want to see, and determine how that information is
presented. You can change the font size and style of text,
add different background colors and custom borders to the
thumbnails, and more. To customize a Gallery view, choose
View > Customize, or press Command+D (Mac OS) or

Ctrl+D (Windows).

Replace: You can add and replace keywor ds, descrip-
tions, and Custom Field data for multiple items using

the Replace function.

Find and Replace

— Context

(=
O Replace all ltems in Gallery <
@ Search Selected ltemns
o Search Gallery
— Find
[ Created i] [ on or after i]
[1417/98 |
— Replace
[199s i

E #dd to Multi-valued List

This allows you
to select a num-
ber of items and
replace key
information for
them all at
once. Choose
“Replace” from
the Catalog
menu, or press

Command+Option+R (Mac OS) or Ctrl+Shift+R

(Windows).

17



11.

Using Catalog Items: You can work with catalog itemsin
anumber of different ways, such as previewing the
original image, copying the image to a document, edit-
ing the image (in the parent application), rotating the
thumbnail if appropriate, relocating the original image,
and more.

[[] =——— Master Catalog.fdb - Main Newsletter
I ||E§|ﬂ;|£)| ""E_'_||I|1||I|||I|2||I|||I|3||I|||I|4||I|||I|5||I||
= E_ Binds 1n Paradise
% || e
A e
A04C0007 JFG A04CO051.JPG 3—:
|43
|53
BOZBO003 PG BOZBOO10.JPG = E
72 0f 72 4] D 3
75% | Page 1 [

Tip for Macintosh QuarkXPress
Users

To drag and drop catalog items to
QuarkXPress documents you will
need to install QX-Drag&Drop, a
free XTension from Extensis that is
included on the Extensis CD. See
page 59.

Slideshow Options

—Contrel
® v o ]
O T
Second Delay
— Display Size
Q) Actual Size
) Full Screen

D Continuous Loop

18

12.

To use a catalog image in a document: If the application
alows drag and drop, simply drag the image to the open
document window and drop it there. If the application does
not allow drag and drop, open the item Preview window.
Macintosh: Choose “ Select All” [Command+A].
Windows: The item is selected automatically. Copy the
image to the Clipboard [Command+C (Mac OS) or
Ctrl+C (Windows)], then Paste it into the document
[Command+V (Mac OS) or Ctrl+V (Windows)].

To access other item options, choose them from the Item
menu.

Slideshow: You can view catalog images at their original
size using the Slideshow feature.

The Slideshow displays only the images in the active
Gallery window, so you can limit the Slideshow to just the
items you wish to show by creating a new Gallery and
adding the desired images to it. You can even export
slideshows as QuickTime movies.

To start a Slideshow and access Slideshow Options, choose
them from the Catalog menu.



13. Multiple CataloggMultiple Galleries: You can organize,
view, and search your catalogs in whatever way works
best for you, including opening multiple Catalogs and
creating multiple Galleries.

For example, you might want to create different catalogs
for different types of items, or you might want to put all
your items in one catalog, and create different Galleries to
display them. Or you might want to locate (using keywords
or the “Find” command) items meeting specific criteria and
display them in a new Gallery—you can even save
Galleries for future viewing of only those items.

For information on the differences between Catal ogs and
Galleries, see page 28. For information on multiple Catalogs,
see pages 53 and 74; for multiple Galleries, see page 64.

Export HIML ———— 14. Importing and Exporting:

) s e O 8 Export. You can import field values, such as keywords and data
(D Ttz from other databases. With Portfolio Network Edition, you
can convert entire Cumulus catalogs (Macintosh) to
Portfolio.

Export options include the ability to: export catal ogs as text
files for input into a database; export “pnot” data

e (Macintosh); export an entire catalog or selected items as
Dupfcate... HTML Web pages; and export Slideshows as QuickTime
movies.

Cloze
Photo Gallery

D

i

dd

Delete

<]

15. Multiple Drives/I mage Networking

Portfolio catalogs can contain images on multiple hard disks,
network servers, CD-ROM drives, removable drives, etc.,
whether or not these drives are mounted. When you want to
work with the original image of an item located on an
unmounted drive, you will be prompted to insert or mount it.

i

Connect To Servers

16. Multiple Users/Catalog Networking: Using standard

< 5 avaive server =] o system filesharing, you can share Portfolio Catalogs
[ images.fo between users. For even greater multi-user capability,
(9 vaster catapa b Open Cataleg use Portfolio Server software.

13 ¥ Corporate Image Server
Add Server...

i

In a network environment, a shared catalog can be on a
R network file server or on any user’'s Macintosh or PC, as
Edit Server... long as the Macintosh or PC is properly networked.

|| For better performance when sharing catalogs, and to
allow more simultaneous users, Portfolio Server software

G

is recommended. You create and access Portfolio Server
catalogs using the standard Portfolio 5.0 application.

19
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15. Catalog Security/Access Levels:

Portfolio gives you control over who can make changes

to catalog information using four levels of access: Admin-
istrator, Publisher, Editor, and Reader. You can assign
security using either of two methods: Level-based access
or the new User-based access. You can change the current
level or user by choosing “Access’ from the Catalog menu,
or press Command+Option+B (Mac OS) or
Ctrl+Shift+B (Windows).

For more information on catalog access levels, see
page 192.

Catalog Access
Lewvel: IAdministrator vI Pazaword: I
ak. I Cancel |
Change Level

User Mame: |

Lewel: Publizher

Cancel | ok I




Tip

To convert a Cumulus catalog
(Mac OS), see page 182.

To convert a Fetch 1.2 or 1.5
catalog to Portfolio 5.0, contact

Technical Support (see page 8).

Converting Portfolio 3.0 and 4.0 Catalogs

To access the rich new features added to Portfolio 5.0, catalogs
created in Portfolio 3.0 and 4.0 must be converted to version 5
catalogs. Portfolio 5.0 can open version 3.0 and 4.0 catalogs with-
out conversion, in alimited browsing mode.

Opening aversion 3.0 or 4.0 catalog with Portfolio version 5.0 in
Administrator mode allows the catalog to be converted.
To convert a Portfolio 3.0 or 4.0 Catalog:

1. Set the Portfolio default access mode (Edit >
Preferences) to “ Administrator.”

This will automatically open the catalog in Administrator
mode. If the catalog requires a password for Administrator
level access, you will be prompted to provide it. If you
open the catalog in any other mode, the catalog will auto-
matically be opened in alimited browsing mode.

2. Open the catalog to be updated.
You will be asked to confirm the conversion.

A Portfolic

Y'arning : Portfolio is about to upgrade your Portfolio 4.0 catalog to work
with Portfolio 5.0, This catalog will no longer be uzable in Portfolio 4.0.
Are you sure you want to proceed?

Cancel ] “ Ok ]I

3. Click “OK”

The catalog is converted and all options (Catalog options,
saved Galleries, etc., are preserved) and saved as a new cat-
alog file.

Choose “Cancel” to open the catalog in limited browsing
mode, leaving it set as a version 3.0 or 4.0 catalog.

Note: Custom Fields are not indexed when converting Portfolio
version 3.x or 4.x catalogs to Portfolio 5.0.

21
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To open a Portfolio 3.0 or 4.0 Catalog without converting it:
¢ Open the catalog in any mode except Administrator
mode.

You will be informed that the catalog will be opened in a
limited browsing mode.

Portfolio
Thiz Partfolio 4.0 Catalog will be opened in a Limited Browser made.  ou

will not be able to access Porfolio 5.0 features.

To comvert the catalog to the Portfolio 5.0 format, make sure that it is
niot locked or on a locked volumne and open it in Adrinistrator mode.

¢ Open the catalog in Administrator mode and click
“Cancel” when asked to confirm the conversion.
The catalog will be automatically be opened in alimited
browsing mode.

When the catalog is closed it will till be a Portfolio
version 4.0 (or 3.0) catalog.



Viewing and Searching Catalogs

Sample Catalog.fdb

[0 == Bxtensis Portfolio™5.0=H B
Jitems, 9.2 ME available
FY
Portfolio™ 5.0 Sample Catalog.fdb
-
q] [z
Welcome to Portloliol | |
“wielcome to Extensis Partfolio.
“wiould you like to: Cancel |
" Create a new Porlfolio Catalog?
" Tlpen an existing Porfolio Catalog?
™ Dot show this dislog at launch
Tip

If you have one or more catalogs
that you use frequently, you can
have these catalogs opened auto-
matically whenever you start
Portfolio. Open each catalog that
you wish to have opened automati-
cally, then choose File > Open
Catalog at Startup, or select this
option from the fly-out menu on the
Catalogs palette.

This chapter describes how to open Portfolio catalogs, how to
view catalog items, and how to search for, select, preview, and
use those items in a variety of ways. You'll also learn some
techniques for getting the most from Portfalio.

This chapter assumes that you have an existing catalog with
which to work. If you do not, you can use the Sample Catalog
located on the Extensis CD. For information on creating a
catalog, refer to “ Creating and Managing Catalogs’ on page 113.

Opening Catalogs

You can open a Portfolio catalog in a number of ways, and you
can have multiple catalogs open at the same time. If you will be
accessing shared catalogs on a Portfolio Server, see page 24.

To open a Portfolio catalog:

» Dragand drop a catalog icon onto the Portfolio
application icon, or double-click a catalog icon.

* Windows. Choose Extensis Portfolio from the Start menu.
* Double-click the Portfolio icon.
When prompted to open a new or existing catalog, click
“Open an existing Portfolio catalog,” then locate the
catalog.
To open Portfolio without a catalog, click “Cancel”
» With Portfolio already open, click the Open Catalog
icon on the Toolbar, or choose “Open...” from the

File menu, or press Command+O (Mac OS) or Ctrl+O
(Windows).

The catalog opens to the Gallery window. From the Toolbar you
can access most of the major functions and options in Portfolio.
You can change views, open new Catalogs, open additional
Gallery windows, search the catalog, and more.

Note: If you open a protected catalog, you must enter the appro-
priate access password to view and modify catalog items. If the
catalog won't open, another user may have it open in Administra-
tor mode or with the Portfolio browser. See “ Catalog Access
Levels’ on page 192.

23



Welcome to Portfoliol E
welcome to Extensiz Portfolio.
“wiould you like to: Cancel |

Note
This section applies to Portfolio

Network and Portfolio Server
Editions only.

" Create a new Portfolio Catalog?

= 0pen an existing Portfolio Catalog?

™ Don't show thiz dislog at launch

24

Connecting to a Server

If the catalog you want to open is on a Portfolio Server, you will
need to connect to the Server and then select the appropriate
catalog. When accessing a served catal og, the Portfolio 5.0
application software is referred to as the “client.”

Note: The Portfolio Server is special software that allows you to
share catal ogs with more simultaneous users than is possible
using standard system networking. If you need to access a catalog
that has been shared using conventional networking, simply
access the catalog the same way you access other network files.
See your System Administrator for help.

To Open a catalog on a Portfolio Server:

1. Double-click the Portfolio icon and click “Open existing
catalog.”

la. Click the “Connect to Servers’ button (Mac OS) or the
“Servers..” button (Windows).

Open Catalog H

Lookin |23 Partfolin 5.0 =l ekl = =

Filkers
[ Photos.fdb
B Sample Catalog.fdb

File name: I |ﬂ|
Files of type: IPortfoIio Catalog Files [ fdb) j Cancel |

The “Connect to Servers’ dialog will be displayed.
1. With Portfolio open, choose “ Connect to Server..” from
theFilemenu, or click the “ Connect to Servers’

button on the Toolbar, or press Command+Option+O
(Mac OS) or Ctrl+Shift+O (Windows).

The “Connect to Servers’ dialog will be displayed.



Tip

Server connection files are stored
in the “Servers” folder located in
the Portfolio application folder for
each client. Once a server has
been added to one client, its con-
nection file can be distributed
throughout a workgroup by simply
copying the file to each client’s
“Servers” folder, making server
access set up a snap for the entire
group.

2. If alist of serversand catalogs appears, skip to step 4
on the following page. If thelist is blank (as shown
below) or if the server you want to access does not
appear: Click “Add Server..”

Connect To Servers=——H

- Done

Open Catalog
Add Server...

Remove Server

LR

Edit Server...

Q

%

The “Add Server” dialog will be displayed.

3. Enter the Name or | P address of the server that you
want to connect to.

Add Server

Server Name: ICorporate Image Server |

IF Address: I 1926801 I

D Rernote User

Ce=)

Portfolio will connect to the Server and display alist of
catalogs available on that Server.

25



Tip

To administer a served catalog
without unserving it, change
access to Administrator level
(page 194) after the catalog has
been opened.

26

4. Select the desired catalog from thelist, then click
“Open Catalog,” or double-click the selected catalog

to open it.
ConnectTo Servers =—"—8H
- ¥ Archive Server =] [one I
& Irmages.fdb
& Master Catalog. fdb Open Catalog
[ % Corporate Image Server

Remaowve Serwver

Edit Server ...

%

You will be asked to enter a password if the catalog
requiresit.

The next time you “ Connect to Servers,” al the servers you
added—and all available catalogs on those servers—uwill

be displayed on the list, ready to open.

Notes on accessing Served Catalogs.

» Windows clients must have TCP services active to access the
Server. For Macintosh clients, the machine must be using Open
Transport TCP; classic networking is not supported when
accessing catalogs on the Portfolio Server.

» The client application will attempt to open the catalog in the
mode set in the user's Preferences.

Note: The user will be asked to enter a password if the catalog
requires it.

* For more information on installing and using the client,

administering Catalogs, and administering Servers, refer to
the other sections of this Portfolio User Guide.



To remove a Portfolio Server from thelist:

1. Open the Connect to Serversdialog (File > Connect to
Servers).

2. From thelist of available Portfolio Servers, select the
Server that you wish to remove.

Connect to Servers

[+ I

* ! Daone
[#- Corporate Image Server

Wpen Eatalag
Add Server...

Remove Server

A

Edit Server...

3. Click “Remove Server.”
The server will be removed from your list.
4. Click “Done” to return to Portfolio.

To change the Name and/or | P Address of a Portfolio Server:

1. Open the Connect to Serversdialog (File > Connect to
Servers).

2. From thelist of available Portfolio Servers, select the
Server that you wish to edit.

3. Click “Edit Server..”
4. Make the appropriate changes, then click “OK.”

Edit Server

AN Corporate | mage Serve

IP Address: |209.2n.239.4n

[~ Remote User

Cancel I 1] 3 I

5. Click “Close” to return to Portfolio.
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Tip

To hide the Toolbar:

Mac OS: From the View menu,
select Toolbars > None. Win-
dows: From the View menu, de-
select (uncheck) Toolbars.

28

Viewing Catalog Items in the Gallery

When items are cataloged in Portfolio, arecord is created for
each one, and information about the item is stored in this record.
Item information can include keywords, descriptions, and custom
fields that you create, as well as the item thumbnail, source file
name, creator, creation date, source file location, and other
information gathered automatically when the item is catal oged.
A Catalog is therefore a collection of records that provides
information about the items contained in it.

When you view catalog items in Portfolio you are actually view-
ing the information contained in each item’s record, such asthe
item thumbnail, description, and keywords. Your window to these
records is called the Gallery.

The Gallery: The Gallery is the main window into a Portfolio cat-
aog. A Galery represents alayout and a specific set of records in
acatalog. A Gallery window is opened automatically each time
you open a catalog, unless you choose otherwise.

You can create and open multiple numbers of galleries. You can
even name your Galleries and save them for future use.

A special type of Gallery, called a Find Gallery, allows you to
open a Gallery window using a“ Saved Find.” For example, you
might want to use this feature to automatically capture any new
images added since the last time the Gallery was viewed. Standard
Galleries are discussed on page 60; Find Galleries on page 65.

Gallery Views: There are three different Gallery views:
Thumbnail, Record, and List views. The different views alow you
to display and view catalog records in a variety of ways. Each of
these views are shown on page 11, and pages 30-32; customizing
the different views starts on page 99.

Toolbar: A Toolbar at the top of the Gallery window gives you

DI@I@' lnature I %l E‘lﬁll : qU|Ck and

€asy access
to some of the more commonly used functions and optionsin
Portfolio. To learn more about the Toolbar, see page 35.

Find: You can specify which catalog items you want to view in
the Gallery by using the Find [2] function (page 41). You can
view all the catalog items at once, or locate items matching
specified criteria. You can save find criteria for future use, and
easily access these finds from the Finds palette.



Tip

Saved Galleries (except Saved
Find Galleries, which are updated)
do not change even when items
are added to the catalog. This
feature allows you to create
snapshots of specific catalog
items in specific views, and easily
access them at any time. You
must have Publisher or higher
level access to save Galleries.

Switch Views: You can easily switch between Gallery views
using buttons on the Toolbar. The three Gallery views are:
Thumbnail view [g8], List view [E€], and Record view [&], or by
selecting the desired item from the View menu.

Customize Views: Each Gallery view can be customized to
show as much or as little information as you require. You can
even customize the way that thumbnails are displayed—changing
the display size, adding background colors, and even thumbnail
borders. See page 99.

Multiple Galleries: You can create new Galleries [E&] to display
as many or as few cataloged items as you wish, drag and drop
items between Galleries, and save Galleries by name for viewing
a any time. This allows you to have a large number of itemsin a
catalog, yet be able to limit the view to a small number of specific
items. You can customize the view in each gallery, and save
galleries for viewing at alater time. When you make changes to a
Saved Gallery, an asterisk (*) appears beside the Gallery name in
thetitle bar. Saved Galleries can be easily accessed from the
Galleries palette (page 61) or from the Saved Galleries menu
in the toolbar.

There are a number of other things you can do with cataloged
items in the Gallery window. These procedures are summarized
on page 33, and described in detail throughout this User Guide.
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Gallery—Thumbnail View

Thumbnail view displays catalog items
as thumbnails, with item information dis-
played below the thumbnail. The
Toolbar is shown at the top of the
Gallery window (Mac OS) or Portfolio
window (Windows).

P Sample Catalog.fdb - Untitled =

L Showing B of 83 records

A Title bar: Displays the Catalog name

followed by the Gallery name.
Multiple unnamed Galleries are dis-
played with “Untitled” followed by a
number (representing the order in
which the Gallery was opened). For
example: Untitled 1, Untitled 2, etc.

Number of Items: Shows how many
items are displayed in the current
Gallery window out of how many total
items in the Catalog. (On the Mac OS,
this number is at the bottom of the
window.)

Thumbnail: Displays a thumbnail of
each item selected for display in the
Gallery. You can change the size of
the displayed thumbnail from the Cus-
tomize dialog (Click Customize ).

Item Fields: Lists information about
the item. You determine what fields
are displayed here by selecting them
in the Thumbnails tab of the View >
Customize dialog.

L]

A3t
BinaryBuildings.jpa
Building Maontage

Mot Watermarked

HandEyeData.jpg
Hand Montage
Mot Watermarked

EuraGlobe.jpy
Notes Composite
Mot Wiatermarked

HighTechTalk.jpg

Businessmen Mo...

Mat Vatermarked

SatelliteData jpg
Satellite Montage
Mot Watermarked

LondonCalling. jpg
Telephone Maontage
Mat VWatermarked

-
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Gallery—List View

List view displays catalog items as a list,
allowing you to search quickly by name
and/or location. You can specify what
information will appear in the columns;
thumbnail, keywords, and description for
the selected item are always displayed

at the bottom of the window.
A Title bar: Displays the Catalog name ?
followed by the Gallery name. Multiple
unnamed Galleries are displayed with S Gl = K0 TR
“Untitled” followed by a number (rep- @7 . [ ] . :g' |}D| -
resenting the order in which the @ [ Fileume File Size Last Modified File Type Mac
Gallery was opened). For example: BinaryBuildings.jpg | 64K 3/5/00 2:21 :21 PM| JPEG -
Untitled 1, Untitled 2, etc. An asterisk Eurollabe jpg 44K Z/8/00 22033 PM| JPEG =
(*) after the Gallery name indicates @7 Satellitebata. jpg ST 3/8/00 2:21 48 FM | JFEG
that the Gallery has Changed since it H.andEyeData.ng GEK 3/8/00 2:50:20 PM| JFEG
HighTechTalk . jpg 57K Z/2/00 2:50:47 PM| JPEG
was last saved. LondonCalling.jpa | 79K 2/8/00 251 41 PM| JPEG
B Toolbar: Gives qUiCk and easy access Hang.UpAndDri\Te.jpg E1K I/S/00 252 .02 FM| JPEG
o major catalog commands. CalllngC.oIIect.Jp.g 45K /8400 2i53 iDS PM| JFEG
YouTalkinToME. jpg | 64K 5/8/00 329 35 FM| JFEG ||
C Column Names: Click a column name WebFattern.jpg SEK 3/8/00 2 54 33 FI1| JFEG -
to sort by that attribute. Drag a @ s1ofaz [ «ful D
column divider to widen or narrow a st o ;-;‘tary 13% Building Mantage
column. EinaryBuildings. jpg 1 =
D Item List: Displays columns of infor- e E'u”;ness 13
mation as specified in View > Business...Graphics 17
Customize. E';n‘::jter é_ ||
E Number of Items: Shows how many ol U Bl ihd |
items are displayed in the current Thunbnai Keywords Desoription [
Gallery window out of how many total é
items in the Catalog. @

F Thumbnail: Displays a thumbnail of
the currently selected item.

G Keywords: Displays keywords for the
selected item, and indicates how
many other items in the catalog have
the same keyword assigned. Double-
click a keyword to locate all the items
with that keyword and display them in
the current Gallery window.

H Description: Displays description text
for the selected item.
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Gallery—Record View

Record view gives you the ability to see
more information about a catalog item
than you can easily see in any other
view. You can scroll the Record list to

see additional items.
A Title bar: Displays the Catalog name ?

followed by the Gallery name.
Multiple unnamed Galleries are dis- Master Catalog.fdb - Untitled:s ————EIH

played with “Untitlgd” followed by a & | | |. ] . ’j 2| (B

number (representing the order in

Filename: BOZBO0018.JPG

which the Gallery was opened). For Path: Partfalio 5.0 Project Gallery Images BOSE0012.JPG |
example: Untitled 1, Untitled 2, etc. Keywords: [rature ][+
- I i animal 10|
B Toolbgr. Gives quick and easy access e 1 5.IPE pi= E
to major catalog commands. by 1
. . L Gallery Images 45
C Thumbnail: Displays a thumbnail view wild 2

of the selected catalog item.

D Record with Information Fields: Lists
information about the item. You deter-
mine what information is displayed
here by selecting it in the Record tab
of the View > Customize dialog.

Description: ‘ ‘

Filename: BO0IB002Z.JFG
Path: Fortfolio 5.0 Project Gallery Images B03B0023.JFG
Keywords :

animal l:l
BOZBNNZ3 PG

Gallery Images
lien

proud

E Number of ltems: Shows how many
items are displayed in the current
Gallery window out of how many total
items in the Catalog. (On Windows,
this number is at the top of the win-
dow.)

Description: ‘ ‘

F Field Name: Specify show or hide =]
Field Names from the Record tab of (E) 2. 71 [<] [z
the View > Customize dialog.

G Edit in Place enabled: Edit in place
allows you to change field information e
(add keywords, change description,
etc.) right in the field. Choose View >
Customize. From the Record tab,
click “Edit.” See page 146 for more
information on this feature.

This example also shows list view
enabled. This allows you to view multi-
ple records in Record View. To enable
listing in Record View, choose View >
Customize. From the Record tab, click
“Display as List.”
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Working with Items in the Gallery

To do this...

Sort the items in a Gallery window

Follow this procedure...

Click a column heading (List View) or choose one of the “by” commands
from the View menu. Default is the order in which the items were added
to the catalog. You can also use options on the sorting palette (page 57).
“Keep Sorted” option (page 57) allows you to maintain a selected sort.

Reorder items in a Gallery window

Drag the item(s) and drop where you want them to appear. Galleries revert
to the order cataloged after each search.

Select items

Click the item row (List view) or thumbnail (Thumbnail view). To add
another item to the selection, press Command (Mac OS) or Ctrl (Win-
dows) while clicking the item. To select a contiguous range of items, press
Shift (Mac OS) or Shift (Windows) while clicking on the first and last item.

Preview an item

Double-click the item’s thumbnail. Or select the item, then select
“Preview Original...” from the ltem menu.

Display an item’s properties

Select the item, then choose “ltem Properties...” from the Item menu. Or
press Command+l (Mac OS) or Alt+Enter (Windows).

Edit an item’s source file

Select the item, then choose “Edit Original” from the ltem menu.

Edit an item’s keyword list

Select the item, then choose “ltem Properties...” from the ltem menu. Edit
keywords in the Keywords tab. Or enable editing in Record View (page 147).

Edit multiple items’ keyword list

Select the items, then choose “Edit Keywords...” from the ltem menu.

Add items to a Catalog*

From the Finder (Mac OS) or Explorer (Windows), select the item(s) to be
added, then drag and drop them into an open Gallery window in the desired
catalog. Or choose “Add Items” from the Catalog menu (see page 119).

Copy items to another Gallery
in the same Catalog

Drag the item thumbnail(s) (or rows) and drop in the other Gallery window.
Or use the standard system copy and paste functions to copy items
from one Gallery to another.

Copy items to a Gallery
in a different Catalog*

Drag the item thumbnail(s) (or rows) and drop in the other Catalog. The
item is copied to the catalog unless it already exists. Or use the standard
system copy and paste functions to copy items to another catalog.

Move items to another Gallery

Select the item(s) to be moved, then use the standard system Cut and
Paste functions [Command+X and Command+V (Mac OS) or Ctrl+X and
Ctrl+V (Windows)] to cut cataloged items from one Gallery and paste
them into another. If the Gallery belongs to another Catalog, the items
are copied to the Catalog*.

Delete items from a Gallery

Select the item(s) to be deleted, then press the Delete key. Or use the
standard system Cut function [Command+X (Mac OS) or Control+X
(Windows)] to remove the item(s). This deletes items from the Gallery
without deleting them from the Catalog.

Delete items from a Catalog*

Select the item(s) to be deleted, then choose “Delete Iltems” from the
Catalog menu. From the Delete ltems dialog, choose “Delete from
Catalog.” Or select the item(s) and press Option+Delete (Mac OS)
or Ctrl+Backspace (Windows).

Copy items to another application

Drag and drop the selected items into an open document in the receiving
application. The application must be drag and drop aware. For more
information see page 59.

* Requires Publisher or higher level access to the open catalog.
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Contextual Menus

Portfolio displays menu commands on contextual menus for three
separate features: Items (individual records), Gallery windows,
and item Previews. A contextual menu is a menu that pops up
when you press the Control key while clicking the mouse (Mac
OS, if the Contextual Menus Extension is enabled) or Right-click
the mouse (Windows), in the appropriate area of a window.

Item contextual menu: To access the contextual menu for an
item, select the item, then Control-click (Mac OS) or right-click
(Windows).

0 =——— sample Catalog.fdb - Untitled ="i—"—H H

DIB”'Q' Inature

Help

Preview Original...

Edit Original... EM

Cut ®X
Paste

C:\Work\Portfolio 5.0\Portfolio 5 ... [HI[=] B3

LondonCalling. jpg fouTalkinTaME . jpg webPattern. jpg

79079 4] [» ://
EZTDFE?:;FES glttrIEJ - Gallery contextual menu: To access the contextual menu for a
Gallery, Control-click (Mac OS) or right-click (Windows)
Zomm@i - Ok anywhere in the unused area of a Gallery window (Mac OS: You

Actug Size Alb

can even click in the scroll bars and Toolbar)—but be sure that
you do not accidentally select a cataloged item or a button when
you click.

Fit To'window

Preview contextual menu: To access the contextual menu for an
| item when the Preview window is active, Control-click (Mac OS)
A e or right-click (Windows) anywhere in the Preview window.
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The Toolbar

The Toolbar at the top of the Gallery window (Mac OS) or
Portfolio application window (Windows) alows you to easily
access many of Portfolio’s commonly used features, including
QuickFind, afast way to find items in the catalog without
opening the Find window. As you place the mouse over each
button, the button Tool Tip is displayed, indicating the button’'s
function.

Windows only: The last ten QuickFinds performed are listed on
the QuickFind drop-down menu.

The Toolbar

A

B

C

New Catalog: Create and save a
new catalog.

Open: Click to locate and open an
existing catalog.

Connect to Servers: Click to select a
Portfolio Server.

Always on Top: (Windows only) Click
to keep the Portfolio application win-
dow frontmost, even when another
application is active.

Help: Click to open the Portfolio
online Help index.

QuickFind Text Box: Type a keyword
to match in a search. (Windows only:
Choose a previously entered word
from the pop-up list.) Press Return or
Enter to initiate the search. Quick-
Find uses the "starts with" search
criteria and searches only keywords;
the results are displayed in the cur-
rent Gallery. You can choose to open
a new Gallery for QuickFind results
from the Edit > Preferences dialog.

QuickFind - Find Now: (Windows
only) Click to perform a search using
the word displayed in the QuickFind
text box (see (F)).

Find: Click to open the Find dialog.

New Gallery: Click to create a new
Gallery window for the active catalog.

Saved Galleries Pop-up: Allows you
to choose from a list of saved
Galleries for the active catalog.

Saved Finds Pop-up: Allows you to
choose from a list of saved finds for
the active catalog.

Macintosh Toolbar

(ANBNC] 1? (F) T’ 00 OOOO
||D|Eﬁv|%|lnature I||:‘|g| Ev
Windows Toolbar
T 1 17 !
e wtEmE  op an |
hir,
eople

oz xr

Thumbnail View: Click to change to Thumbnail view.
List View: Click to change to List view.
Record View: Click to change to Record view.

Customize Gallery: Click to open the Customize Gallery dialog, allowing you to
change the type and the look of information displayed in any Gallery view.
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wiindow
MNew Gallery
List Galleries...
Save Eallens
Save Gallery &s...

Chl+G
Ctrl+Shift+G

Chel+Shift+4

Lazcade

Tile Horizontally
Tile Yertically
Cloze Al

Hide Catalogs
Show Finds
Show Gallenies

Show Categories
Mazter Palettes
Show Sorting

v 1 samplecat.fdb - Untitled

Palettes

Palettes provide easy, visual access to many Portfolio features and
options. All the features available from palettes are also available
from pull-down menus in the menubar. Having these features
available on palettes allows you easy access and will make using
Portfolio quicker and easier than ever.

There are six palettes; Galleries, Finds, Sorting, Catalogs,
Categories and Master Palettes (predefined lists of words for a
field, including Master Keywords). Each of these palettesis
described in detail later in this manual. Palettes are catalog
specific. That is, when you change catalogs, palette information
changes to reflect the current catalog.

Portfolio Dockable Palettes

Dock and undock as often as you like to
keep your workspace organized the
way you like it.

A Docked palettes: Dock as many or as

few palettes as you like by simply
dragging a palette by its tab and
dropping it over another palette.

Undocked palettes: Undock a palette
by dragging it by its tab and dropping

away from where it was docked.

B O

[[GalleriesY| Finds “{Sorting Galleries ™\

Al peaple by [ 4llEirds [
Birds Bl Children July

Children | uly Mews ler 5

Default
Scenics Catalogs ™

I Catalog Marne I
Gl Animal Catalog. fdb
Master Catalog.fdb
Plant Catalog.fdb
Ll Scenic Catalog.fdb

]

DT

- =

Find | Find a1l | Clear

0 o l

Open | Close i

N

36

To show or hide a palette:

« Select the desired palette or function from the Window
menu. If the palette isvisible on the desktop, click its
tab to activateit.

The selected palette will appear on the desktop. If the
paette is docked on another palette, it will be moved to the
front of the palette. Hiding a palette also hides al the

pal ettes docked on that palette.



Tip

Portfolio dockable palettes work
just like the palettes in popular

graphics programs.

To dock a palette:

¢ Click on the palette tab of the palette you wish to dock,
then drag it over the destination palette. When the
palette you are moving is positioned over the destination
palette, drop the palette.

[EE HE|E
| Galleries \l\Sort ing | Finds
0L AllEirds » Al people ™
Children July Birds (=]
u July Mewsletter Children 1

Default
k Scenics

Z Find | Find jll | Clear [4

=

The newly docked palette will assume the right-most
position on the palette. Click a palette tab to activate it.

Mac OS: A black outline inside a palette indicates that the
palette is ready to receive the palette being moved.

To undock a palette:

¢ Click on the palette tab of the palette you wish to move,
then drag it away from the grouped palette. When the
grouped palette losesits outline, drop the palette you
are undocking.

: N

All people (Y

Birds
Children

2] Finds “{Sorting Default

411 peop [N ‘ Scenics

Eirds [=|

Children |

Default Find | Findall | Clear | %
Seenics

Find | Findall | Clear |4

The palette will appear by itself.

37



38

To move a palette without docking it:

* Click intheTitle bar or palettetab of an individual
palette, or in the Title bar only of a docked group, then
drag and drop at the new location.

il people (39
EBirds [=]
Children 1
Default
Scenics

Find | Findall | Clear |4

You can move palettes anywhere you like.

When moved close to another palette, Portfolio palettes
will automatically be aligned beside each other neatly.



Tip

In a network environment, a cata-
log administrator (using catalog
access levels), can control who is
allowed to edit item keyword lists
for each catalog. In addition, a
catalog can include a preset list of
Master Keywords. Master Key-
words can help maintain consis-
tent keywords among the items in
a catalog, or across catalogs; see
“ Catalog Administration,” page
202, for information on maintain-
ing the list of Master Keywords.

Tip

To find all the items with a particu-
lar keyword when you aren't sure
what the keyword is (and no Mas-
ter Keywords list exists), choose
Catalog > Catalog Properties.
Select the Statistics tab, then click
the “Calculate” button. This builds
a list of all keywords in the cata-
log. Note: This can be slow in cat-
alogs with a large number of
records. Look through the key-
words listed, then double-click on
a word that looks like it might fit
your search. This locates all the
items matching that keyword and
displays them in the current
Gallery window.

Searching the Catalog Using Keywords

A keyword isaword or phrase that you associate with a particular
item, and a good keyword list can be a valuable tool for finding
the material you need in a catalog. Each catalog item can have an
unlimited number of keywords associated with it.

Item keywords are available for display in every Gallery view
(see “Customizing Gallery Views,” page 99) so that you can
easily see which keywords are assigned to an item, and have easy
access to other items with the same keyword.

P Sample Catalog.fdb - Digital Art = - O] x|
Showing 17 of 83 records

Filename File Size Last Madified File Type Mac | Extension Win (=]
BinaryBuild < 3/8/00 Pl
EuroGlobe jpy | 44K 3/8/00 2:20:38 PM | JPEG ipg
SatelliteData. jpg) 55K 3/8/00 2:21:48 PFM | JPEG ipg
HandEyeData. jp| 51K 34700 3:50:20 PM ipg
HighTechTalk jpg &7k 3/8/00 2:50:47 PM | JPEG ipg
LondonCalling. jp| 79K 3/8/00 2:51:41 PM | JPEG ipg L]
HangUpAndDrive 61K 3/8/00 2:52:08 FM | JPEG ipg
CallingCollect.jp1 45K 3/8/00 2:53:05 FM | JPEG ipg
YouTalkinTaME.| 641 3/8/00 32935 PM | JPEG P
YWWebPattern. jpg | 55K 3/8/00 2:54:33 FM | JPEG ipg
HiTechBusiness| 37K 3/8/00 2:55:03 PM | JPEG ipg -
— Item Details
Thurnbriail: Kewmuards: Dezscription:

S 19 :2  |Buiding Montage C

Binary 2

Blue 10

Business 7

Business Compute... 17

Clouds 1

Computer B =l |

The number to the right of the keyword indicates how many other
items in the catalog have that keyword assigned.

From List view and Record view you can have Portfolio locate
and display all the items with a particular keyword by double-
clicking the desired keyword in the Keywords list. All items with
the selected keyword will be displayed in the active Gallery
window.

Quick Find: You can also search for keywords using the
QuickFind field on the Toolbar at the top of the Gallery window
(Mac OS) or Portfolio window (Windows) (see page 35).
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Faster Kepward List | ﬂ

Cornmurication

heeting
14 obile

b oney
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Hewsletter
Hurnbers

Agsign

I Find I

Searching from the Master Keywords List

If you create alist of Master Keywords for your catalog

(page 202) you can find multiple items with specific keyword(s)
assigned to them using the Master Keywords Pal ette.

To use the Master Keywords palette, choose Window > Master
Palettes > Master Keywords or press Command+K (Mac OS) or
Ctrl+K (Windows). Locate the desired keyword on the list, then
click “Find” or double-click the keyword. All items with the
selected keyword will be displayed in the active Gallery window.
Windows:. Select an item and type the letter of the keyword that
you want to find to scroll the list to entries starting with that |etter.
Mac OS: Type aletter in the text entry field of the Master
Keywords palette to move the cursor to the entries starting with
that letter.

Searching from other Master Palette Lists

Aswell asthe Master Keywords list, Portfolio allows you to
create pre-defined lists of words associated with any custom field.
For more information, see page 156.



Searching the Catalog Using Find Options

I - |
Finds | ]

JPG

WY Files

You can search for catalog items by examining the itemsin any
of the Gallery views, or you can speed your search using
Portfolio’s Find function. You can search any field, including
Custom fields and keywords. Creating and adding keywords and
custom listsis discussed in detail on pages 202 through 212.

You will probably find that you will use different search strategies
at different times. For example:

« If your catalog is small or you're looking for ideas, you might
start by looking through everything the catalog contains.

« If your catalog is very large or you have a general idea of what
you're looking for, you might want to look only at items related
to aparticular subject or concept, or of a particular file type.

« If you'rein the fina stages of ajob, you probably know exactly
what items you need.

Portfolio can display the results of the search in the current
Gallery window (completely replacing the previous contents, if
any), or in anew Gallery window.

To open the Find window:
¢ Click the Find button on the toolbar.
—or —
e Choose“Find” from the Catalog menu.
—or —
¢ Press Command+F (Mac OS) or Ctrl+F (Windows).

To display the entire contents of a catalog:

e Choose“Find All” from the Catalog menu.

¢ Open the Find window and click the “Find All” button.
¢ Open the Finds palette and click the “Find All” button.

¢ PressCommand+' (Mac OS) or Ctrl+' (Windows).
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The Find Window

Criteria Tab
Enter a single search description for a
simple search, or choose “More ® Default
Choices” to perform a complex search All people
i Birds
(see following page). .
P Default
A Criteria tab S
B Saved Finds Pop-up: Specify and Save
select search criteria for later use. TR (B
« . . » Sawve as Default
See “Saving Finds” on page 48. Edit List..,

C Catalog name: Displays the catalog
to be searched, or displays “Multiple
Catalogs” during a multiple catalog @

search. @
D Search Field: Select the search ? ?
criteria.
E Search Options: Select an option to Al pindiihiasterGatalog fas =]

focus the search criteria. / Criteria % / Catalogs \

F Search Word or Phrase: Type a Saved Finds: [ Default 3
value to search for.

[Keywords 3] [starts with 3] [ehi |

G Find in gallery: Searches the items
in the current Ga”ery onIy. Allows ’:l Find in gallery BDisplay results in new gallery L—_l Search Multiple Catalogs

t f Itipl hes t
ﬁglrjm?,vaﬁre(;:’gdr_nu pie searches fo ([ Hore choices | [T rindan J Fna ]

H New Gallery: Click to display found
items in a new Gallery window.

I Search Multiple Catalogs: Click to @ @ n
extend the search to catalogs
indicated in the Catalogs tab (Mac 0 @ G
OS) or Catalogs palette.

J More Choices: Click "More
Choices..." to display the expanded
window (see following page).

K Find All: Click to find and display all
items in the Catalog. m @

L Find: Click to start the search.

Mac OS: Catalogs Tab (] % Find - Plant Catalog.flb ="———~—H

Use this tab to select catalogs to be Criteria\/@‘@\
searched. Catalogs must be open and B Master Catalog.fib :
available to appear on the list. Note: —H—= Flant Catalog.fdb T [L]I
This tab provides the same functionality % sample Catalog.fdb
as the Catalogs palette; changing an

option on one also changes the other.

M Catalogs tab |

N List of currently open catalogs
O Find: Click to start the search.
P

Search: Icon indicates that this cata-
log will be included in the search. Q @

Do not search: No icon indicates that
this catalog will not be searched.

o]
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Complex Finds

Click “More Choices” to expand the
Find window so you can perform a
complex search. Click “Fewer Choices”
to contract the window for simple
searches (see previous page).

Save As..
Save Az Default

A Saved Finds Pop-up: Specify and Edit List
select search criteria for later use. To
save a find, select Save As from the
Saved Finds pop-up menu.

See “Saving Finds” on page 48.

B And/Or: Select "and" to narrow the
search; "or" to broaden it.

C Search Field: Select the search Find - Master Catalog.fdb
criteria. Any field can be searched.
. . Saved Finds: -
Options are: Filename, Path,
Extension Win, Short Filename Win, IKe_vwolds j Imatches =] [pecple
Description, Volume, Created, Last = -
- ’ ’ ’ -] [Fil . | |FED
Modified, Cataloged, Last Updated, ® [or & I rename =] lstats vith =l
File Size, Keywords, File Type Mac, Jand 7] |l::|m Mode | [matches =l evi =
Creator Mac, Zone Mac, Thumbnail ‘
Size, C(_)|0r Mod_e, Horizonte_{l [ Find in Galle ¥ Display Results in Mew Gallem r
Rgsolutlor_], Vertical ReSOlutIO!'], More Choices | Fewer Ehoicesl Find &l |
Width, Height, Category, Multipage ‘
Count, PlaceHolder, Watermarked,
Watermark URL, and any Custom
Fields.
_ _ (C} D e ©
D Search Options: Select an option to
focus the search criteria.
E Search Word or Phrase: Type a Keywords =
value to search for. File Type Mac
. . . . Creator Mac
F Find All: Click to find and display all Zone Mac
items in the Catalog. Thumbnail Size
Color Mode

G Find: Click to start the search. . .
Horizontal Resolution

Wertical Resolution

Notes: 1) Find searches both fields [Width
(Title and URL) of a URL Custom Field. Height
. . Category

2) Portfolio searches for values in the Multi

. . ) . X X ultipageCount
Height and Wldth fields in p|xel§, con- PlaceHolder
vert other units of measure to pixels Watermarked
prior to entering values in these fields. lwatermark URL Ic
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Tip

Since Portfolio stores all the infor-
mation about an item (including its
thumbnail) you do not need to
mount volumes referenced in the
catalog in order to search for and
view them.

When you attempt to Preview or
work with the original item in any
way (such as dragging and drop-
ping it into another application),
Portfolio will prompt you to mount
the volume where the original item
is stored, if it is not already
mounted.
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To find specific itemsin a catalog:

1. Open the Find window.

Portfolio opens the Find window and displays the default
saved Find, if any exists.

2. Usethe Criteriatab in the Find window to describe
what you are looking for, then click “ Find.”

Portfolio lets you search for various attributes of an item,
including filename, keyword, file size and so on. See the
table on page 43 for a description of the attributes you can
use in your search. Find searches both fields (Title and
URL) of aURL Custom Field.

[0 =———Find - Master Catalogfdb =——H

J Criteria % / Catalogs
Saved Finds : | Default *

[ Keywords i] [ starts with i] Ichild I

D Find in gallery |:| Display results in new gallery D Search Multiple Catalogs

Find All IH Find "

Found items are displayed in the Gallery window, replacing
the items there. You can elect to have the found items dis-
played in a new Gallery window by clicking “Display
resultsin new gallery” option before you initiate the Find.

Using QuickFind

You can quickly locate catalog items in the currently active
Gallery by keyword using the QuickFind field on the Tool bar.

Tofind itemsin a catalog using QuickFind:

1. Typein the keyword that you want to search for in the
QuickFind text box located on the Toolbar at the top of
the window.

Windows: You can select previously searched for items by
selecting the word or phrase from the QuickFind pop-down
menu.

2. Press Return or Enter.
This initiates the search.

QuickFind uses the “ starts with” search criteria and
searches only keywords; the results are displayed in the
current Gallery unless you indicate otherwise in Edit >
Preferences.



Search Criteria Options

This option... Finds...

Cataloged The date and time that an item was first cataloged in Portfolio
Color Mode Color modes: Unknown, Black & White, Grayscale, RGB, CMYK,
YUV, Lab, and YCCK

Created The date the source file was created

Extension Win

The item’s three-character file extension

Description The item’s file description
File Size The item’s file size
Filename The item’s name

Height The item’s height, in pixels
Width The item’s width, in pixels

Horizontal Resolution

The item’s horizontal resolution, in dpi

Vertical Resolution

The item’s vertical resolution, in dpi

Keywords

Any keywords assigned to the item(s)

Last Modified

The date the source file was last modified

Last Updated

The date the item was last updated in the catalog

Creator Mac

The four-character file creator code for the item (empty if cataloged on
Windows)

File Type Mac The four-character file type code for the item (empty if cataloged on
Windows)

Zone Mac AppleTalk Zone where item’s file is located (empty if cataloged on
Windows)

Path The file path (location) for the item

Short Filename Win

16-bit DOS path and filename

Thumbnail Size

The item’s thumbnail size, in pixels: 32 (icon), 112, 256. (This field will be
empty in catalogs converted from Portfolio 3.0, until the thumbnails are
regenerated.)

Volume

The physical drive or disk on which the item resides

All fields are indexed for faster searching.

List is continued on following page
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Search Criteria Options

This option...

Category

Finds...

Items matching the indicated category (from Categories palette)

Multipage Count

Items matching a particular page count

PlaceHolder Items created as PlaceHolder Records
Watermarked Items with the indicated watermark
WatermarkURL Items with the indicated watermarkURL

Custom Fields

Any custom fields that have been created for the current catalog

All fields are indexed for faster searching.
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Streamlining Searches

Portfolio has several options that can help you search through a
catalog quickly and effectively. For example, you can:

« Select the most efficient searches for Portfolio to carry out.

* Name and save frequently used searches (to save yourself from
having to re-enter the criteria each time).

e Customize the default search displayed when you open the Find
window.

Indexing

Portfolio 5.0 indexes all fields to speed searching. Fields, including
the Text Block Custom Fielfbage 212)are indexed at the word
level, which means that you can search these fields quickly by
individual words but not by phrases.

When you search on indexed fields, choose “matches” or “starts
with” from the modifier pop-up menu for the fastest searches.
Other types of searches may be somewhat slower because
Portfolio must examine every entry in the catalog:

» Searching is slower when there is a large number of items that
match your search criteria.

e Searching using “contains” or “ends with” is slower when the
catalog is large.

You can also sort the Gallery window on any indexed field (such
as Catalog order, File Name, File Type, Creation date, Custom
Fields, etc.), except Text Blocks. Seage 57.

Date/Time Fields

Times are always assumed when searching fields of the type
“Date/Time,” even if a time is not entered, and when the “Display
Time” option for the field is disabled. That is, if a time value was
entered into the field (either by extraction from the source file when
the item was cataloged or by entering a time in the field) and then
hidden by turning off “Display Time,” the time will still be noted

by Portfolio when a search is requested. For example: Searching
for “9/15/99” will not find a record which contains “9/15/99 3:00
pm” because the request is interpreted as “9/15/99 12:00:00 am.”
This is true even if the time is not being displayed.

Note: Portfolio stores dates following the computer’'s Date and
Time settings. If Short Dates are used, Portfolio only records the
last two digits of the year, possibly resulting in erroneous find
results. To avoid this potential problem, use the operating system’s
Long Dates format.
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Tip

Saving Finds requires Publisher
or higher level access to the open
catalog. See page 194.
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Saving Finds

If you routinely need to locate particular types of itemsin a

catalog, you can name and save a Find that will retrieve those

items.

Your saved finds appear in the Saved Finds pop-up menu in the
Find window. Whenever you want to use a Saved Find, choose its
name from the menu or select the Find from the pop-down menu

using the Saved Finds button & on the Toolbar.

To Save a Find:
1. Set up your search in the Find > Criteriatab.

You might want to execute the search to verify that your

specified search criteriais correct.

2. Choose “Save As...” from the Saved Finds pop-up

menu.

[0 =———Find - Master Catalog.filb =077

4 Criteria % / Catalogs

Saved Finds: (@ Default
Children

Default (2] [starts with B
Scenics
D Find in gall Save Itz in new gallery D Search Multiple Catalogs
Save As...
Save az Default Find All I ” Find "
Edit List...

3. Typeaname for the new find in the Save Find dialog

box that appears.

Save Find

Name: |Ehildlen

4. Click “OK” toreturn to the Find window.

Portfolio stores the search definition you just created in the

catalog.



Tip

You will need to specify a Default
find before you can access it from
the Finds palette.

The Default Find

Each time you open the Find window (or choose “ Default” from
the Saved Finds pop-up menu) Portfolio populates the search
fields and pop-ups with the attributes specified in the Default
Saved Find. You can edit the Default Find so that it will retrieve
the items you use most often.

To change the Default Find:

1. Open the Find window and set up the search fields as
you want them to be by default.

2. Choose “ Save as Default” from the Saved Finds pop-up.

Find - Master Catalog.Fdb [ x|
Saved Finds: | Default 'l
Default
Istarts with j IEhiIdren
™ FindinG i New Galleny ™ Search Multipls Catalags
More Choic: Find &l | Find I

1. Select “ Default” on the Finds palette, choose Edit Find
from the fly-out menu, then choose “ Save as Default” or
“Save” from the Edit dialog.

[ ]

Finds |
Default

Find
JPEGs of peaple Find all
TIFF= of Landscapes Clear Gallery

Dz lete Find...
Renarne Find...

Find |Find all] Clear |4

2. Set up the search fields as you want them to bein the
default find.

You can change the Default Find as often as you want.
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Finds Palette

The Finds palette allows you to easily
select and work with Saved Finds. ?

To show the Finds palette, choose
“Show Finds” from the Window menu.

. Finds |
A Finds palette tab EBirds N
B Saved Finds: All previously Saved @ |Chiren o .
finds, including the Default find, are Seenics BaeTd z
listed here. Double-click an entry to Delete Find. ..
perform that find and display the Penane Find...

results in the active gallery.

C Finds pop-up menu: Allows you to
easily work with Saved Finds.
Options include Find, Find all, Clear
Gallery, Edit Find, Delete Find,
Rename Find

D Find: Select a Saved Find on the list,
then click this button to perform the

selected Find. Find | Findall | Clear |2
E Find all: Click to locate and display all

the records in the catalog.
F Clear: Click to clear the active gallery. D

Executing Saved Finds
You can view and select Saved Finds in several ways:

T « From the pop-up menu in the Find > Criteriatab
You can have Portfolio automati- ¢ From the Finds palette

cally perform a Saved Find when a )

Saved Gallery is opened. This To execute a Saved Find:

allows you to also display any new

records added (matching the Find 1. Open the Find window to the Criteriatab.

;riterij\)Gsirl}ce the last timztge 2. Choose the desired Saved Find from the Saved Finds
ave allery was viewed. see _
bage 65, pop-up menu.

Find - Master Catalogfilb ="=—————H

J Criteria \ / Catalogs

Saved Finds:

childre, tarts with =l
Default [s arts wi _] I I
D Find in gallgf Doenics It= in new gallery: D Search Multiple Catalogs
Save
More Choices  Save As... [ Find All ] ” Find "
Save as Default
Edit List. ..
3. Click “Find”
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Tip

I - |
Finds | b

JPG
WAY Files

Find All

You can quickly execute a Saved
Find by double-clicking the desired
name on the Finds palette.

1. Activate the Finds palette.
2. Select the desired Saved Find from the Saved Findslist.
3. Click the“Find” button.

You can also double-click any entry on the list to execute
the find.

Editing Saved Finds
You can change the search parameters of your Saved Finds,
rename them, duplicate, or delete them.

Note: To create a Default find, open the Find dialog, then set the
find criteria. Select “ Save as Default” from the pop-up menu (see
page 49).

To change the attributes of a Saved Find:
1. From the Find > Criteria tab, choose the Find you want
to change from the Saved Finds pop-up menu.

The criteria for the selected Saved Find will be displayed
in the Find > Criteria tab.

1. From the Finds palette, choose the Find you want to
change.

2. Choose “Edit Find” from the fly-out menu.

0 B
Finds ™,
Children * Find
Default Find all
Scenics Clear Gallery

Delete Find...
Rename Find....

Find | Findall | Clear | 7% |

The Find > Criteria tab will be opened with criteria for the
selected Saved Find displayed.

3. Modify the search criteria and choose “ Save” from the
Saved Finds pop-up menu.

The new search criteria are applied to the Saved Find.
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To Rename, Duplicate, or Delete a Saved Find:

1. From the Find > Criteria tab, choose * Edit List...”
from the Saved Finds pop-up menu.

[0 =———————Find - Master (atalogflb ="——"7r———=H

# Criteria Y / Catalogs

Saved Finds : Default
Children
[ Default 2] [starts with Bh |
Scenics
[dFind ingalld ~ Save Its in new gallery  [C] Search Multiple Catalogs
Save As...
Find All I I Find 1|

Save az Default
Edit List... -

The “ Saved Finds’ dialog box appears.

2. From thelist, select the Saved Find that you want to
edit.

List Saved Finds

i Fil
es Cancel
Rename...
Duplicate. ..

Delete

ddndd.

3. Click the appropriate button to Rename, Duplicate or
Delete the Find.

4. Click “OK” toreturn to the Find window.
The changes are made to the Saved Find.

| 1. From the Finds palette, select the Find that you want to
e ’I o rename or delete.
Svenics = Sl batery 2. From the fly-out menu, choose Delete Find... or
e Rename Find... depending on what which task you want
Find | Find all | Clear //, to perform.




Note

Searching Across Multiple
Catalogs applies to Portfolio
Network and Portfolio Server
Editions only.

I - |
Catalogs | ﬂ
po | Catalog | Galleriesl
J Master Catalog fdb 2

] Animals. fdb 1
™ Photographs. fdb

Searching Across Multiple Catalogs

Portfolio 5.0 allows you to access multiple open catalogs, and to
find items by searching multiple open catal ogs.

Note: You can keep track of open catalogs, and perform many
catal og functions from the Catal ogs palette (Windows > Show
Catalogs). The Catalogs palette is discussed in detail starting on
page 115.

To Search multiple catalogs:

1. Open all catalogs that you wish to include in the search.

Open catalogs will be displayed on the Catal ogs pal ette
(Mac OS: also on the Catalogs tab of the Find window
(Catalog > Find).

You do not need to include a catalog in a search just
because it is open, but you cannot search through closed
catalogs.

2. Open the Catalogs palette (Window > Show Catalogs)
(or, Mac OS: Open the Find window [Catalog > Find,
or Command+F] and select the Catalogs tab).

3. Optional: De-select any catalogs that you do not wish to
include in the search by clicking to the left of the name
so that the icon disappears.

[] ==———————rFind - Plant Catalog.fdlb —"iauiaa0—0—"or——=
[# HMaster Catalag.fdb
Flant Catalog fib . in

& Sarnple Catalog fdb

Anicon to the left of the Catalog name indicates that this
catalog will be included in the search. No icon indicates
that the catalog will be excluded from the search.

Mac OS The catalog list on the Catal ogs tab of the Find
window matches exactly the catalog list on the Catalogs
palette. Changes to the list on one palette affect the catalog
list on the other.
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5. Important! In the Find dialog (Mac OS: choose Criteria

tab) enable “ Search Multiple Catalogs.”

Find - Selected Catalogs
Saved Finds: IDefauIt 'l
IKe_l,lwords d Istarts with d Inature
I} Fiticd it Gallens I Dienl ey Biesults i Klevs Galen V¥ Search Multiple Catalogs
More Choices | Feter Ehoicesl Foitacd el | Find I

A checkmark in the Search Multiple Catalogs checkbox
indicates that the catal ogs specified in the Catalogs tab will
be searched.

Note: Enabling multiple catalog searching forces the found
results to be displayed in a new gallery.

. If the criteria for your Find has already been specified

(on the Criteria tab of the Find window), click “Find."
Otherwise, enter desired search parameterson the
Criteriatab and then perform the Find.

The set of fields displayed in the Fields pop-up on the
Criteriatab is the set of fields common across all selected
catalogs. The field name and type (including precision,
indexing, etc.) must match for the field to be included.



Finding Placeholder Records

You can easily locate all of the placeholders that you created so
that you can keep track of which placeholders you have created,
update one or more placeholders from the sourcefile, or delete
them if they are no longer needed.

To find all Placeholder records:

Catalog 1. From the Catalog menu, choose “ Find Placeholder

Find... Ctrl+F Records”
Find &l Chel+' .
Find Placeholder Records A new GBJ I ery wi ” be Opened, and a” the Pla:eh0| de’
Find Document Tegt H H
Replace... Clrl+Shift+5 records will be d|Sp| ayw
Add ltems... Ctrl+E
Update ltems Chrl+Ll [0 =— Master Catalog.fdb - All Items*
Delete ltems... | q.l | |:| | = | I
Background Catalaging... D = -@ % _ ;Dv
Cataloging Dptions. .. Ctrl+J ||
LCatalog Properties. .. Ctel+Shift+]
Miszing Files... Ctrl+Shift+4 Place Place
Admirigtration... Chil+H Holder Holder
Slideshow Clrl+;
Slideshow Options...

Multnomah Fallz tiff Children at Play
ACCess... Ctrl+5Shift+E

Zof72 [ ] Dz

For information on updating a Placeholder when the source
fileis available, see page 91.
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Catalog

Find... #F
Find All
Find Placeholder Records
Find Document Text...

Replace... ¥R
Add Items... 3EE
Scan Volumes...

Update Items U

Delete Items...
Background Cataloging...

Cataloging Options... 3l
Catalog Properties.. "“C3E)

Missing Files... “CBEM
Administration... 2H
Slideshow 3;
Slideshow Options...
Access... B

Finding Document Text

The Find Document Text command allows you to find words or
phrases within the text of cataloged documents, as opposed to in
the item’s record, as with other Portfolio word searches.

To find text in a cataloged document:
1. From the Catalog menu, choose “ Find Document
Text..” (Catalog > Find Document Text)
2. Enter thewordsor phrasesthat you wish to search for.

3. Choose the desired search criteria from the pop-up
menus.

4. Select the display options from the Options section of
the dialog.

5. Click “Find” toinitiate the search.
Documents meeting the search criteria will be displayed.

Find Document Text

A

The Find Document Text dialog allows
you to search for words or phrases
within the text of cataloged documents,
rather than in the item’s record as with
all other word searches.

Words to Find: Enter the word or
phrase you wish to search for.

Criteria: From the pop-up menus,
choose the search criteria. “all” finds
all documents meeting the criteria;
“any” finds any document meeting
the criteria. Other criteria allows you
to indicate different matches for the
word or phrase.

Options: Select any combination of:
Find in Gallery, Search Multiple
Catalogs, and/or Display Results in
New Gallery.

Find: Click to initiate the find.

[0 ==rFind Document Text =—=H
“words to Find:
Q I flowers I
Criteria
4@ any | = starts with 5
Options
[ Find in Gallery exists
O does not exist
[ search Multiple Catalogs matches
. . does not mateh

BDlsplay Results in Mew Gallery greater than or equal
greater than
lez= than or equal

f les= than
Find
- starts with
does not start with
ends with
does not end with
® contains
@ does not contain
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Sorting and Reordering Gallery Items

You can sort on any field in the catalog, including Custom Fields.
You can use the “View by” options from the View menu to
quickly sort items in the active Gallery, or simply select sort
orders from the Sorting pal ette.

To Sort the active Gallery:

1. From the Sorting palette, click a field nameto sort the
active gallery by that field. Click the name to toggle the
sort between Ascending and Descending sort, or choose
Ascending or Descending from the palette fly-out menu.

1. Choosea sort “by” option from the View menu.

Sort options on this menu include: by Cataloged, by
Filename, by File Type Mac, by Extension Win.

Sorting Palette

The Sorting palette allows you to easily
change the sort order of a Gallery.

To show the Sorting palette, choose
“Show Sorting” from the Window menu. |

records in a gallery by dragging them
simply causes the records to snap
back to their sorted location.

°

A Sorting palette tab Sarting » |
B Sort Order: Current sort field is dis- _ _ poniDeseending

played in bold. Click a field on the list Short Filename i B

to sort by that field. Custom fields \éd“':“:

- reate:

can also be used for sorting. Lot Modifiad

Arrow indicates Ascending or Cataloged

Descending sort. Click to toggle Last Updated

between the two. o

. . File Type Mac

Sorting fly-out menu: Allows you to Cregtar Mac

select Ascending or Descending Zone Mas

sorts. See also (B). Thumbnail Size

Keep Sorted: Click to maintain cur- Colar Mode .

rent sort order even when new Hurizontal Resolution =l

records are addgd. With this option ¥ Keep Sarted

enabled, attempting to rearrange
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Toolbars

Thumbnails T

List #L
« Record ¥R

Customize... #¥D

by Cataloged

+ by Filename
by File Type Mac
by Bxtension Win
by Other... “C¥D

Refresh U

Tip

To maintain the new sort order,
enable “Keep Sorted” on the
Sorting palette, or save the Gallery.

1. Choose “by Other..” from theView menu, or press
Command+Option+D (Mac OS) or Ctrl+Shift+D
(Windows).

The View by Other dialog box is displayed.

Yiew By Other
Indexed Fie lds :
0K I

Author Fy

Calor Mode —

Created

Extenzion Win

File Size

Filename

Height

Horizontal Resalution

Last Modified @ aAzcending
Last Updated —| .
Creator Mao - O Descending

2. From thelist, choose the type of sort, and choose
“Ascending” or “Descending” order.

3. Click “OK” to sort thelist and return to the Gallery
window.

To manually Reorder itemsin the active Gallery:

1. Select theitem thumbnail(s) that you wish to relocate,
then drag them to the new location.

Note: Changes to the Gallery view, such as adding itemsto
the Gallery, may undo these changes (see sidebar Tip).

Note: If “ Keep Sorted” has been selected on the Sorting
palette, attempts to manually reorder the records by
dragging will simply result in them snapping back to their
sort location.



Dragging and Dropping Catalog Items into Other
Applications

Mac OS: On the Macintosh, you can drag items from Gallery
windows into any application that supports drag and drop.
Extensis provides drag and drop support for QuarkXPress with
the “Extensis QX-Drag&Drop” XTension located on the Extensis
CD. Run the Extensis QX-Drag&Drop Installer to add this
XTension to the QuarkXPress XTensions folder.

Windows: On Windows PCs, you can drag and drop items from
Gallery windows into any application that supports OLE drag-
and-drop. Check your application’s documentation for informa-
tion on OLE drag-and-drop support.

To place one or more Catalog items into a Drag and Drop
aware application:

1. In the Catalog Gallery window, select the item(s) you
wish to place into a drag-and-drop capable document.

2. Drag and drop the item(s) into an open document in the
receiving application.

If the receiving application can accept the item’s file type,
the item will be placed in the application.

1. Double-click the item to open the Item Preview window
(page 76).

2. Mac OS: Use the crosshair cursor to select an area to
copy, or choose “Select All” from the Edit menu
(Command+A) to select the entire image.

Windows: The item is automatically selected.

3. Choose “Copy” from the Edit menu, or press
Command+C (Mac OS) or Ctrl+C (Windows).

4. Open a document in the receiving application, then
choose “Paste” from the Edit menu, or press
Command+V (Mac OS) or Ctrl+V (Windows).

Note: You should not use the “Copy” command (which places
items on the clipboard) to place items in other documents, unless
you do so from the Item Preview window (shown on page 77) as
indicated above. When you use the Copy command from a
Gallery window, Portfolio expects you to be copying item records
between Galleries (within or between Catalogs).
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Tip
You can easily create new galleries

and save them for future use. See
page 61.

60

Opening a New Gallery

As you work with your catalog you may want to create additional
Galleries to display the itemsin it. You can add, rearrange, and
delete items from Galleries without affecting the items stored in
the catal og.

Note: You can have items froma “ Find” request displayed in a
new Gallery by clicking the “ Display results in new Gallery”
checkbox on the Find window (Windows) or Find Criteria tab
(Mac OS). See pages 42 and 43.

To move and copy items between Galleries, and to delete items
from them, see below and page 71. To copy or move items
between Catalogs, see page 74.

To open a New Gallery window:

1. Choose Window > New Gallery, or click the New
Gallery button on the Toolbar, or click the New
button on the Galleries palette, or press Command+G
(Mac OS) or Ctrl+G (Windows).

An empty Gallery will open in Thumbnail view. The name
“Untitled” ( followed by a number representing the current
gallery) will appear in the title bar of the Gallery window.

0 === Master Catalogfdb - Untitled:11 ="rc—"=—0H

Dzl 2] | IEEEEIEE

oio|

SIE

Dofe2 [4] [»

You can use options on the Find > Criteria tab to
populate the gallery with records, or click the Find All
button on the Find > Criteria tab to display al the records
in the catalog.



Tip

Saving Galleries requires Publisher
or higher level access to the open
catalog. See page 194.

Tip

You can quickly save the currently
active gallery using the standard
system Save command
[Command+S (Mac OS) or Ctrl+S
(Windows)].

New Gallery A C)
List Galleries... CHG
Save Gallery
Save Gallery As...

Show Catalogs
Show Finds
Show Galleries
Show Categories
Master Palettes
Show Sorting

v Mdaster Catalog.fdb - Untitled 31

Saving a Gallery

Portfolio 5.0 makes it easier than ever to save galleries and view
them later.

To Save a Gallery:

1. Make surethe Gallery window contains all the items
you want (to also customize the view, see page 99).
You can use the Find function to change the contents of the
current Gallery window, or to create a new window (see
page 44), or you can copy or drag and drop items from
other catalogs (page 74), other Galleries (page 71), or even
add new items.

2. Sort or manually reorder the Gallery items exactly as
you want them to appear.

3. Choose “ Save Gallery” from the Window menu, or
press Command+S (Mac OS) or Ctrl+S (Windows).

The “Save Gallery” dialog box is displayed.

Save Gallery B

Mame: IE:-:tensis

(0] 4 I Cancel |

4. Enter aname for the Saved Gallery, then click “OK.”

Your Saved Gallery will appear on the Saved Gallery list
on the Window menu, and on the Galleries palette.
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Galleries Palette

The Galleries palette allows you to
view and work with previously Saved
Galleries. Double-click any Gallery on
the list to open it.

To show the Galleries palette, choose @
“Show Galleries” from the Window menu.

Note: Until you save a gallery (page 61)

the Saved Galleries list is blank. 0
| Galleries
A Galleries palette tab @ % All Birds be|l  Mew Gallery
L Children July [<|| oOpen Gallery
B Saved Galleries list: .LIS'[TS all the pre- [ July Mewsletter | Delete Gallery...
viously Saved Galleries in the current Renanne Gallery...
catalog.

Icon indicates whether the gallery is
a standard Saved Gallery or Find —
Gallery. Find Galleries, when

opened, automatically perform the New | Open i
Saved Find associated with them.
See page 65.
C New: Click to create a new, empty @ @
Gallery.
D Open: Click to open the Gallery
selected from the list.
E Fly-out menu: Allows you perform
any of the following operations on the
selected Saved Gallery: Open,
Delete, Rename.
I > | L
Galleres | > Viewing a Saved Gallery
1 Al Fles Once you've saved your gallery, it's easy to open it for viewing
T AIPG's using the new Galleries palette.
/s Digital Art
I Mulimedia To View a Saved Gallery:
1 Sound Filez
C Wersatity 1. Open the Galleries palette (Window > Show Galleries).
2. Double-click the gallery that you want to open. Or
select the gallery name and click “Open.”
The Saved Gallery will be opened in anew gallery win-
N [ o ] dow. The name of the Saved Gallery appears in the title bar
=0 Open J

of the Gallery window.
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Saved Galleries

Multimedia
Sound Files
Wersatility

Done I
Open |
Rename... |
Delete |

1. From the Toolbar, choose the
gallery you want to open from the
Galleries List pop-up menu.

All Birds
Children July
July Mewsletter
Scenic Slides

1. From the Window menu, choose List Galleriesto open

the Saved Gallerieslist.

Select the gallery that you want to open, then click “Open.”

1. Press Command+Option+G (Mac OS) or Ctrl+Shift+G
(Windows) to open the Saved Gallerieslist.

Select the gallery that you want to open, then click “Open.”

63



64

More about Galleries in Portfolio 5.0

Portfolio 5.0 represents an exciting new approach to galleries.
Previously, Portfolio galleries were considered static, or unchang-
ing. Galleries are now treated as dynamic documents that can be
changed over time. The result is that Galleries are easier than ever
to create, modify, rearrange, update, and customize.

When a new gallery window is opened, or when aFind is per-
formed that displays the found records in a new gallery, the name
“Untitled” is displayed in the title bar of the Gallery window.
“Untitled” gallery windows are numbered in the order in which
they are created. For example, after doing multiple different
searches with each result displayed in a different window, you
might have a number of galleries named “Untitled 1,” “Untitled 2,
etc. Only unsaved galleries will have the term “Untitled” in the
window’s title bar.

As shown on page 61, you can save these galleries for future
viewing. You can add to them if you like, and customize the way
the records are presented (page 99). You can even create
slideshows of your records for presentation or as a quick way to
preview catalog items (page 109).

Once a gdlery is saved, the window title bar changes to display
the name of the Saved Gallery. If any changes are made to the
galery after it has been saved, an asterisk (*) is appended to the
name. This gives you a visual clue that the Saved Gallery has
been modified, either by a change in the record set or the layout.

If you make changes to a Saved Gallery, when the Gallery is
closed you are prompted with options about saving those changes.

& Do you want to save changes to the Portfolio Gallery
“All Birds™ before closing?

[Dontsave | [ Saveas.. | [ cancel | [ save ||

Save: Overwrites the current Saved Gallery.
Cancel: Returns to the Gallery.

Save As.... Allows you to save the changes to a new Gallery
name, preserving the previously saved galery intact.

Don’t Save: Discards the changes and closes the Gallery.



Standard Saved Galleries versus Find Galleries

A special type of Saved Gallery, called a Find Gallery, allows you
to automatically open a Saved Gallery using preselected Find
criteria. A Find Gallery does not contain a specific record set, but
rather has a Saved Find attached to it which is executed when the
gallery is opened. The options for creating a Find Gallery are
accessed on the Saved Options tab of the Customize Gallery
dialog.

This powerful feature lets you automatically search for and select
records (matching the specified Find criteria) that have been
added since the last time the Saved Gallery was opened, while
preserving any customized layouts for the gallery. Since a Find
Gallery changes each time records are changed, you may want to
save particular finds as a standard Saved Gallery to preserve their
contents.

To set up a Find Gallery:
1. Open a Gallery window.

2. Create a Saved Find (page 48) using the criteria that
you wish to search on each time the Find Gallery is
opened.

3. From theView menu, choose “ Customize..”. Or click
the Customize button on the Toolbar.

The Customize Gallery dialog will be displayed.

Customize Gallery

Thumbnails List Record Saved Options

Found Gallery
B Load Saved Find when Opened

Saved Find : [ Seenics ij

Field
B Sort Gallery when Opened

Field: [ Filename

o Lo

Sort Order: [ Sort Ascending

E Keep Gallery Sorted

[ Apply ] [Save as Defaults] [Restore Defaults] [ Cancel ] ” Ok "
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3. Select the “ Saved Options’ tab.

4. In the Found Gallery section, select “L oad Saved Find
when Opened.”

5. From the pop-up menu, select the Saved Find that you
wish to use.

Found Gallery

B Load Saved Find when Opened
Children
Saved Find: |® Default

6. (Optional) Using other options available in the
Customize Gallery dialog, set up the Gallery just asyou
want it be.

7. When you have completed customizing the Gallery,
click “OK”

You will be returned to the active gallery.
8. Savethe Gallery to the name of your choice.

Each time your Find Gallery is opened, the records will be
searched and selected using the Find criteriain the Saved
Find that you designated in step 5.

To open a Find Gallery: Once a Find Gallery has been set up
and saved, select and open it for viewing just as you would any
Saved Gallery (see page 62).



Making changesto a saved Find Gallery

Any changes that you make to a saved Find Gallery (such as
manually adding records) can have a serious impact on future
uses of this gallery. Since Find Galleries will most commonly be
used over and over “asis’ to find records matching certain
criteria, you will want to be careful not to accidentally overwrite
a Saved Find Gallery. Portfolio provides specific warnings to
prevent a saved Find Gallery from being inadvertently overwritten
as a standard Saved Gallery.

For Example:

1. Wecreated and saved a Find as shown on page 48.

Find - Master Catalog.fdb [ x|

Saved Finds: | D efault 'l

I startz with j IEhiIdren

fir New Galleny ™ Search Multiple Catalogs

Finddl |[ Find ]

In this example, we created a Find to search for items with
the keyword “child.” We created a Saved Find with this
criteria and named it “ Children.”

2. Next, we set up a Find Gallery using this Saved Find, as
shown on page 65, starting with step 3.

3. Then we executed the Saved Find by choosing it from
the Saved Findslist in the Find dialog (or from the
Toolbar &] or on the Finds palette).

[0 =——————Find - Master Catalogfdb =—"————H

S Fermh

Saved Finds:

Criteria

#® Children

Save
[| save ds...
Save as Default

2] [starts with 2] [ehild |

D Find in gs lemt e Stirerrerdits in new gallery [ Search Multiple Catslogs
(rnaan J[[__rma ]
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In this example, three items matching the Saved Find

search criteria were found and displayed.

[0 =————— Master Catalog.fdb - Children

=)=

A04C0051 JPG AD4CO0SE JPG Child Blowing Bubbles JPG

D=l R 1 @B EaR EEE

S

S of 65 [4]

[»

Note: When a Find Gallery is saved, the next time you
open the Gallery the Saved Find will automatically be

executed.

If you elect to add items to the Gallery, delete items from

the Gallery, or change it in any way, the Gallery is no longer
a Saved Find Gallery, and an adert is given when the Gallery

is closed.

3 ‘3’; 5

AC4C0051 JPG AD4CO0SE JPG Child Blowing Bubbles JPG

EDECO0ZZ.JFPG

0 == Master Catalog fdb - Children* ="c0——0H

=23 e | e P> ==1=1P | TS

4]

4 of 65 [4]




A

You have changed the record setin a Find
Gallery. Do you want to save vour changes in
a hew Gallery?

[[Don't save | [[cancel ] [[ save as... ]|

3. In our example, we manually added an item to the Find
Gallery from another catalog.

The forth item does not belong to the found set, and the
Gallery name (“ Children”) now has an asterisk (*) after it,
to indicate that the contents of the Gallery has changed.

4. 1f you attempt to Save a changed Find Gallery, you will
be presented with an alert.

Thisisto prevent a Find Gallery from being inadvertently
overwritten as a standard Saved Gallery.
Cancel: Returnsto the Gallery.

Save As...: Allows you to create a new Saved Gallery that
represents the specific record set rather than only items
searched for and displayed using the Saved Find.

Don’t Save: Discards the changes and closes the Gallery.

Deleted Itemsin Saved Galleries

If items that are in a Saved Gallery are deleted from the Catalog
(from any Gallery other than the Saved Gallery), the items will
still be displayed when the Saved Gallery is opened. The thumb-
nail will be indicated as “Item Deleted.” To eliminate the missing
items from the Gallery, choose Refresh from the View menu
[Command+Option+U (Mac OS) or Ctrl+Shift+U (Windows)]
then resave the Gallery.

To Delete or Rename a Saved Gallery:

1. Open the Galleries palette (Window > Show Galleries).
2. Select the gallery that you want to delete or rename.

3. From the palette fly-out menu, select either Delete
Gallery or Rename Gallery.

1. From the Window menu choose List Galleries..., or
press Command+Option+G (Mac OS) or Ctrl+Shift+G
(Windows).

The “Saved Galleries’ dialog box appears.
2. Select the Gallery you want to edit.

3. Click “Rename...” to renamethe sdlected Gallery, or click
“Delete’ to remove the Saved Gallery from the catalog.

4. Click “Done” to closethe Saved Galleries dialog box.
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Open Gallery at Startup (Default Gallery)

Tip You can set up your catalog so that a specific gallery is displayed
To open large catalogs more quickly, when the catalog is initially opened. In earlier versions of

you can disable the “Open Gallery Portfolio, this was called the “ Default” Gallery.

at Startup” option from the fly-out

menu on the Catalogs palette. To specify a Gallery to be opened automatically at startup:
Sefaving you:jdefe_TIlJItIGallﬁry W::h just 1. Open a Saved Gallery (select it from thelist of Saved
2a;‘%ée§)°;pse‘r']‘"mgrzoqiigl‘("l’yt ooon Galleries on the Toolbar, on the Galleries palette, or
enabled. active Gallery.

2. From the View menu, choose “ Customize..” (or click
the Customize button on the Toolbar), then click the
Saved Optionstab.

Customize Gallery

T hurnbnail Yigw I Lizsk Wigw I Record Yiew Saved Options |

— Find Gallery
I Lead Saved Find when Opened
S aved Find: I j

— Sorting
I Eeep Gallery Sorted

Figld: I Cataloged j

¥ | Escending

~Gal

Save ag Default | Restore Defaults | Ok, I Cancel | Apply

3. Inthe Gallery area, click “Open at Startup.”
2. Activate the Catalogs palette.

3. From the palette fly-out menu, choose “ Open Gallery at
Startup” (thismay also read “ Display Gallery on
Open”).

The specified Gallery will open automatically whenever
this catalog is open.



Moving and Copying Items Between Galleries in

the Same Catalog

When you move or copy items between Galleries in the same

catalog, nothing about the individual item records in the database

changes—you are merely creating different ways to isolate and
view cataloged items.

To copy items to another Catalog, see page 74. For information
on creating new catalogs or adding items to catal ogs, see pages
113 and 118.

To Copy items between Galleriesin the same Catalog:

1. Open a Saved Gallery, or create a new Gallery
[choose Window > New Gallery, or click the New
Gallery button [E2] on the Toolbar, or click the New
button on the Galleries palette, or press Command+G
(Mac OS) or Ctrl+G (Windows)].

2. From the originating Gallery, select the item(s) that

you want to copy. To select all theitemsin the Gallery,

choose “ Select All” from the Edit menu, or press
Command+A (Mac OS) or Control+A (Windows).

Mac OS: To drag more than 50 records at one time, hold
down the Option key when initiating the drag.

3. Drag and drop the itemsinto thetarget Gallery
window.

3. With theitemsin the originating Gallery selected,
choose “ Copy” from the Edit menu [or press
Command+C (Mac OS) or Ctrl+C (Windows)].

4. Activate the receiving Gallery window by clicking it,

then choose “ Paste” from the Edit menu [Command+V

(Mac OS) or Ctrl+V (Windows)].
The items will be copied to the new Gallery.
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To Move items from one Gallery to another:

1. Open a Saved Gallery, or create a new Gallery
[choose Window > New Gallery, or click the New
Gallery button on the Toolbar, or press
Command+G (Mac OS) or Ctrl+G (Windows)].

2. Intheoriginating Gallery, select theitemsthat you
want to move. To select all theitemsin the Gallery,
choose “ Select All” from the Edit menu, or press
Command+A (Mac OS) or Control+A (Windows).

3. Choose“Cut” from the Edit menu [Command+X
(Mac OS) or Ctrl+X (Windows)].

4. Activate the receiving Gallery window by clickingit,
then choose “ Paste” from the Edit menu [Command+V
(Mac OS) or Ctrl+V (Windows)].

The items will be removed from the originating Gallery
and added to the receiving Gallery.

Note: Even if you do not Paste the items into another
Gallery, they are not deleted from the Catalog (see page 73).



Tip

When you delete items from a
Gallery, you can verify that the
images have not been removed
from the catalog by examining the
numbers in the lower-left corner
(Mac OS) or upper-right corner
(Windows) of the Gallery window.
Only the number representing
how many items are currently
being displayed will have
changed; the number representing
the total number of items in the
catalog remains the same.

Deleting Items from a Gallery

When items are deleted from a Gallery, they are merely deleted
from the current view, not from the catalog. This allows you to
create Galleries that display just the images you want to see. For
example, you can use the Delete from Gallery feature after you've
searched for a set of images and found that it contains a few
images that you don’t want to display with the others—simply
delete the ones you don’t want in the Gallery.

For information on deleting items from a Catalog, see page 75.

To Deleteitems from a Gallery:
1. From the Gallery window, select the item(s) that you
want to delete.

2. Pressthe Delete (Mac OS) or Backspace (Windows)
key, or choose “Cut” from the Edit menu, or press
Command+X (Mac OS) or Ctrl+X (Windows).

The selected item(s) will be deleted from the Gallery
window, but not from the catal og.

2. Choose “ Delete Items” from the Catalog menu.
3. Choose “ Delete from Gallery,” then click “OK.”

Confirm Delete

Fressz OF. to delete the selected item.
" Delete From Catalog and Gallery

(] |

The selected item(s) will be deleted from the Gallery
window, but not from the catal og.
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Tip

Mac OS: To drag more than 50
records at one time, hold down the

Option key when initiating the drag.

Tip

When moving and deleting
catalog items, remember that you
are working with references to
image files, not the actual image
source files. Deleting catalog
items deletes the reference from
the catalog, it does not delete the
item file. If you accidentally delete
items from a catalog, you can
restore them by re-adding them to
the catalog (you may have to re-
enter keywords or other custom
information).

You can use Portfolio to delete an
item’s source file, see page 83.

Moving and Copying Items Between Catalogs

When you copy items between catalogs, you are actually copying
the item record (all of the information associated with the item,
including the thumbnail, the link to the original file, and any
Custom field data—if those Custom fields have been defined in
the receiving catal og).

To Copy items between Catalogs:

1. If you have not created Custom fields, proceed to step 2.

If you have created Custom fieldsin the originating cat-
alog, open the destination catalog and add those
Custom fields to it.

If you do not recreate the Custom fields in the destination
catalog, Custom field information will be lost when the
records are copied.

2. In the Gallery window of the originating catalog, select
the item(s) that you wish to copy.

3. Drag and drop the itemsinto an open Gallery window
in the receiving catalog.

3. Choose“ Copy” from the Edit menu [or press
Command+C (Mac OS) or Ctrl+C (Windows)].

4. Activate thereceiving Gallery window by clicking it,
then choose Edit > Paste [Command+V (Mac OS) or
Ctrl+V (Windows)].

Theitems and al information in the records will be copied
to the new Gallery.

To Move items from one Catalog to another: To move items
from one catalog to another you will need to add them to the
destination catalog and then delete them from the originating
catalog. You could do this by making a copy of the catalog and
deleting the appropriate items from each, or by copying the items
to the destination catalog and then deleting them from the
originating one (using this method you would have to recreate any
Custom fields in the destination catalog—see above). Or you
could create a new catalog and add the desired items to it, then
delete the appropriate items from the old catalog (using this
method you would have to re-enter any information that had been
manually added to the record after it had been cataloged).



Tip

If you have deleted an item'’s
source file (and you did not do so
using Portfolio’s Delete Original
command), you will probably also
want to delete the item record from
the catalog. You can do this using
the Delete ltems command
discussed here, but if a number of
items are involved it may be easier
to use the Missing ltems command
(see page 125).

LCatalog
FEind... Clrl+F
Find Al Chil+'

Find Placeholder Records
Find Document Text

HReplace... Ctrl+5Shift+F
Add ltems... Chil+E
Update tems Chel+L
Delete ltems...

B ackground Cataloging...

Cataloging Options... Chil+J
LCatalog Properties. . Ctel+5hift-+)
Mizzing Files... Ctrl+5 hift-+hd
Adminigtration... Ctil+H
Slideshaw Ctrl+:

Slideshow Options...

Access... Ctrl+5hift+E

Tip

To avoid being warned each time
you delete items, deselect the
“Confirm Delete from Catalog”
option in Edit > Preferences.

Deleting Items from a Catalog

Since item records contain so much information that might be
difficult to replace if an item is accidentally deleted, Portfolio
provides some protection from accidentally deleting items from
catalogs. First, you must have Publisher or higher level accessto
the catalog (see page 194) to delete items. Second, you will be
given an opportunity to verify that you really want to delete an
item before the item is deleted (this notification can be disabled in
Edit > Preferences).

To Delete items from a Catalog:
1. From a Gallery window, select the item(s) that you want
to delete.
2. Choose “ Delete Items” from the Catalog menu.
3. Choose “ Delete from Catalog,” then click “OK.”

Delete ltems

D [elete From Gallery

@ Lelete From Catalog

Cancel I k. I

=]

The selected item(s) will be deleted from the Catal og.

2. Press Option+Delete (Mac OS) or Ctrl+ Backspace
(Windows).

You will be asked to verify the deletion.

i : Portfolie
Are you sure you want to delete the selected items from the catalog®

Cancel I 0K I

3. Click “OK”
The selected item(s) will be deleted from the Catalog.
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Previewing Catalog Items

When you want to look more closely at any image or play sound
or movie items, you can open a Preview window for an itemin
Portfolio. This saves you from having to launch the application
that the item’s source file was created in.

The Preview window lets you display and manipulate an item in
various ways depending on the item’s type (image, sound or
movie), as described on pages 76 through 81.

Note: Some file types cannot be previewed. If Portfolio is unable
to preview a file type, you are prompted to view the file in the
application that created it. See “ Working with an Item’'s Source
File’ later in this chapter for details.

To Preview an item:

» Double-click itsthumbnail in the Gallery window.

* Select theitem, then press Command+B (Mac OS) or
Ctrl+B (Windows).

* Select theitem, then choose “ Preview Original...” from
the Item menu.

Unless items were cataloged using the Disk Previews option
(page 214), before displaying an item in the Preview window
Portfolio must be able to locate the item’s source file—that is, the
origina file from which the catalog entry was made. If the source
file cannot be found (because the disk is not mounted or the file

3 please insert the disk: has been moved or renamed), Portfolio will prompt you to insert
=l Extensis the missing disk. If the file is no longer on the requested disk,
click “Cancel” and Portfolio will allow you to manually locate
the missing file.

Portfolio 5.0 takes advantage of Apple's QuickTime 4.0 capabilities
for previewing many multimedia formats, if QuickTime 4.0 is
installed. QuickTime 4.0 installers for both Mac OS and Windows
are available on the Extensis CD.



Item Preview—Still Images (Pic

A still image initially appears in a Pre-
view window at actual size (100% mag-
nification) or scaled to fit a window
appropriate to your screen size, depend-
ing on your preferences settings.

A File Name: Displays the file name of
the original image file. When a disk
preview (see page 214) is being dis-
played, the words “Screen Preview of
precede the image name.

B Original Image: Scaled to 100% or to
Fit to Window.

C Zoom In: Click to zoom in, so that you
can see more image detail.

D Zoom Out: Click to zoom out, so you
can see more of the image.

E Fit to Window: Click to fit the image to
the window.

F Switch to Original: This button is
dimmed when the Preview is created
from the original image (from the
source file) If a Disk Preview was cre-
ated when the image was cataloged,
this icon is enabled. Clicking it
replaces the disk preview image with
one created from the source file.

100% 72 0PI

G Current Magnification: Displays cur-
rent magnification. Use the Zoom
tools and key commands from the © @ “

8 ) : Hel
View menu to examine the image. D
i . . Item Properties... 31
H Image resolution: Displays image res- G Edit Original... #M
olution in dpi. (Not available for all file T -
types.) Zoom Out -
| Image size (not available for all file e E3
R . Fit To Window
types): Size is displayed in measure- -
ment type indicated in Edit > Prefer- getimagellalnisplay=

ences. Options are: inches,
centimeters, millimeters, pixels.

J Partial image selection area: Select [ ———— screen Preview 0f Roman Aqueduct.JPG HE
an area of the image to examine or ENEN =
copy.

K Preview window cursor: Crosshair
cursor helps you select an area.

L Contextual Menu: Control+click
(Mac OS) right-click (Windows) in
the Preview window to access this
pop-up.

100% 72 0PI 421 x281] 1




To...

Select a portion of the image

Procedure

Drag a box around the area (Mac OS only).

Select the whole image

Choose Edit > Select All [Command+A (Mac OS)
Ctrl+A (Windows)].

Increase magnification

Click the Zoom In button at the top of the window (shown on
page 77) or choose Item > Zoom In [Command+“+” (Mac OS)
Ctrl+“+” (Windows)]

Decrease magnification

Click the Zoom Out button at the top of the window (shown on
page 77) or choose ltem > Zoom Out [Command+“-" (Mac OS)
Ctrl+“-" (Windows)]

Fit the image to the window

Click the Fit to Window button at the top of the window (shown on
page 77) or choose Item > Fit to window [Command+0 (Mac OS)
Ctrl+0 (Windows)]

Return image to actual size (100%) and adjust
window size to fit

Choose Item > Actual Size [Command+' (Mac OS) or Alt+'
(Windows)].

Switch from disk preview to original
image

Click the Switch to Original button at the top of the window
(shown on page 77) or choose Item > Switch to Original

Edit the image’s source file

Select the item, then choose Item > Edit Original...

Create a copy of the image file

Choose “Copy Original...” from the ltem menu.

Copy the image to the Clipboard

Select an area to copy, or choose Edit > Select All (Command-A
[CtrI+A]), then choose Edit > Copy (Command-C [Ctrl+C]).

Regenerate the thumbnail of a modified im-
age without performing a standard Update

Choose Item > Regenerate Thumbnail (Mac OS only)
(available in Publisher mode or higher only)

View the item’s properties

Choose Item > Item Properties... [Command+| (Mac OS) or
Alt+Enter (Windows)]
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Item Preview—Multi-page documents

Multi-page documents are a similar to
still images, with the ability to flip through
the pages in the preview. You can select
which page is to be used for the preview
and thumbnail image (see chart below).

First Page: Go to first page.
Previous Page: Go to previous page.
Next Page: Go to next page.

Last Page: Go to last page.

Zoom In: See more image detail.
Zoom Out: See more of the image.

@ M moo0O w >

Fit to Window: Fits image to current
window. Scale is shown in (1).

H Switch Original: Open the document in
the creating application. (See below)

I Current Magnification: Shows current
magpnification.

J Image Resolution: Resolution in dpi.
K Size: Size is displayed in measurment

Jofelole

,,lin}.pdf =———HH

[ [ =

Falldlc 6 Erdwiml Fibeare 4 1541

ELLASLIARE FHL T HIL M3 SEAD FHES SLADWIL
s 4 e et iy ot e e e

Portfolio.pdf &F

Fon o oy i b s el s, e e s

type selected in Edit > Preferences. MR __T2ph BPEEEARI D17
L Multi-page Thumbnail Icon: Enable or A $ é
disable in Edit > Preferences.
To... Procedure

Perform standard select and zoom options

See “Still Images” procedures chart on page 78.

Go to the first page in the document

Click First Page

Go to the last page in the document

Click Last Page

Go to the next page

Click Next Page

Got to the previous page

Click Previous Page

Switch from disk preview to original
image

Click the Switch to Original button at the top of the window or choose
Item > Switch to Original. Only available if “Disk Previews” was
enabled during cataloging, turning off view multiple pages.

Edit the image’s source file

Select the item, then choose Item > Edit Original...

Create a copy of the image file

Choose “Copy Original...” from the Iltem menu.

Set the preview and/or thumbnail image to
any page other than the first page

Select the desired page, then choose Item > Regenerate
Thumbnail (available in Publisher mode or higher only)

View the item’s properties

Choose Item > Item Properties... [Command+| (Mac OS) or
Alt+Enter (Windows)]

Viewing Multiple Pagesin the Preview: To view multiple pages
in the preview, Disk Previews must be disabled when the item is
cataloged. Doing so disables the “ Switch to Original” command.
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Item Preview—Movies

A movie item appears in the Preview
window at its actual size with a standard

QuickTime control bar that lets you start,

stop, and step through the movie; select

frames; and control the volume. You = Casahlahca Fin=m =
cannot resize a movie preview. — —
A File Name: Movie file name.
B Movie window: Displays the movie. (B}
C Play/Stop button: Press to start or
stop the movie.
D Volume control (if movie has sound):
Increase or decrease volume.
E Control bar: Shows movie progres- (C}
sion. Drag to start movie at specified
. ofii] b e
location. @ R —
F Duration: Displays movie duration. Sﬁtti“gs 7 W2 0% 0y |7//
Step buttons: Allows you to step \
through the movie frame by frame. Loap Movie
. . Loop Back and Forth
H Options menu: Select Looping, Play- @7 ET=Sr—— @ e ©
back, and Poster Frame options. Y W
Go To Poster Frame
Set Poster Frame
To... Procedure

Select part of the movie

Press Shift and drag the control bar (selected frames appear
highlighted).

Play or pause the movie

Click the play button or press the spacebar. You can also double-click
the movie to play and click it to pause.

Step forward or backward one frame

Click the forward or backward step button.

Increase or decrease volume

Click the volume control and adjust the slider.

Set the Poster Frame

From the Settings pop-up menu, choose “Set Poster Frame”

Go to the Poster Frame

From the Settings pop-up menu, choose “Go To Poster Frame”

Edit the movie’s source file

Choose "Edit Original" from the Item menu.

Create a copy of the movie file

Choose "Copy Original..." from the Item menu.

View the movie's properties

Choose "ltem Properties..." from the Item menu.
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Poster Frame: You can determine which frame of amovieis
used as the “poster frame” for the catalog thumbnail. To do so,
locate the frame that you want to use, then from the movies
Settings pop-up menu, choose “ Set Poster Frame.” (Sets the
poster frame in the file itself.) The Poster Frame can be set only
in Publisher mode or higher.



Item Preview—Sounds

A sound item in the Preview window
appears and works much the same as a
movie item, except that there is no visu-
al component. The control bar lets you
start, stop and step through a sound
item; select part of the sound item; and
control the volume.

A File Name: Sound file name.

. . . Rhapsody in Blue.mid =
B Duration: Displays sound duration. =00y, —
@ 165:13:29
C :l/gllﬂnr?s control: Increase or decrease © @[]
. . Settil vI
D Options menu: Select Looping and — a

playback options.

. Loop Mowvie
E PIay_/Stop. Press to start or stop the L et s @ e @
movie. @ -
Play Selection Only
F Control bar: Shows sound progres- G To Foster Frame
sion. Drag to start sound at specified
location.

G Step buttons: Allows you to step
through the sound frame by frame.

All of the procedures in the table on
page 80 apply to both movies and
sounds.

Item Preview—QuickDraw 3D Images (Mac OS)

A QuickDraw 3D image is a three-
dimensional drawing that can be cata-
loged with Portfolio.

A File Name: 3D image file name. ] =— Red Chair3dmi —=HH

B Views pop-up menu: Click to select a
particular view from the pop-up menu.

C Magnification: Click to enlarge
(magnify) or reduce the image in
the window.

D Rotate: Click to spin the model in 3D

space.
E Move: Click to move the object | I l_l ﬂ @
around inside the window. m» i 4
F Home: Click to return the object to its Z
original view.
G Grabber: Click in the window and Fit To View
drag to rotate the item in real time. Front View @ @ @ @ G
The cursor will change to the grabber Back View
hand and a rotation circle will outline Left View
the image. Right Yiew
Top Yiew
Bottom Yiew
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Viewing Item Properties

You can view al the information available about an individual
item from the Item Properties dialog. This view is helpful when
you want additional information, but don’t want to include it in

any of the Gallery views. You can aso edit the item’s keywords,

description, and Custom Fields from the Item Properties dial og.

Properties - BO2B00D9.JPG

General | Keywordsl Fields I

Mame: E02B0009.JPG
File Size: 20K, File Type: JPG
Location: C:ACatalogs\Gallery Images

Modity Date: 9/14./95 6:25:02 Ak Catalog Date: 1/6/00 10:39:06 Ak
Create Date: 4/3/00 10:23:24 Ak Update Date: 4/3/00 10:28:117 Ak

Drescription:

"white bird in the grass against a black background

QK I Cancel Lol | Help

Item
Item Properties. .. Al-Enter
Edit Keywords... Crl+v
Previgw. .. Ctrl+B
Edit Original... Chrl+hd
Rotate Thumbnail
LCopy Original... Ctrl+Shift+C
Move Oniginal... Chel+Shift+y"
Delete Original... Ctrl+Shift+
Find Original... Ctrl+Shift+F
Bename Original... Crl+S hift+M
Read Digimarc 1D..
Embed Digimarc |D..
Create Placeholder Recard...
Zoamlh [Sirlf+
Zon [k [etrls=
At Siee Ailb
it T St o

To view Item Properties:

* Select theitem, then choose “Item Properties..” from

the ltem menu.

* Select theitem, then press Command+l (Mac OS) or

Alt+Enter (Windows).

You can have up to ten “Item Properties’ dialog boxes open at

one time.




Tip

To change the application that will
be used to edit the item’s source
file, hold down the Option (Mac
OS) or Shift (Windows) key while
choosing Edit Original... from the
Item menu. Locate the application
that you want to open the item
with. The selected application
becomes the one that Portfolio
associates with the file until you
change it.

Working with an Item’s Source File

Once you have identified a catalog item you want, you can work
with it from within the open catalog. For example, you can:

« Switch to another program to edit the source file (the original
file to which the catalog entry points).

* Move, Copy, Delete, Find, or Rename the source file.

* Find out more information about the item.

* Print thumbnails or the item itself.

To Edit an item’s source file:

1. Select theitem in the Gallery window, or open a
Preview window for theitem.

2. Choose “Edit Original...” from the Item menu
[Command+M (Mac OS) or Ctrl+M (Windows)].

Portfolio remembers the name and location of the applica
tion last used to edit the source file for any item of the
same type and creator. |f necessary (such as the first time
you attempt to edit afile of a particular type) you will be
prompted to choose an application and to specify where
the application is located.

Portfolio launches the application, and opens the source
file for editing.

3. Make the changes you want, save the file, and quit the
application.

After quitting the editing application, you are returned to
Portfolio.
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Important

In a multi-user setting, be careful
about moving or deleting source
files unless you are sure that your
entire workgroup wants the files
moved or deleted.

Warning!

Be very careful when using the
“Delete Original” command to
delete source files. Once you
confirm the deletion the files are
deleted immediately and cannot
be recovered.

Important

Mac OS: If you drag an item to
the trash, the original item, not a
copy, is placed in the trash.

To Copy a sourcefile:
1. In the Gallery window, select the item(s) whose source
file you want to copy.

2. Choose Item > Copy Original... [Command+Option+C
(Mac OS) or Ctrl+Shift+C (Windows)].

3. Inthefile directory dialog box, locate and select the
folder you want the original file copied to.

4. Click the“Select” button at the bottom of the directory
dialog box.

Portfolio copies the source file into the folder you
specified.

Note: You can also copy source files by dragging items
from Gallery windows onto the desktop or into folders.

To Move a sourcefile:
1. In the Gallery window, select the item(s) whose source
file you want to move.

2. Choose Choose Item > Move Original... [Command+
Option+Y (Mac OS) or Ctrl+Shift+Y (Windows)].

3. Inthefile directory dialog box, locate and select the
folder you want the original file moved to.

4. Click the“Select” button at the bottom of the directory
dialog box.

Portfolio moves the source file into the folder you
specified.

Important: “ Move Original...” moves the source file from
its current location to the one you specify. If the source file

islocked, “ Move Original..” does not move the file, but
makes a copy of it in the new location.

Portfolio automatically updates the catalog after you move
afile.

To Delete a sourcefile:

1. Select theitem in the Gallery window.

2. Choose Item > Delete Original... [Command+
Option+X (Mac OS) or Ctrl+Shift+X (Windows)].

3. Click “Cancel” if you change your mind or “OK” to
confirm that you want to delete thefile.



To Find a sourcefile:

1. In the Gallery window, select the item(s) whose source
file you want to find.

Ifem 2. Choose Choose Item > Find Original... [Command+
EZTE'DDE'“;S--- *;'t‘fj;te' Option+F (Mac OS) or Ctrl+Shift+F (Windows)].
It Fepwards. .. T+
Breview... Ciil+B The source file will be located and highlighted. Mac OS:
Edit Origiral... Crl+k4

If you select more than one item, Portfolio will open a

Rotate Thumbnai ’ window for each folder containing found items, and
ey Wil Ll highlight al the found source files.
Move Original... Ctrl+Shift+7
Delete Original.. Chrl+Shift+
Find Original... Etrh+Shift+F | % B
Bename Original... Ctel+Shift+H -
a a5 &) DlgltaI_Stul:k ]
Read Digimare 0. & Portfolio Sample Files
Embed Digimarc |D.. = BExtensis I
N ————— I8 scTo0z4.jpg PRI T THS7, 1:42 P &)
= 4CT2001 i wed, Jul 9, 1997, 10:57 &M |5
Zaan |t [Etrl+ K
o ot il T 4CT2039.5pg wed, Jul 9, 1997, 10:57 &M
Botiie| Size flt [ JHI 0005 §pg Fri, Jul 11,1997, 1:42 FM
Fit Ta window B #n10003 jpg Fri, Jul 11,1997, 1:43 FM
P B4B0048.pg Fri, Jul 11,1997, 1:43 FM
F¥ BACDOZE jpg wed, Jul 9, 1997, 10:58 &M
F¥) BUSE004.jpg wed, Jul 9, 1997, 10:58 &M [w|
4 [l DE

If any of the requested source files cannot be found, Port-
folio will locate the files that it can, and present a dialog
indicating that one or more source files could not be found.

Portfolio <]

& Al least one of the zelected files wasn't found.

To Rename a source file:

1. Select theitem in the Gallery window.

Rename Original

2. Choose Item > Rename Original... [Command+
Mame: | Seals JFd | Option+N (Mac OS) or Ctrl+Shift+N (Windows)].

Cancel ] 3. Click “Cancel” if you change your mind or “OK” to

confirm that you want to rename thefile.
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Note

To detect or display Digimarc
watermarks, the item source file
must be JPEG or TIFF without
channels. Portfolio does not
detect watermarks in other file
formats.

Tip

You must have Editor access or
higher to embed watermarks, and
to have the watermark information
that is gathered during a “Read

Digimarc ID” command written to
the item record.

Detecting and Reading Digimarc (Watermarks)

A Digimarc watermark is specia information that may be
embedded in an item’s source file. Digimarc watermarks can be
detected, displayed, and embedded directly by Portfolio.

You can have Portfolio detect Digimarc data automatically when
items are cataloged by selecting this option from the Add and/or
Update tabs of the Cataloging Options dialog (Catalog >
Cataloging Options > Add or Update tab) (pages 134 and 147).
You can display the presence of awatermark and/or the watermark
Creator ID (in the form of alink to the Digimarc website where
you can find out more about the Creator) on items in the Gallery
window by selecting these options in the Customize dialog (View >
Customize).

Using the Read Digimarc command you can have Portfolio
examine an item'’s source file for a Digimarc watermark, then
display information about the watermark. When Portfolio displays
the Digimarc information you can click a button to go directly to
the Digimarc website to obtain more information about the
watermark’s creator. To have Portfolio embed a Digimarc
watermark in the source file, see page 89.

Reading Digimarc Data (Watermarks)

When a single gallery item is selected,
embedded watermark data is added to
the item record in the catalog and that
information is displayed in a dialog box,
as shown here. When multiple items are
selected, the data is added to the item
record in the catalog and a summary
report is displayed indicating how many
watermarks were read.

A Creator ID: Displays the watermark
creator name.

B Copyright Year: Displays the year the
item was copyrighted.

C Image Attributes: Displays information
about the item.

D OK: Click to close the dialog after
examining the displayed data.

E Web Lookup: Click to go to the
Digimarc website to display additional
information about the creator ID (A).
Uses the system’s default web
browser.

Read Digimarc 1D

@—@T Creator 1D 575973
- 1998

37 Copyright Y'ear:
@7 Image Attributes:  Restricted

‘wieb Lookup. ..
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Tip

To display the watermark
detected field (and/or add a hot
link to the Creator ID that will take
you to the Digimarc website),
choose “Watermarked” and/or
“Watermarked URL" from the
fields list in the View > Customize
tab for the selected Gallery view.

To have Digimarc watermark data detected when itemsare

cataloged:

1. From the Catalog menu, choose Catalog Options.

2. From the Add and/or Update tabs, click “ Always Detect

Digimarc.”

Cataloging Options

General Add Update Mapp ingsVFiIe TypesVExclude\

— General

— Wideo

D Extract Keywords

D Extract Description

Gl Use Poster Frame

{2} Use Frame *

D Extract Thurmbnail

O Use Frame after D Secs

D Skip Files without Thumbnails

— Document Text Indexing
D Inde:: Docurnent Test

Edit Exclusions List

E A lways Detect Digimars

—Help
Check this option to look for any keywords stored in the source file, If they
are found, they are added to the Portfolio record’s keyword list.

(ot J [«

When items are cataloged, any existing watermarks will be
detected.

[0 =———— Master Catalog.fdb - Untitled:2

=
Dlzls] (2] ===

[l

L.

progrey jpeglS0.JPG
‘Watermark Detected

brad. JPG
“Watermark Unknown

FPHOOZ JPG
“Watermark Mot Detected

3of 72 4] [z

After watermark detection (if the Watermark display option
is selected in View > Customize), each item will display
one of three states. Watermark Detected, when the creator
code is known; Watermark Unknown, when the watermark
has not been detected or read; or Watermark Not Detected.
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| Item

Item Properties... Alt-E nter

Edit Kewwords. .. Ctrl+v
Preview... Ctrl+B

Edit Original... Crl+bd

Fiotate Thumbnail 3
LCopy Original... Ctel+Shift+C
Move Original... Ctrl+Shift+v"
Delete Original.. Ctrl+Shift+
Find Original... Ctrl+Shift+F
Rename Original... Ctrl+Shift+M

Fead Digimarc 10
Embed Digimarc |D...

Create Placeholder Record...

Zagn (et
Zn e [Etrl -
St Siee Ak
Fit T i e

progrey jpegl S0.JPG
W atermark Detected
STS973

To read Digimarc watermark data from selected items:

1. In the active Gallery, select the item(s) that you want to
display watermark information for.

2. From the Item menu, choose “Read Digimarc ID.”

Reading the Digimarc ID is the process of obtaining and
displaying information contained in the watermark.

If asingle Gallery item is selected when the Read
Digimarc ID command is invoked, Portfolio will display
the watermark information as well as record it in the item
record (see Note below).

FRead Digimarc 1D

@') Creator ID: 575973
Copyright Year, 1998 WebI:ookup...l

Image Attributes:  Restricted

If more than one item is selected, Portfolio will record the
data in each item’s record (see Note below), and display a
summary of the results that includes how many source files
were scanned and how many items were found to have
watermark data embedded in them.

s ADigimarc IDwas read from 1 out of 3
selected records.

Note: The Read Digimarc command can be used to detect
watermark data in any catalog access mode, however
watermark data will only be written to the database in
Editor, Publisher, or Administrator mode.

Displaying the Digimarc Watermark URL: You can display an
active link to the Digimarc web site that will give you more
information about the watermark creator. To do so, choose
“Watermark URL” from the fields list in View > Customize,
then select the desired catalog item and choose Item > Read
Digimarc ID.



Tip

Digimarc is a proprietary system
for adding watermarks to image
files. To embed Digimarc
watermarks using Portfolio, you
will need to have a Digimarc
Creator ID. For more information
or to obtain a Creator ID, visit the
Digimarc website at
http://www.digimarc.com.

Important

Watermark data is permanent and
cannot be removed. If you are
concerned about embedding
watermarks in your files, we sug-
gest making a backup copy of the
source file prior to watermarking.

Embedding Digimarc (Watermarks)

Portfolio allows you to embed a Digmarc watermark directly into
an item’s source file using the Embed Digimarc ID command.
You must be registered with Digimarc to be able to embed
watermarks (see sidebar Tip). Watermarks are permanent data
stored in the item source file.

Portfolio can only embed watermarks in JPEG and certain kind of
TIFF files. Portfolio does not embed watermarks in other file
formats, in 16-bit or multichannel TIFF files, including CMYK
images and grayscale images with alpha channels.

To embed a Digimarc watermark: In the active Gallery, select
the item(s) that you wish to have watermarked. From the Item
menu, choose “Embed Digimarc ID” (Item > Embed Digimarc
ID). Enter your Creator ID and choose the data that you want to
embed in the file. Click “Embed” to complete the process.
Portfolio will add the specified data to the selected item(s)
source file.

Embedding Digimarc (Watermarks)

A Creator ID: Enter your Digimarc PIN
number and Creator ID

B Copyright Year: Allows you to enter
copyright year for the material. You
may leave this field blank.

C Content: Choose Restricted, Adult
Content, or none.

D Watermark Durability: Allows you to
choose a strength for your watermark.
For more information about choosing
strengths, please refer to the file
watermarking_guide.pdf located
inside the Portfolio folder on the
Extensis CD.

E Target Output: From the pop-up
menu, choose the target for
watermark display: Monitor, Web, or
Print.

F Embed: Directs Portfolio to embed the
specified information in the selected
item(s) source file.

G Cancel: Close the dialog without
making any changes to the selected
item(s) source file.

Embed Digimarc 1D

k:@: Creator |D: D = | | ” Ernbed ‘Hfge
0 coprigtvears ]
Cancel 4©
@ O Restricted [ Adult Content
®77 Watermark :@:\
Drurability
Less More
Durable Durable

Tatget Output: | Monitor I

!

* Monitor
‘Web
Frint
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Tip

Placeholder Records can be
created in Editor, Publisher, or
Administrator modes only.

[tem

| Item Properties. .. Alt-Enter
Edit Keywords... Crl+v
Previgw. .. Ctrl+B
Edit Original... Chrl+hd

Fiotate Thumbnail

LCopy Original... Ctrl+Shift+C
Move Oniginal... Chel+Shift+y"
Delete Original... Ctrl+Shift+
Find Original... Crl+Shift+F
Bename Original... Crl+S hift+M

Fiead Digimarc 10,
Embed Digimare |D..

Create Placeholder Record...

Zoamlh [Sirlf+
Zon [k [etrls=
At Siee Ailb
Fit T s e

Placeholder Records

If you need to create a record for an item, but for whatever reason
the item is not yet ready to be cataloged, you can add a blank
record using the “ Create Placeholder Record” command from the
Item menu.

When the catalog is updated, Portfolio will ook for the source
filein the location given when the Placeholder Record is created.

To create a Placeholder Record:

1. Choose Item > Create Placeholder Record...
The Cresate Placeholder Record dialog is displayed.

Create Placeholder Record

Record's Filename (Required)

[ Multnomah Falls tiff

Specify folder on disk (Optional)

| e |

2. Enter the exact name of the item’s source file.

When the catalog is updated, Portfolio will search for a
record by this name, so the name must be entered with the
exact source file name.

3. Optional: Click the " Specify folder on disk” button to
locate and select the folder where the new item’s source
file will be located.

This tells Portfolio where to ook for the new item during
updating, so that you do not have to locate the source file
by hand.

If the folder (where the source file will eventually be
located) does not exist, omit this step. When the catalog is
updated you will be asked to locate the item’s source file.

Note for Windows: If you do not use an extension for the
file, Windows will not be able to find the file when the
catalog is updated, and you will be asked to locate the file.



LCatalog
Eind...
Find A1
Find Placeholder Records

Find Document Tegt

Chrl+F
Ctrl+

Replace... Ctrl+Shift+F
Add lteme... Ctrl+E
Update [tems Cel+LJ
Delete ltems...

Background Cataloging...

Cataloging Options... Crl+)
LCatalog Properties. .. Ctrl+Shift+]
Mizzing Files... Ctel+Shift+hd
Adminigtration... Ctrl+H
Slideshow Ctrl+;
Slideshow Options...

Access... Chel+Shift+B

4. Click “OK.”

A blank record will be created for the item, and displayed
in the gallery with a specia “Place Holder” thumbnail.

[[0 === Master Catalog.fdb - Untitled:2 ==FI1B
Dl (2] | IZI=ER]
Place
Holder

Multnemah Fallz tiff =1

1of72 [4] %

To replace a Placeholder Record information from with the
sourcefile:

1. Inthe Gallery, select the Placeholder Records that you
want to replacewith an actual item.

To locate all of the Placeholder Records in the Catalog,
choose Catalog > Find Placeholder Records.

2. Choose “Update Items’ from the Catalog menu, or
press Command+U (Mac OS) or Ctrl+U (Windows).
When the catalog is updated, Portfolio will search for the
source file in the location specified when the Placeholder

Record was created. If no location was specified, you will
be asked to locate the source file.
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Viewing Catalog Properties

You can view general information and statistics about any catalog
from the Catalog Properties dialog. Statistics include Keywords
used in the catalog and volumes linked to catalog items. You can
also export the keywords list from this dialog (see page 204).

General |S[a[|g[|cg| General  Statistics |
CatalogMame:  Sample Catalog.fdb Latalog Keywaords Count Wolumes Count
Password Set By: Svairl 1 =l e 8
Symbalz 1
Language: English Talking 4
File Size: 1k Technology 1
Telephone 5
Create Date: 4/43/00 Tatal ltkems: 83 Testures 1 =
Modify Date: ~ 4/2/00 Totdl Keywords: 185 Time 1 =
ety IE'\EataIngs Save Kepwords to File...
oK I Cancel Lppll Help ok Cancel | Lol | Help |
To view Catalog Properties:
Catalog * Choose Catalog > Catalog Properties...
Find... #F
Find All % —or—
Find Placeholder Records . .
Find Document Text... ¢ Press Command+Option+J (Mac OS) or Ctrl+Shift+J
Replace... it (Windows).
Add Items... #E . . . .
Scan Volumes... The Catalog Properties for the active catalog will be dis-
Update Items U
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Delete Items...
Background Cataloging...

Cataloging Options... #1

Catalog Properties.. ™3l
Missing Files...

Administration... #H
Slideshow M
Slideshow Options...

ACCESS.. CHB

played. To view information for another catalog, open it
and make it the active window. You can have up to ten
“Catalog Properties’ dialog boxes open at one time.

To view all the Keywordsin the Catalog: Open the Catalog
Properties dialog (Catalog > Catalog Properties), select the
“Statistics tab, then click the “Calculate” (Mac OS) or “Calculate
Now” (Windows) button. Portfolio will list each keyword and
indicate how many cataloged items have each keyword assigned.
Calculating the number of keyworded items may take some time
to complete.



Setting Preferences

You can customize Portfolio to suit your working style and work
more productively by setting preferences using the “ Prefer-
ences...” command in the Edit menu. Refer to the table at the top
of page 95 for descriptions of each User Preference.

Where Preferences are Stored

There are two types of Preferences in Portfolio, User preferences
and Catalog preferences.

User preferences are “user based” and are stored on the user’s
(client’s) machine. These settings apply to any and all catalogs
opened on that machine (such as the Default Catalog to open
when Portfolio is launched).

Catalog preferences are “catalog based” and are stored directly
in the catalog. Catalog preferences apply to only the catalog
where they are set. Catalog preferences (such as the Default
Gallery to open when the Catalog is opened) are shared by every-
one who opens that catalog.

The table below shows each Preference setting and whether it isa
User Preference or a Catalog Preference.

For more information on preferences and settings, refer to the
section of this User Guide dealing with the listed topic.

These settings Accessed in this location Are stored in
View Defaults View > Customize: Save Defaults User’s system

Default Catalog File > Save as Default User’s system

Editing Application List Item > Edit Original User’s system

File Types List Catalog > Cataloging Options: File Types tab User’s system

User Preferences Edit > Preferences User’s system; Catalog
Default Gallery Windows > Save Gallery Catalog

Default Find Catalog > Find Catalog
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To set or change User Preferences:

1. Choose “Preferences...” from the Edit menu, or press
Command+Option+E (Mac OS) or Ctrl+Shift+E

(Windows).

The “User Preferences’ dialog box is displayed.

User Preferences

User Preferences

/ General %/ #dvanced %

General % / Advanced Y

E Confirmm Delete From Catalog

E Show Options Dialog on Add/Update
E Autoplay Movies and Sounds

E Crizplay ‘welcome Soresn

D QuickFind Opens Mew Gallery

EFit Prewview Images to Window

|:| FPrormpt on Untitled Close

EDisplay rmulti - page icon on thumbnail

Y
-

[Default open rmode : | Publisher

Image Dimensions : | Pixels -

Index Node Size: K

Language : | English

1k

E Open Gallery with Catalog

D Inde: Description

[_caeer |

Ok

Cancel ] I Ok, ]

2. Select the desired options (see page 95) from the
General and Advanced tabs.

3. Click “OK.”




Preferences-General tab

Confirm Delete from Catalog

Result

When selected, the “Confirm Delete” dialog box appears when you
delete an item from the catalog.

Show Options Dialog on Add/Update

When selected, the Cataloging Options dialog box appears when you
add items to or update items in a catalog.

Autoplay Movies and Sounds

When selected, movie and sound files are played automatically in
Preview windows; you don't need to click the Play button.

Display Welcome Screen

When selected, a dialog box prompting you to create a new catalog or
open an existing one appears when you launch Portfolio.

QuickFind Opens New Gallery

When selected, QuickFind (page 35) will display found items in a
new Gallery window.

Fit Preview Images to Window

When selected, images are automatically scaled to fit Preview windows.
When unchecked, images appear at 100% and scroll bars appear in
the window to allow you to view the entire image.

Prompt on Untitled Close

When selected, always prompts you to save untitled (unsaved) Galleries.

Default Open Mode

Select the access level with which Portfolio will open the catalog:
Reader, Editor, Publisher, or Administrator (see pages 192-201).

Image Dimensions

Select the unit of measure for displaying image dimensions. Applies to
displays in the Gallery and Preview windows. Note: Pixels are the only unit
measure used in height and width fields.

Display Multipage Icon on Thumbnail

When selected, a multiple page icon is added to the item thumbnail in the
lower right-hand corner.

Preferences-Advanced tab

Index Node Size <specify>

Result

Controls block size written to the Portfolio database. Generally, increasing
the node size to 4K or 8K will increase the performance of Finds and Sorts,
but may slightly decrease the speed of cataloging. IMPORTANT: Portfolio
4.0 is only capable of reading catalogs created with a 1K node size. For
this reason the default has been left at 1K. If you are working in an envi-
ronment that contains Portfolio 4.0 and 4.0.1 users, do not change the
node size. If all users in your environment have upgraded to 4.0.1 or 5.0, it
is recommended that you create new catalogs with a node size of 4K or 8K
to achieve better performance. If you are using the Portfolio Server version
4.0.1 or later, you can safely change the node size for served clients, even
if some of the clients are using Portfolio 4.0.

Language <specify>

Sets what sort of tables are used for a catalog. If you are about to create a
catalog for a language other than English, change the language here so
that values will sort properly in that language.

Open Gallery with Catalog

Determines whether a gallery will be opened whenever a catalog is
opened. If you have large numbers of records in your galleries, turning this
option off will allow the catalog to open more quickly.
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If the active window is a Pre-

view window when the Print
command is selected, you
will see a standard “Print”
dialog box that contains no
special options for Portfolio.

If the active window is a
Gallery window when the
Print command is selected,
the print dialog box includes
the options described in the
table on page 98.

Printing Catalog Items

Although you will typically find and select a catalog item either
to edit the source file, view it, or use it in another document, you
might want to print from the catalog itself—to show to a client,
for example, or to evaluate items for possible use in a document.
You can specify margin size, and how many items to print per
page (grid).

Choosing “Print...” from the File menu prints the contents of the
active window. To print thumbnails or alist of catalog items,
select the items you want to include and place them into a Gallery
window. Select the appropriate Gallery view (Thumbnail, List,
Record). Customize the Gallery view just the way you want it to
appear, including sorting, manually reordering items, borders,
background colors, and the like.When the Gallery is set up just
the way you want it, select “Print.”

Printer: [PrintMaster SMPLWB | % | Destination:
[ Portfolio™ 5.0 =
O Headerl I
[ Footer | |
M Number Pages from:l:l Top {Inch)
Musecrid [+ |x[+ | en 5] 5 Juone
Print Using: [ Thumbnails in Catalog i]

Quality: | Best (Slowest) %In
Cancel ] |[ Print ]|

Printing Grids: When you specify a grid size for printing,
Portfolio will generate pages with the indicated number of
images. That is, 4x4 indicates a page with 16 image cells, 4
across and 4 down. Images will be scaled (enlarged or reduced) to
fit. Text is not scaled, only the image and border (if any).

Note: If the grid is set smaller than the thumbnail size (such as
2x2), the thumbnails will be enlarged, potentially causing
pixelated images. However, such a setting can be used to
advantage to create high-quality, large thumbnails if you print
“ Actual Images’ instead of “ Thumbnails in Catalog.”

Printing Single Images: To print a single full-size image, print
from a Preview window.



Printing Options

You can print selected images in the
catalog either as the actual images or
as thumbnails. You can specify the
number of thumbnails to display on the
page and margin space.

A Portfolio options: Select the Portfolio
application from the pop-up menu

B Header: Enter text for page header.
Footer: Enter text for page footer.

D Number Pages from (Mac OS),
Print Range (Windows): Begins
printing from the page indicated.

E Use Grid (Mac OS), Thumbnails
Layout (Windows): Allows you to
enter number of Rows and Columns.
If checked, Portfolio will scale the
images to fit the grid indicated. If
unchecked, Portfolio will fill the page
with actual-sized thumbnails.

F Print Using: Choose from Thumbnails
or Actual Images.

G Quality: Available only when Actual
Images has been selected in (F).
Options are: Best, Better, Good

H Margins: Set page margins: Top,
Bottom, Left, Right

Mac OS

Printer: [PrintMaster 5MPLWS | 2

+—{ Portfolio™ 5.0 2]

865

| Headerl

+— 1 Footer ‘

[ Number Pages Irum:l:l Top

I Use Grid i EI EI
Left
——Print Using: | Thumbnails in Catalog =%

Quality: | Best (Slowest)

M

{Inch}

Eﬂight

Bottom
Save Settings

Destination:

Actual Images
+ Thumbnails in Catalog

+ Best (Slowest)
Better
Good (Fastest)

Windows

Print

Frinter

Hame: |EF‘SDN Stylus COLOR 800

Status: Ready

Tupe: EPSOM Styluz COLOR 800

‘where:  LPTT:

Commet: ™ Piint
Print range Copies

& Al

Mumber of copies:

" Pages from: [1 ta:

Header: ¥ Print Page Numbers
Eooter,

Marginz [inches)

Starting Page Mumber:

111 ]

Top: ,T Left: ’T
Battam: |51 Bight|n 51
Print using: © Actual Images ¢ Thumbnails in catalog
Quiality: o
~

to file

-

—

Thumbnails Layaut

LColums:
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Gallery Window Printing Options

Print Option Result
Header Prints a text header centered at the top of the page.
Footer Prints a text footer centered at the bottom of the page.

Number Pages

Page numbers on each printed page. Enter a starting page number in
the “Number Pages From” text box if you want the start page numbering
at a number other than “1”.

Use Grid

Enter grid size for the layout. For example, to print 16 images per page,
enter a grid of 4 x 4.

Print Using... Actual Images

Thumbnails in Catalog

Prints thumbnails using the original source files if available. This option
generally yields a higher-quality output, but can be time intensive because
Portfolio must open and process each item’s source file when creating its
thumbnail. Thumbnails in the catalog are substituted for any actual images
that are not found.

Always prints from the thumbnail images available in the catalog.

Quality Best
Better
Good

Provides the highest-quality output but the slowest print times.
Provides medium-quality output at moderate print times.
Provides the lowest-quality output but the fastest print times.

Margin

Specify margin (white space at edges of page) for Top, Bottom, Left,
and Right

98

Technical Notes

“Print Using Actual Images’ with Quality set to “Best” isa
printer-intensive task. Some printers are not equipped with
enough memory to support the amount of data being downloaded
to the printer. If you experience problems, try switching to the
“Better” or “Good” setting. 1t's a good idea to run the “Missing
Items’” command before printing actual images.

Thumbnails rotated in the catalog are printed with their original
orientation when using “Print Using Actual Images.”



Customizing Gallery Views

You can change the layout of any Catalog Gallery view. This
allows you to display precisely the information you want to see,
including the information in any custom fields that you have
created.

To customize Gallery views:

1. Choose “Customize...” from the View menu, or press
Command+D (Mac OS) or Ctrl+D (Windows), or click
the Customize button on the Toolbar.

The Customize Gallery dialog (page 101) will open to the
tab associated with the current Gallery view.

2. Select the options you want.
The view options are described in the table on page 100.

3. If you are going to modify any of the other Gallery
views, click “Apply” to apply the selectionsto the
Gallery window without closing the Customize Gallery
dialog box.

4. When you have finished selecting options, click “OK” to
apply the changes and close the dialog box.

Note: Click “ Save Defaults’ to save the current settings as
the default layout for each Gallery view. The layout will
then be used for all new Gallery windows displayed in
each view.
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Option Choices

Description

Type Font Sets the display font for the view.
Size Sets the font size for the view.
Style Sets the font style for the view.

Thumbnail Size Sets the size of thumbnails in Thumbnail and Record view.
Borders Sets the type of border (or none) for thumbnails.

Space Between

Sets the number of pixels between thumbnails in Thumbnail view.

Text Color

Sets the color of text in Thumbnail, List, and Record view.

Background Color

Sets the window background color on which the records are displayed.

List Text Color

Sets the color of the text in List view.

Background Color Sets the window background color in List view.

Fields List

A scrolling list of all available fields in the catalog. Select a field name
to have it displayed in the current view. Drag field names to rearrange
list order, representing the order in which the fields will be displayed.

In Thumbnail view, the Filename field is selected by default. In List
view, the Filename, File Size, Last Modified, Volume and File Type
fields are selected by default. In Record view, the Filename field is
selected by default. In List view, the Filename, Path, Keywords, and
Description fields are selected by default.

In Record view, the number of lines in the display for Description,
Keyword, and Custom Fields of type “String” that have “Display Multi-
line” enabled or are Multi-valued fields can be edited (item (O) on
page 101). Click the number displayed to the right of these fields to
access a pop-up menu (Mac OS) or click in this area to open an edit

dialog (Windows).

Display as List

Record view only. Sets window to display records as a continuous list.

Show Field Names

Record view only. Sets window to display Field Names in front of
information fields. Field Names are displayed in bold.

Edit

Allows editing of fields in Record View (System fields cannot be edited).
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Customize Gallery—Thumbnail, List, and Record Views

You can customize each of the three
Gallery views (Thumbnail, List, and
Record) using the following options.

A Thumbnails tab: Selections apply to R
Gallery window Thumbnail view. g CBLBTTES SaHTER
B Type Select how the text will be dis- Thurnbnails List Record Sawved Options
played in the window. Options include Tupe —
Font Type, Size, and Style. Fant: Helvetica : «* Phane Number = o
[ + ‘website
C Thumbnail: Select Thumbnail Size, B Size: ¢ Desarption
Background Color, Text Color, and e e
X S e i = d
Space Between image thumbnails (in ! Eﬁfegsmn ‘in
! ; e Size
pixels). From the Border pop-up menu Thamenl ......Eilename
create and select thumbnail Borders. Size: 54 64 pixels 3 e “
D Apply: Click to apply the selections on || B iE=ent o0 2 Last Updated
the selected tab to the Gallery without (C) Spase Between (Pixels): File Type ac
; . a6 Zore
closing the dialog. Background Calar : ] Path
. Short Filename ‘win
E Save as Defaults: Click to save the Text Color : [ Thumbnail Size |
settings on all tabs as the Default Yolume
settings for that Gallery .
F Restore Defaults: Click to revert set- Apply ] [Save 2z DefauHsI [Restore Derauus] [ Cancel ] ” oK ]I
, " ;

tings to the factory set defaults.

G Cancel: Click to close the dialog box
without making any changes.
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H OK: Click to accept the changes and
close the dialog box.

I Information Fields Item: Click an item Customize Gallery
to select it for viewipg (_CheCk indi- Thurnbnails Y / List Record Y/ Saved Options
cates selected for viewing). Drag e
items up or downl to position them in Fat R T 7 Fllename [«]
relation to other fields. 7 Last Medified
@ || = “ File Tuge Mao
J Information Fields: Displays the full e
. . . . Style: Bold 5
list of information fields that can be o - Edtensin wn
A escription
added to the Gallery view. Kewwords
o Lreated
K List tab: Similar selections as pact Updated
Thumbnails tab but without thumbnail T e
options. Adds List Background and List
Text Color. Selections apply to Gallery Back: Thumbnails Y/ List \, /" Record \ / Saved Options i
window List view. Text Tyve — 2
. . Font: Geneva B iwiaie é o
L Record tab: Similar selections as — 7 Keywords = 5
] B ERY
Thumbnails tab, except that records o || 7 L______T5]) st 3 2
are listed in a scrolling vertical window. Style: Cteqory | ! :
. . Crested 10
M Display as List: Allows you to show Thumtnail Creator Mac "
records as a continuous list. Sizs: Extension win =
i . File Type Mac 14
N Show Field Names: Allows you to add Border: et 15
Field Names to the information fields. Backqround Coler: 1 Last Modifies 17
Field Names are shown in bold. Tt Golor . o . S
. . . . . Short Filenarne ' in | 20
O Edit: Click to allow editing in place in [ visplay asList [ Show Field Mames [ Edit Thurbnsil Size B
Record View (page 146). 07
. . Appl 15- Default; Rests Default; C. | Ok
P Fields List pop-up menu (Mac OS) or M — B [Erkbee | || J

Edit Dialog (Windows): Allows you to
specify the number of lines to be used @
for displayed information in Keywords,
Description, and Custom Fields that
allow multiple lines (see page 209).

©

@
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Customize Gallery—Saved Options

Allows you to set up Find Galleries
(page 65) and provides Sorting options
for Saved Galleries opened
automatically when the Catalog is
opened.

A Saved Options tab

B Find Gallery: Allows you to create a
Find Gallery from the currently active
gallery.

Load Saved Find when Opened:
When selected creates a Find Gallery
by attaching the indicated Saved Find
to the current gallery.

Saved Find: Select from the list of
Saved Finds.

C Sorting: Keeps the Gallery sorted.

Field: Specify the sort field for the
gallery.

Sort Order: Specify Ascending or
Descending.

Keep Gallery Sorted: When enabled,
keeps the gallery sort order intact.

D Gallery: Click to open the current
Saved Gallery when the Catalog is
opened.

E Save as Defaults: Click to save the
settings on all tabs as the Default
settings for that Gallery.

F Restore Defaults: Click to revert
settings to the factory set defaults.

G OK: Click to accept the changes and
close the dialog box.

H Cancel: Click to close the dialog box
without making any changes.

| Apply: Click to apply the selections on
the selected tab to the Gallery without
closing the dialog.

Customize Gallery

Thumbnail Viewl List Viewl Fecord Wiew Saved Options |

i~ Find Gallery

@7 V¥ Load Saved Find when Opened

SavedFind: [JFG =

— Sorting
¥ Keep Gallery Sorted

¥ Azcending

— Gallery

@ Field: Filename j
®

Save as Default I Festare Defaults | u]: I

Cancel |

Apply

e o o

(H]
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Tip

You can create stunning borders
almost effortlessly with Extensis
PhotoTools, an exciting collection
of Photoshop plug-ins that allows
you to create custom bevels, drop
shadows, embosses, glows, and
more! A Demo version of
PhotoTools is available on the
Extensis CD.

Adding Bordersto Thumbnails

You can highlight your catalog thumbnails by displaying them in
the Gallery window with Thumbnail Borders. Portfolio provides a
few sample borders for you to use, and you can create unlimited
effects using your own border designs.

Any bitmapped image (PICT, BMP) can be used—all you need to
do is create your border design, copy it to the system clipboard,
paste it into the Edit Borders dialog, then select it in the
Thumbnail or Record tab of the Customize Gallery diaog.

All thumbnails in the Gallery window will be displayed with the
selected border. Using the Save Galleries feature (page 61) you
can set up special Galleries of items with borders, and others
without, or specify different borders for different Galleries.

O =—————bsBordersfdb -7

= H0H

Borders.fdb - 8

Ee———————
DR 1FERRE

ACTO024.jpg ACT2001.jpg

ANIOOOS. jpg ANTODOS.jpg

ACT20E9 jpg

BABO04S jpg

Til] ¥

ACT2001.Jpg ACT20%9 jpg

ANIDOOS. jpg ANTODDB.jpg BABO048 jpg

5079 [4]

=]
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Gof g [T [r

When adding borders, you specify which thumbnail size you want
your border to apply to. The Border Box that Portfolio provides
for each thumbnail size is 25% larger than the thumbnail, so your
borders should be 25% larger than the thumbnail size you intend
to use them with (see sidebar table on page 106). If your border
is larger than the Border Box, it will be scaled down to the proper
size. If it istoo small it will be hidden by the thumbnail; it may
be visible if the item displays as an icon.
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Edit Thumbnail Borders

The Borders dialogs allow you to add
thumbnail borders to the catalog, and
change the options of currently installed
borders. Before a border can be dis-

played you must select it from the =——— borders
Borders List in the Customize Galleries | [Presentations | @
dialog (View > Customize: Thumbnail 0 Yignette_05 .

tab or Record tab). Edit.. +—®

A Borders List: Displays a list of
Borders available in the catalog. petete. | +—@®

B New: Opens the Edit Borders dialog
to create and name a new border.

C Edit: Opens the Edit Borders dialog
allowing you to edit the currently
selected border (A).

=
o
II i

e
D Delete: Deletes the currently
selected border. = Cancel | ,46

E OK: Close the dialog box and save
any new or modified Borders.

F Cancel: Close the dialog box without
saving any changes.

Borders
G Border Name: Displays name of
. . ‘37— Eorder Mame : Elue Button
border being edited. Enter name for L J |
new border here. @ Thumbnai size: 12112 pixels 3
0o . Border Size: 140 3 140
H Thumbnail Size: Select size of 0— Aotus] Size: 140w 140

thumbnail border is being created for.

| Dimensions: Displays border size [ paste

and actual size.

J Border Box: Represents the area =
allowed for the border. Box size

changes based on the selected
thumbnail size (see table on page
106). The border that you paste is

displayed here. ®

K Transparency Pixel: Sets the color
map for the transparency (see
page 108).

I
yPRrYy

L Save: Close the dialog and save the
Border box(es).

M Cancel: Close the dialog box without
making any changes.

N Paste: Copy the border to the system
clipboard, then click this button to
paste it into the Border box (J).

O Clear: Clears the Border box for the @
currently selected thumbnail size.

P Clear All: Clears all Border boxes.
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To select athumbnail border:

1. Choose View > Customize, or press Command+D
(Mac OS) or Ctrl+D (Windows), or click the Customize

button.
2. Click the Thumbnailstab or Record tab to select it.

Borders are not available in List view.
3. Choose the desired thumbnail Border from the Border

pop-up menu.
Customize Gallery
Thurnbnails List Record
— Type
= + Mendar -
Font: Geneva - + Phone Nurnber é
¥ ‘Website —
Colar Mode
Created
e Extension %in
— Thumbnail peseription
Size: Filenarne
FPrezentations Height
Border: Horizontal Resalution
Keywords
Space Between (F Last Modified
Last Updated
Background Color : l:l Creator Mac
File Type Mac
Text Color: - Zone Mac -
Fath -
Apply ] [Save as Defau]ts] [Restore Defau]ts] [ Cancel ] ” 0K ]I

4. Click “OK” to close the dialog and apply the border to
theitemsin the active Gallery.
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Thumbnail Size

Border Size

32x32 40 x 40
64 x 64 80 x 80
112 x 112 140 x 140
256 x 256 320 x 320

106

To add a thumbnail border to the catalog:

1. From your image editing application, copy your border
to the system clipboard.

2. From Portfolio, choose View > Customize, or press
Command+D (Mac OS) or Ctrl+D (Windows), or click
the Customize @] button.

3. Click the Thumbnailstab or Record tab to select it.
Borders are not availablein List view.

4. Choose " Edit” from the Border pop-up menu.
The Edit Borders dialog will be displayed.

5. Click “New,” then enter a name for the border.

6. Select the thumbnail size to which you wish to add the
border.

7. Pastethe border—it will be pasted into the selected size
Border Box. When you have finished in the Edit Borders
dialog, click “ Save”

You can paste the same or a different border for each
thumbnail size.

8. When you have finished in the Customize dialog, click
13 OK."

How BordersWork / Border Transparency

Border images are displayed behind the thumbnails. This means
that thumbnails and icons will aways be displayed in their entire-
ty, at whatever size and orientation they are, “overlapping” the
border image.

Portfolio looks at the center pixel of the selected border image
and sets that as the designated transparency color. This allows
you to create borders that behave like a transparency mask, allow-
ing the background to show through certain areas of the border
design (see the Side Border example on page 106). Wherever the
transparency color appears in the border image, the background is
allowed to show through. So you can designate areas of the bor-
der image as transparent by coloring them the same color as the
center pixels of the border image.

Portfolio always sets a transparency color using the center pixel
of the border image, whether you intend to create transparency in
your border or not. For example: Suppose you have a border
image that is a white box with a black border, and your Gallery
background color is blue. Portfolio will set the transparency color
to white because the center pixel of the border image is white. If
the thumbnails completely cover the white area of the border



The center pixel of the Border image
(E) sets the transparency (mask) color.
Everywhere on the Border image that
that color appears becomes a masked
area, allowing the Gallery background
to show through.

A Border Box Outside Edge: The
outside edge defines the largest area
that the border will occupy. In this
example, the border image is 140 x
140 pixels.

B Border outer box: In this Border
image we created two boxes. Notice,
in the Gallery example, how the
thumbnails overlay the Border. Com-
pare the Border image and its effect
on the thumbnails to get an idea of
what you need to do to create the
border effect you want.

C Border inside box: This is the inside
box of our image. Notice the effect
on the thumbnails in the Gallery view
below.

D Masked areas: In this example, all
four corners of the Border image
were painted the same color as the
center pixels. This allows the gray
background in the Gallery to show
through at the corners of the Border,
creating a “slide” effect.

E Transparency Pixels: Portfolio always
sets the color of the center pixel as
the transparency color. By creating a
4 x 4 pixel box and coloring it pink,
then coloring the four corners with
the same pink color, we created a
mask along the corners that allows
the background to show through.

Border Mame :

Thurnbnail Size :

Barder Size:
Actual Size:

112 2 112 pixels

140 140
140 = 140

Extensiz Slide

(o) oo)>)

[

Portiolio 5.0 AT

Save

Cancal

Paste

Clear

Clear Al

Borders.fdb -3

S
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image, you will not see the blue background. If the thumbnails

do not completely cover the white area of the border design, some
blue will show through. This may or may not be what you want.
To eliminate potential problems and ensure that you can change
backgrounds without being concerned about transparency, it's
good practice to add a color in the center of your border image
(using a4 x 4 pixel square works well) that does not appear any-
where else in the border image.

To set the transparency color of a Border image:

1. Choose a color that isnot used anywherein the Border
design.

This will be your designated transparency color.

O = frame.bmp @ 150% (RGE= E1 B

Center pixels
define o
transparency
color

150% |4 [+ 2

2. Color a4 x 4 pixel areain the center of theimage with
the transparency color you selected in step 1.

You could color alarger area with the transparency (mask)
color, but a4 x 4 pixel areaislarge enough to see, yet
small enough to be completely covered by the item thumb-
nail or icon.

3. Using the transparency color, color in the areas that
you want to mask.

Everywhere on the Border image that the transparency
color appears will become transparent, allowing the
Gallery background to show through.

Note: Thumbnails (and icons) cannot be made transparent.
Thumbnails and icons are displayed on top of the Border
image and will cover the Border design in that area
whether the Border is transparent or not.

4. Copy and paste the Border image into the Border Edit
dialog as outlined on page 106.



Tip

You can close the Slideshow
controller and use the following
keyboard shortcuts to run your
Slideshow. This allows you to run
the show with nothing on the
screen but the images.

Quit Slideshow Esc
Previous Item Page Up

Next Item Page Down
Last Item End
First Item Home

Slideshows

The Portfolio Slideshow feature lets you create dide shows from
your catalog images (not thumbnails) that can run automati-
cally—with the images being advanced in specified intervals
—or that can be manually advanced.

Portfolio uses the images in the active Gallery for the slide show.
The screen is blanked and the images are displayed against the
background color of the current Gallery view. You can elect to
show images at their actual image size, or to have them scaled up
to fit as much of the display screen as possible. (If anitem istoo
big for the screen, it is automatically scaled down.)

When locating items for a Slideshow, if adisk preview is
available, it will be displayed. If no disk preview isfound and the
source file cannot be found, the item thumbnail is displayed.

You can aso have the dlide show run automatically (Catalog >
Administration... > Startup tab) when Portfolio is launched; in this
case the last-saved Slideshow Options are used.

Display Field

Portfolio 5.0 allows you to specify afield to be displayed along
with the image in slideshows. This option is available on the
Slideshow Options dialog (page 110).

Transition Effects on Export (Mac OS)

When you export a Slideshow as a QuickTime movie (Mac OS),
you can add from QuickTime's built-in transition capabilities to
enhance your movie. To use transitions, QuickTime must be
installed and the Transitions option selected on the Export
QuickTime Movies dialog (page 191).

Transition settings can be changed using the Edit button on the
Export QuickTime Movies dialog. Edit options rely on and use
QuickTime internal technology. That is, they are controlled by

QuickTime, not Portfolio.
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Slideshow Options

A Control: Select Manual, for manually
run slide shows, or Timed, for auto-
running slide shows. You can enter a
delay from zero to 99 seconds.

B Display Size: Actual Size displays the
images at the actual size of the
source file image. Full screen allows =———Slideshow Options
Portfolio to scale the image up to fit

the display screen. In all cases, if the BT @

image is too large, it will be scaled @) Manual

EI Second [elay

C Continuous Loop: Allows you to set
auto-running slide shows to loop
continuously.

Display Size
D Display Field: Allows you to specify a @) Actual Size
field to be displayed with the records
in the slideshow. Select field from the G Full Sereen

Display Field pop-up menu.
|:| Continuous Loop

E OK: Close the dialog box and save
the changes.

T T

F Cancel: Close the dialog box without
making any changes.
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Slideshow Controls

A
B
C

D

E

F

G

Slideshow controls are displayed on-screen
during the slideshow, unless this option is
disabled.

Manual Preview Controls

Beginning: Click to go to first slide.
Back: Click to go back one slide.

Stop: Click to end the slide show and
return to Gallery view.

Forward: Click to go forward one
slide.

End: Click to go to the last slide.

Record Controls

Delete Record: Click to delete the
current record from the Gallery.

Delete Original: Click to remove the
original item from the disk.

Copy Original: Click to copy to original
item to a new location.

Move Original: Click to move the
original item to a new location.

Rename Original: Click to provide a
new name for the original item.

Timed Preview Controls

Manual Mode
Preview
4 4 || » | MHJ|—— controls
> |F D_I+ Dj a&ll —— Record
Controls
G ©60 0 9©
Timed Mode

Preview Controls

K Pause/Continue: Click to pause and
continue a Timed slideshow
L Stop: Ends an AutoRun slideshow
and returns to Gallery view.
Slideshow Controls
Manual Preview Controls: Allow you to move from slide to
Tip dlide in manually run slideshows. Available to all access |levels.

To start your Slideshow quickly,
press Command+; (Mac OS) or
Ctrl+; (Windows).

Record Controls: Allow you to manipulate records and their
original items without leaving the slideshow. Helpful for proofing
records quickly without returning to the Gallery. Requires
Publisher or higher level access.

Timed Preview Controls: Allow you to pause atimed dlide
show, for example to illustrate a point, and then resume play.
Available to all access levels.
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Slideshow Options [ x] To set up a Slideshow:
_E?mﬂamuel 1. From the Catalog menu, choose Slideshow Options...
S e . _ _
© dned Lo | 2. Select the desired settings (page 110), then click “OK."
lT Second Delay
e To run a Slideshow:
" Eull Sereen 1. Configure a Gallery window with the items you would
I Continuous Locp liketo bedisplayed in the slideshow, and arrange the
7 Display Figkt:~ [Flerame 7] itemsin the order in which you want them to be shown.
You can show still images, 3D images, movies, and
sounds. Anything that can be previewed in Portfolio can be

displayed in the dlide show.

2. Choose Slideshow from the Catalog menu, press
Command+; (Mac OS) or Ctrl+; (Windows).

Controller (B ZH 3. For manually run dlide shows, click the arrows on the
Manual Mode |14 «|m|» | »] controller to moveto the next | »] or previous [ 4] item.

Click thefirst/last arrows to move to the beginning [
or the end [#] of the show.

4. Timed slideshows begin automatically, but you can stop
and start the presentation (perhapsto elaborate or
answer questions) and restart using the pause button

on the mini-controller.

Mini-controller OB

Timed Mode EE

If the Slideshow is not on “ Continuous Loop” it will end
when the last item has been displayed.

5. To stop the slideshow and return to the Gallery window,
press the Stop [m] button.

Note: When using a timed delay, images do not start load-
ing until after the delay period. This means that (depend-

ing upon system parameters) with a delay of 4 seconds, a
small image might show up in 4 to 4-1/2 seconds, while a
large image might take longer.

Hiding the controller: You can hide the controller in both auto-
matic and manua mode by clicking its Close Box, then use the
keyboard commands (page 109) to run the Slideshow.

Display Field: You can display information about each item in
your side show by enabling the “Display Field” option (Catalog
> Slideshow Options) and selecting the field that you would like
to display.
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Creating and Managing Catalogs

Tip

Most of the procedures in this chap-

ter require Editor or higher level
access to the open catalog (see
pages 193 and 194).

Important

When a new catalog is created,
Portfolio also creates a supporting
file with a “.adm" extension; this
file is placed in the same folder as
the catalog. The “.adm” file is
used to control file access in a
multi-user environment. If you
delete the file Portfolio will recre-
ate it. Deleting the file in a multi-
user environment can cause
unexpected problems for catalog
users.

Welcome

Q} Create a new Portfolio catalog

D Open an existing Portfolio cataleg

Ce=)

This chapter describes how to create and modify Portfolio
catalogs, including: adding items to a catalog; selecting
cataloging options; adding information to items such as key-
words, descriptions and custom fields; updating cataloged items;
and creating and using Master Keyword lists. Also covered are
catalog Access Levels and networking without a Server.

For information on managing a Portfolio Catalog Server see
“Server Administration” starting on page 221. For information on
using Portfolio to find and retrieve cataloged items, see “Viewing
and Searching Catalogs,” starting on page 23.

Creating a New Catalog

To catalog items in Portfolio you “add” them to an open
catalog—Portfolio then handles the catal oging automatically.
You can add items to a new catalog or to an existing one. New
catalogs created in Portfolio are initially empty.

This section shows you how to create a new, empty catal og; to add
items to the catalog, see “Adding Items to a Catalog” on page 118.

Note: You'll notice that the Portfolio catalogs you create are
automatically given a“ .fdb” filename extension, even on the
Macintosh. This is to ensure cross-platform access to your
catalogs. Macintosh users who do not work in a cross-platform
environment can delete the “ .fdb" extension in the Save dialog
when the file is named and saved.

To create a New catalog:

1. Open the Portfolio application by double-clicking its
icon, or by selecting it from the Start
menu (Windows). When the
Welcome dialog appear s, select
“Create a New Portfolio catalog,” then click “OK.”

Partfolio™ 5.0

To prevent the Welcome dialog from being displayed each
time you open a catalog, deselect this option in Edit >
Preferences.
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) 1. Click “Cancd” at the Welcome dialog. When Portfolio

Portfolio automatically opens new opens, select “New...” from the File menu, or click the

catalogs in Administrator mode. “New Catalog” button on the button bar, or press

Administrator mode gives you the Command+N (Mac OS) or Ctrl+N (Windows).

necessary permissions for modify- . .

ing catalog structure. 2. Specify a name and location for the new catalog, then
click “ Save.”

You cannot share a catalog when
it is in Administrator mode. Before

sharing the catalog, switch to Pub- ety
lishing mode or lower (Catalog > Savein: |3 Fortioia § | e |
Access). (See page 194) Fiters

[ Phatos fdb

B Sample Catalog.fdb

Save as ype: IPortfoIio Catalog Files [*.fdb) j Cancel |

Portfolio creates the catalog and opens a blank Gallery
window.

3. Add itemsto the catalog as described in “Adding Items
to a Catalog” on page 118.

114



Catalogs Palette

The Catalogs palette allows you to
easily work with all open catalogs,
whether or not any Galleries are
opened for them.

To show the Catalogs palette, choose
“Show Catalogs” from the Window
menu.

A
B

Catalogs palette tab

Catalog Names: Lists all the currently
open catalogs.

Open Galleries: Indicates how many
galleries are currently open for each
listed catalog. You can open catalogs
without opening any galleries.

Search Indicator: An icon in the far
left column indicates that the catalog
is selected for cross-catalog search-
ing. No icon indicates that the catalog
will not be included in cross catalog
searches.

Open: Click to access the Open Files
dialog to locate a new catalog to
open.

Close: Click to close the highlighted
catalog.

Catalogs palette fly-out menu: Select
a Catalog on the list, then select a
function to perform from the fly-out
menu. See page 116.

Catalogs | ﬂ Dpen Catalog...
®7 pal | Catalog | Galleries| Close Catalag
}D Sample Cat... 1 Hew Gallery
P Master at... 1 Mew Gallery with Find Al

Cloze &l Galleries

Open Catalog on Startup
v Display Gallery on Open
Keep Catalog Open

Animalz.fdb - Untited

Open LCloze

Working with Catalogs

The new Catalogs palette in Portfolio 5.0 makes working with
multiple catalogs easier than ever before. With the “Keep Open”
option enabled in your catalogs, you can search across multiple
catalogs (page 53) without needing to have a gallery open in any
of them.

You can open catalogs and galleries, set default catalog(s) to open
when Portfolio is launched from the user’s machine, open new
catalogs to a default gallery or with al records displayed, instant-
ly close al galleriesin a catalog, and more—all from the handy
Catalogs palette. All the options available on the Catalogs palette
are shown in the figure above and in the table on the following

page.
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Catalogs Palette Menu Option Function Performed*

Open Catalog

Allows you to locate and open a catalog.

Close Catalog

Closes the selected (highlighted) catalog.

New Gallery

Open a new, empty gallery for the highlighted catalog.

New Gallery with Find All

Open a new gallery, find and display all records in the catalog.

Close All Galleries

Close all galleries in the highlighted catalog.

Open Catalog on Startup

Set the selected (highlighted) catalog to open when Portfolio is launched.

Display Gallery on Open

When enabled, causes a gallery to be opened automatically when the
highlighted catalog is opened. The catalog’s Default Gallery is opened; if
none is assigned, a gallery with all records selected is opened.

Keep Catalog Open

Allows a catalog to remain open with zero galleries open. Helpful for
having multiple catalogs open for searching, but with no galleries opened.

Open Galleries List

Select an open gallery from the list to bring it to the front.

* Options on the Catalog palette fly-out menu apply only to the selected (highlighted) catalog.

New...
Open...

%N
®0

116

Connect to Servers.. "CEQ
Administer Servers...
Close EW

Open Catalog on Startup

Export

Import »
Recover... oY
Page Setup... SCEP
Print... ®P
Quit #£Q

Open Catalog on Startup

You can select one or more Catal ogs that will be opened automat-
ically each time you start Portfolio.

To specify a Catalog to open on startup:

1. Open or create the catalog that you want to use asthe
Default.

2. From the File menu, choose “ Open Catalog on
Startup.”

A checkmark appears beside the menu command indicat-
ing that this catalog will be opened automatically when
Portfolio is launched.

To deselect the catalog, select “Open Catalog on Startup”
again to remove the checkmark.

2. Open the Catalogs palette (Windows > Show Catalogs).
Highlight the catalog on the list, then choose “ Open
Catalog on Startup” from the palette fly-out menu.



To open specified Catalog(s) at Startup:
1. Open or create the desired catalog.

This could be a local catalog, or one on a remote network
or internet.

2. Specify that the catalog should be opened on startup, as
shown onpage 116

3. Repeat step 2 for all the catalogs that you wish to
launch at startup.

To open a Gallery(s) at Startup:

1. Create and save the desired Gallery. Verify that the
desired Gallery is open and is the active Gallery by
clicking in it.

2. From the View menu, choose “Customize.”

3. Select the Saved Options tab.

4. At the bottom of the Saved Options tab in the “Gallery”
section, click the “Open at Startup.”

Each time the catalog is opened, the selected Gallery will
automatically be opened.

To keep Catalog(s) open after all galleries are closed:
1. Open or create the desired catalog.

This could be a local catalog, or one on a remote network
or internet.

2. Open the Catalogs palette (Windows > Show Catalogs).
3. Highlight the desired catalog.

4. From the Catalog palette fly-out menu, choose “Keep
Open.”
This feature allows you to search across multiple catalogs
without needing to open any gallery windows.

You cannot choose both “Open Gallery at Startup” and
“Keep Open” for the same catalog; these commands are
mutually exclusive.
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Adding Items to the Catalog

You can easily add items (including whole folders and volumes of
items) to a catalog from within Portfolio, or by dragging and
dropping them into an open Gallery window.

If you add items to a catalog from disks or network volumes, you
can dismount the drives or volumes and continue to use the cata-
log—Viewing, searching, and organizing catal oged items—without
re-mounting the source file volumes. The only time you need to
access the source file is when copying the item to another applica
tion, when printing from the original, or when using the source file
functions available in Portfolio such as previewing, editing, copy-
ing, renaming, or deleting a source file. And even then, Portfolio
automatically prompts you to insert the necessary volume.

When you add items to a catalog, Portfolio displays the
Cataloging Options dialog so that you can select or change
catal oging options before cataloging begins. (See page 130.)

Portfolio provides default Cataloging

i Options that will serve most needs, so you
General |Add I Updatel Mappingsl File: T_l,lpesl Exclude Stringsl can qU|Ck|y catal 0g items without Spendl ng
Modification Msthad: |NERHIITEEEN time learning about these options. (To select
Bath as Keywords: [ File and Folder Name = the default options, click “OK” on the
Path as Categoris: 1o - C{;ttaJ Qging Options dialog..) Yo_u can.bypas

- this dialog atogether by disabling this
Tl ;i - option in Portfolio’s Edit > Preferences
Tt gz [1124112 = dialog. With “ Show Cataloging Options

_Thispcontrols how saurce files are handled. Adding will create new records in the catalog disabl ed, Portfolio automatical Iy appl iesthe
:Lig[eg:oarlrdeggyese:g:sxlst. Updating will update & record in the catalog if @ matching default catal Og| ng Opt| ons (Or the last-saved
options if any were specified in Catalog >
[ ok | cancel | s | Heb | Catal oging Options) each time you add

items to the catalog.
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When the Cataloging Options have been set, Portfolio begins
cataloging the items and displays a progress window so you can
track its progress.

Note: Since Portfolio works with thumbnails and references to
item source files rather than the actual file content, if you move
or rename files and then wish to access the source file contents,
(such as when copying items to a document in another applica-
tion, Previewing the item, or editing the source file) you will need
to “ update” the catalog records. See “ Updating Cataloged
Items’ starting on page 121.



To Add itemsto an open catalog:

Note: You must have a catalog open, either a new, empty catalog
or an existing catalog, before you can add items.

1. Drag and drop selected files, folders, or volumesinto
the open Gallery window.

[0 =— Image Catalog.fdb - Untitled

DR 1B [E=RRE

JLAL

BE O =——— Images ——HB
_| QJ 9 items, 16 MB available

m

SIE

0of 62 [«] D

1. Choose “Add Items...” from the Catalog menu, then

locate thefiles, folders, or volumes of items that you
want to add to the catalog.

e ereview @ Extensi
You can select multiple files from T CyberPress datasheet.pdf %

) Extensis Order Form.pdf
@ Intellihance datasheet.pdf

E| Mask Pro data sheet.pdf B —

the Open dialog by pressing Shift
(Macintosh) or Ctrl (Windows) as
you select additional items. Mac

ns. | BT PageTools data sheet.pdf
0S: You must have Navigation & S
Services enabled. ) Portfolio Box.PSD < open_ |
[ Show Preview
M Include Subfolders Select “Extensis™ ]
Tip
Windows: System limitations To add... Follow this procedure...
prohibit selecting more than A single file Locate and select the file you want to
approximately 40 individual files add to the catalog, then click “Open.”
ELT;:;E(T itf”tr;lz (rg?éei;"]%?dgé:g) All files in a folder Locate and select the folder or volume
Y ' or a volume you want to add. Click the select Folder
button.
All files and Locate and select the folder or
subfolders within volume that you want to add, check the
a folder or volume “Include Subfolders” option. Click the

select Folder button.
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Tip

Portfolio’s default Cataloging
Options settings are adequate for
cataloging under most circum-
stances. You can change these
options at any time either when
the dialog box is displayed during
an add or update, or by choosing
Catalog > Cataloging Options....

Tip

You can elect to have Portfolio
automatically apply the default
Cataloging Options when adding
or updating. To do so, deselect
the “Show Cataloging Options on
Add/Update” option in Edit >
Preferences.

Tip

Once the first process has started
you can drag additional files, fold-
ers, or volumes to a Portfolio
Gallery to initiate more cataloging
processes while the first com-
pletes. Portfolio allows up to three
cataloging processes to be active
simultaneously.
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The Cataloging Options dialog will be displayed, allowing
you to choose a variety of options for the cataloged files.

. From the Cataloging Options dialog, select either

“Add” or “Add & Update’ from the Modify Method
option of the General tab. You can review or changethe
other options, or simply allow Portfolio to use the
default options presented.

Cataloging Options

Gemeral |Add I Updatel Mappingsl File: Typesl Exclude Stringsl

Modification Method: g afifukl

Path az Kepwords: |File and Falder Name

Path az Categaries; INone

Thurbnail Qualiy: — [High

[ ) i

Thumbnail Size: — [1124112

if a record does not exist. Updating will update a record in the catalog if a matching

Help
Thiz controls how source files are handled. Adding will create new records in the catalog
record already exists.

] I Cancel | Al I Help |

Catal oging Options are discussed on starting on page 130.

. Click “OK”

Portfolio scans the volume(s) containing the source files,
examines each file before adding it to the catalog, extracts
the data as specified in Cataloging Options, and displays
the “ Cataloging Status” dialog to keep you posted on its
progress.

Cataloging Status =———H

Status
Exarnined: 92

Rernaining: 174

Updated: a
Added : a8
lgnored : o
Errors: a

kz2352.JFG

File Location
Sunset :Portfolio Sample Files H Armstrong
Roberts HAROO1 :kz2352.JPG

When cataloging is complete, the items just added to the
catalog will be displayed in the Gallery window.



Tip

When you work with item source
files from within Portfolio (such as
moving, renaming, or deleting
them), Portfolio is aware of
source file changes. This allows
Portfolio to update those records
automatically, reducing or elimi-
nating the amount of manual
updating that you need to do. See
“Working with an ltem’s Source
File” starting on page 83.

Tip

You can add and update items
at the same time by dragging
and dropping source file fold-
ers into an open catalog, then
selecting “Add & Update” from
the Cataloging Options dialog.
If Portfolio finds a catalog item
with the same name as any of
the source files, the existing
record is updated. If Portfolio
doesn't find a catalog item for
a particular source file name, a
new record is created.

Updating Cataloged Items

When information associated with an item’s source file changes,
you will want to “update’ the catal og to reflect the changed
information. You can update items individually, or update whole
folders and volumes at the same time. You can even have Portfolio
track changes and update automatically (see sidebar Tip).

The process of updating changes the pointers to each item’s
source file (if these have changed). Updating can also be used to
regenerate item thumbnails (such as when the source file has been
edited); to read in any new or modified information such as file
modification date; and to update any keywords, descriptions, cus-
tom field data, etc. that is embedded in the file. You can control
which types of fields are updated using the options in the Cata-
loging Options dialog that is displayed when you update items.
You can also set default catal oging options (Catalog > Catal oging
Options).

You will want to update cataloged items when you:

» Move, rename, or delete files, folders, or volumes that have
been cataloged.

« Edit source file(s) and want the catalog records to reflect those
changes.

» Want to change the thumbnail size displayed in the catal og.

Two Waysto Update
There are two ways to initiate an update:

1. Using the “Add Items..” command (or by dragging and dropping
files into an open catalog). Using this method you provide
Portfolio with the path to the source files (you tell Portfolio
where to find them.) Portfolio will scan the files and update the
information. For example: If you know which files, folders, or
volumes contain source files that need to be updated and you
have easy access to those files, or if you have alarge number of
items to update, you can drag and drop them into the catalog’s
open Gallery window, or alternately select Catalog > Add Items,
then locate the files or folders using the system folder hierarchy.

2.Using the “Update Items...” command. When you update using
this method you are asking Portfolio to locate the source files.
Portfolio will attempt to locate the files using the pathname in
the catalog. If the files are found, the records will be updated. If
the files are not found, you will be asked to locate them. For
example: If you don’t know which links have changed, or you
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Cataloging Status

— Status

Exarnined:
Remaining :
Updated:
Added:
lgnored :

Errors:

35
15
2
o
33
o

— File Location

DOz ADOOE . JPG

Magic rwork Portfolio 4.0:%Gallery Images Moved
Irnages D03 40006 .JPG
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have just a few items to update and you don’t have easy access

to the source files (such as when they are spread across a num-

ber of folders or volumes), you would select those items in the

Gallery window, then choose Catalog > Update Items to initiate
the update.

After you initiate the update, Portfolio displays the Cataloging
Options dialog so that you can select or change options before
updating begins. Portfolio provides default Cataloging Options
that will serve most needs, so you can quickly update without
spending time learning about these options. (To select the default
options, click “OK” on the Cataloging Options dialog.) You can
bypass this dialog altogether by disabling this option in
Portfolio’s Edit > Preferences dialog. With “ Show Cataloging
Options’ disabled, Portfolio automatically applies the default
cataloging options (or the last-saved options if any were specified
in Catalog > Cataloging Options) each time you add or update
catalog items.

To Update using the Drag and Drop/Add Items method:
1. Open the catalog that you want to update.

2. Locatethefiles, folders, or volumesto be updated, then
drag and drop them into the open Gallery window.

2. Choose “Add Items...” from the Catalog menu, or press
Command+E (Mac OS) or Ctrl+E (Windows), then

locate thefiles, folders, or volumes that you want to
have updated.

Refer to the chart on page 119 for instructions on specify-
ing folders, sub-folders and volumes.

The Cataloging Options dialog will be displayed, allowing
you to choose a variety of options for updating the files.

3. From the Cataloging Options dialog, select “ Update,”
“Add & Update,” or “Update Unconditionally” from
the Modify Method option of the General tab.

Cataloging Options are discussed on page 130.

4. You can review or change the other options, or smply
allow Portfolio to use the default options presented.
Click “OK.”

Portfolio scans the volume(s) containing the source files
and updates item records based on the Cataloging Options
Settings.



Tip
The Update ltems command
(Catalog > Update Items...)
automatically defaults to the
“Update” Modification Method.
You can set it to “Update
Unconditionally” from the
Cataloging Options dialog.

Tip
Portfolio automatically updates
all selected items located in the

same folder (after you locate the
first file, others in the same fold-

er will be updated automatically).

To Update using the Update Items method:
1. Open the catalog that you want to update.

2. In the Gallery window, select the items that you want
updated. To update all the items, choose Edit > Select
All [Command+A (Mac OS) Ctrl+A (Windows)].

3. Choose Catalog > Update Items... [Command+U
(Mac OS) Ctrl+U (Windows)].

4. Review or change Cataloging Options (to change M odi-
fication method see sidebar Tip), or simply allow Port-
folio to use the options presented, then click “OK.”

Portfolio searches for each item’s source file using the
pathname stored in the item record.

Updating Records

If the source file is found, the record is updated based on
the Cataloging Options settings.

If the source file cannot be found, you are prompted to
locate it. If you select a new file for the selected item, the
record is updated with information from the new file, based
on the Cataloging Options settings.

Update Items HE

Loak jn: IaTextures j il IE_

E Carpet.ped E Deniml.pad ﬁ Footprte. ps
ﬁ Caviar.pzd ﬁ DenimZ. pad ﬁ Fratdgls.ps
'@ Clouds. psd '@ Dgnzcls1.psd '@ Frznrain. ps
ﬁ Chdrblks.pad E Dignzcl=2 ped ﬁ Gauze.psc
ﬁ Concrete.psd ﬁ Drvnsnow. ped E Glazsblk.p
'@ Confettipzd '@ Feathers.psd '@ Irshathr. pa

2
File narne: |_isdel.exe Open I
Files of type:  [AllFiles () Ji| Carcel |
Pleaze locate the file "aNI0005.jpg" that wasz located on Skip File |

“Extensis'.

If the source file cannot be found and you click “Skip File”
when prompted to locate the file, the selected record is | eft
untouched.
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Tip

You can edit and update your
images and media files right from
the catalog—without ever having
to search for the source files: Use
the Edit Original command (Item
> Edit Original) to open the item
for editing. Modify and save the
file as usual, then return to Portfo-
lio and choose “Update Items.”
Because the source file has not
moved, Portfolio will update the
record without asking you to
locate it.

Tip
You can manually update an
item’s thumbnail by previewing

the item, then choosing Item >
Regenerate Thumbnail.

124

Updating to Regenerate Thumbnails

You can elect to regenerate thumbnails when you update catalog
items by choosing this option in the Cataloging Options dialog
(Catalog > Cataloging Options: Update tab). Regenerating during
an update offers the same options. by extracting the thumbnail
from the source file or by building a thumbnail. See page 136 for
more information on generated and extracted thumbnails.

You may want to regenerate the thumbnail for an item when you
have edited the file and the thumbnail has changed. In this case,
choose Regenerate Thumbnails from the Update tab, then choose
“Update Items.” The Catal oging Options dialog opens with the
default update method “Update” selected. Update checks the
modification date; since this has changed, the item will be
updated.

You might also want to regenerate thumbnails in order to switch
between using a 112 x 112 pixel thumbnails and the larger 256 x
256 pixel thumbnails. In this case, choose Regenerate Thumbnails
from the Rules tab, then select “Update Items.” This will open the
Catal oging Options dialog where you can switch the update type
to Update Unconditionally; Update Unconditionally does not
check to see if modification date has changed. A standard Update
would check for a modification date change and skip the update
because the source file has not been modified.

Note: When you change the Modify Method setting during an
update, it only changes the modification method for that session.
That is, if “ Add” was set as the Modify Method previously, it will
still be set to “ Add” after the “ Update Items’ command is
executed.



Tip

You can select and update or
delete multiple items on the list.
Pressing Shift while choosing
items from the list to select
contiguously. Press Command
(Mac OS) or Control (Windows)
to select non-contiguously.

Identifying Missing Files

Portfolio’s Missing Files command locates catal oged items whose
source file has been moved, renamed, or deleted, and the catalog
link has not been updated to reflect this change.

Note: Portfolio searches for missing files on mounted volumes
only. If a volume containing cataloged item source filesis not
mounted, Portfolio will not report on those files.

To check for Missing Files:

1. Choose “Missing Files...” from the Catalog menu (or
press Command+Option+M (Mac OS) or Ctrl+Shift+M
(Windows).

Portfolio compares each item’s pathname as stored in the
catalog record against all mounted volumes to see if the
source file can be found at that location. The results are
reported in the Missing Files dialog.

2. If Missing Files were located, select each item, then
click either the Update or the Delete button at the
bottom of the dialog to update the catalog.

Missing Files

FMiz=ing files on currently rounted volurmes.

FMagic rwork :Portfolio 5.0:Gallery Images (Moved Irmages DO 40006 PG
Magic swork Fortfolio 5.0:"Gallery Images :PHOO4 PG |
FMagic rwork Mask Pro 2.0: From Extensis ;prepsm.moy

l Update... ] [ Delete ]

Update: Initiates a catalog Update (see page 121). Allows
you to manually locate the missing source file.

Delete: Deletes the item from the catalog (see page 75).
Allows you remove items from the catalog if the source
file cannot be located.
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Background Cataloging

You can automate the cataloging process by designating “watch”
folders or directories that Portfolio will check at designated
intervals. New files dropped in these folders will automatically be
added to the catalog, and modified files will be updated.

Overview of Background Cataloging

When items are added to the designated “watch” folder, they are
Tip cataloged automatically, using the current settings in Cataloging
Portfolio will not automatically _Options (Catalog > Cataloging Options). Only new or modifigd
delete ftems from the catalog that items are cataloged. You can create as many different automations
are no longer found in the folder asyou like, and specify a check frequency that the folders are
being monitored. checked in increments that range from 5 seconds to 1 day.

Background catal oging automations are catalog specific and must
be enabled each time the catalog is opened. This prevents
automations from being enabled on multiple workstations in a
multi-user environment.

When the Background Cataloging dialog (Catalog > Background
Cataloging) is opened, Portfolio verifies the path to the Watch
folder. If aproblem is encountered, an alert icon is displayed next

Background Cataloging

Background Cataloging allows you to
create, modify, and delete catalog
automations. (C)

A Activate/Deactivate: Click here to
deactivate an automation without

deleting it from the list. To avoid % f
problems with multiple users, e L T

1 T
automations must be activated each

X . ¥ Images Ready To Run G
time the catalog is opened. @77 I Mavies Folder Mot Found
B Automations: Lists all the background @ | ¥ Photographs Resiile T i)
automations available. |
C Status: Lists the current status of the
automation.
D Alert Icon: Indicates the Watch folder

was not found in the specified path.

E Checkmark: Indicates that the
automation is active and running.

F Done: Click here when you have
finished editing or activating
automations.

G Edit Buttons: Use these buttons to
create, edit, and delete automations.
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Automation Settings

The Automation Settings dialog
(Catalog > Background Cataloging >
New or Edit) allows you to specify a
Watch folder and other parameters for

: & 35 Seconds
the automation. P —
1 Minute
A Automation Name: Enter a name for gDMPi?_utets
o inutes
the automation.  po
B Scan Frequency: Indicate how long to ?g:”rs
wait between scans of the Watch
folder for new items. Intervals are
from 5 seconds to 1 day.
C Watch Folder: Click the folder icon, =—————— Automation Settings %
then locate the folder to be watched | ‘
for incoming items. Q | Automation Marne : Ilmages I [ Cancel ] ” Ok ]l
D Include Sub-folders: Monitors files in @ Soan Freauenay: [ 1 Houwr 1]
sub-folders of the specified directory Input
as well as the top level folder.
E Run in Silent Mode: Causes Portfolio ‘37 ‘watch Falder:  Sunset :lmages to Catalog

to not display the Cataloging Status [ Include Sub-falders
window during background Fun in Silent Mode
cataloging, and not add newly F

cataloged records to the active
Gallery. g g

F Cancel: Close the dialog box without
making any changes to the
automation.

G OK: Apply the indicated settings to
the automation and close the dialog.

to the automation. The automation cannot be enabled until the
path is corrected or changed.

From the Background Cataloging dialog you can enable specific
automations. Automations will continue to operate until the
catalog is closed. If the Run in Silent Mode feature is disabled,
the Cataloging Status window will be displayed on the
workstation when items are being catal oged.

Enable Run in Silent mode if you want cataloging to proceed
without displaying progress status. When running in Silent Mode,
newly cataloged records will not be added to the active Gallery.
This alows you to perform other work in Portfolio without being
interrupted by the background catal oging.
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LCatalog

Eind...

Find Al

Find Placehalder Records
Fitd Dacument Text

Ctrl+F
Clrl+'

Beplace... Ctrl+Shift+F
Add ltems... Cirl+E
Update ltems Ctrl+LJ
Delete ltems...

Background Cataloging...

Cataloging Dptions... Ctrl+J
LCatalog Properties... Ctrl+Shift+]
Mizsing Files... Crl+Shift+kd
Adminigtration... Ctrl+H
Slideshow Ctrl+;
Slideshow Options...

Access.. Ctrl+Shift+B

To set up a Background Cataloging automation:
1. From the Catalog menu, choose “Background

Cataloging...”

Background Cataloging

Edit

Mewr ...

Delete. ..

The Background Cataloging dialog is displayed.

2. Click “New.”
=——————— Automation Settings ="-—————
Automnation Marne : Ilmages I [ Cancel ] ” Ok ]l
Scan Frequency: [ 1 Hour ¥
Input

“Watch Folder:  Sunset :Images to Catalog

B Inc:lude Sub-falders
[ Run in Silent Made

The Automations Settings dialog is displayed.

. Enter aname for the automation.

(the Watch folder).

Note: Do not select the same folder for Background

. Click the Folder button and locate the folder to monitor

Cataloging and Disk Previews (page 214). Doing so will

disable Background Cataloging.

. Select other options as appropriate.
. When you have completed setting up the automation,

click “OK.”

. Enable the automation by selecting it from the list

(page 126).

. Click “Done”



To enable existing Background Cataloging automation(s):

1. Open the catalog that you want to enable Background
Cataloging for.

2. From the Catalog menu, choose “Background
Cataloging...”

Background Cataloging

~Images Ready To Fun -
I Movies Falder Mot Found
+ Photographs Ready To Run

Done

i

Edit

Mewr ..

Crelete....

Portfolio will check the pathnames for existing
automations and display an aert icon if any problems were
encountered.

2. Place a checkmark in front of each automation that you
want to enable.

3. Click “Done”

Portfolio will begin checking the Watch folder at the
interval specified for the automation.

To clear an alert icon associated with an automation:
1. Select the automation on thelist, then click “ Edit.”

2. Click the Folder icon and relocate the appropriate
Watch folder.

3. Click “Done” to close the Automation Settings dialog.

4. Reopen the Background Cataloging dialog (Catalog >
Background Cataloging) and verify that the alert icon
isno longer present.

Reopening the Background Cataloging dialog forces
Portfolio to recheck the path. If the dialog is not reopened,
Portfolio will have no way of knowing that a correction
has been made.
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Tip

The important Cataloging Options
when updating are: Thumbnail
Quality, Thumbnail Size, and the
Update tab and Mappings tab
options. Other Cataloging Options
settings have no effect on the
updating process.

Cataloging Options

Unless you indicate otherwise in Edit > Preferences, Portfolio
displays the “Cataloging Options’ dialog box whenever you drag
and drop files or folders into an open catalog. Whether or not the
Cataloging Options dialog is displayed, the current Catal oging
Options settings are checked any time that you add itemsto a
catalog or update the items in a catal og.

Refer to the Cataloging Options dialog boxes and Options lists on
pages 130 through 145 for descriptions of the available options.

Cataloging Options—General tab

A General tab

Modification Method: Controls how
source file information affects the cat-
alog. “Add" creates new records for
items, if a record does not exist.
Update updates the item record, if a
matching record exists.

Path as Keywords: Determines
whether or not the source file path
name will be included as keywords,
and if so, how much of the path
name is used.

Path as Categories: Determines
whether files are categorized on the
Categories palette (page 169).

Thumbnail Quality: Sets thumbnail
compression. A higher quality thumb-
nail uses less compression, but takes
up more space in the catalog.

Thumbnail Size: Controls thumbnail
size. 112x112 takes up less space in
the catalog, but may appear pixelated
when displayed at 256x256.

Help: Displays information about an
option when the mouse is placed
over it.

OK: Closes the dialog and accepts
the settings. Starts the cataloging or
updating process if displayed in
response to an add or update items
request.

Cancel: Closes the dialog without
changing any settings. Also cancels
the cataloging operation if the dialog
was displayed in response to an add
or update items request.

Cataloging Options

General IAdd I Updatel Mappingsl File Typesl Exclude Strings

®7M0dification gttt dd and Lipdate

67 Path az Keywords: |Fi|e and Folder Name j

®7 Path az Categories: INone j

@ Thumbnail Quaity.  [High =

@ ThumbnaiSiz=  [256:25 =
Help

Thizs controls how source files are handled. Adding will create new recards in the catalag
if & record does not exist. Updating will update a record in the catalog if a matching
record already exists.

Ok I Cancel | Ll Help

0
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Cataloging Options—General

Option

Modification Method

Choices

Add

Update

Add & Update

Add Unconditionally
Update Uncond.

Description

Adds a record to the catalog for each item being added, if a
record does not currently exist. Ignores items if a catalog
record already exists for the item.

Updates items only if there have been changes. Ignores
changes in pathname if a copy of the source file exists at
the previously cataloged location.

Adds items if a record does not already exist, and updates
records if the items exist but have changed.

Adds a record for the item even if a record already exists.

Updates records even if the item source file exists in the
previously cataloged location. Allows you to copy source
files to a new location and have the catalog updated to
the new location.

Path as Keywords

None
File Name
File & Folder Name

Path Name

Path and Volume

Filenames and pathnames are not added to the keyword list.

Adds the item’s filename to the keyword list.

Adds the item’s filename and immediate folder name to the
keyword list.

Adds the item’s filename and all of its folder names, but
ignores the volume name.

Adds the item’s full path, including volume name.

Path as Categories*

None
Selected Folders

No folder hierarchy is created on the Categories palette.

Creates a hierarchy on the Categories palette based on the
directories of files added. For example, if a cataloged folder
contains 3 items, a folder would be created on the Cate-
gories palette with those 3 items associated with it. If only the
files are cataloged, their imnmediate parent folder is used.

Thumbnail Quality High Creates a high resolution thumbnail using minimum
compression.
Medium Creates a medium resolution thumbnail using medium
compression.
Low Creates a low resolution thumbnail using a higher level of
compression.
Thumbnail Size 112x112 Generates a 112 x 112 pixel Thumbnail.
Always generates a 256 x 256 pixel Thumbnail, even if a
256x256 smaller thumbnail exists.

* The Categories palette is discussed in detail starting on page 169.
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Modification Method

When you add items to the catalog, or update existing items
(using either the Add Items/Drag and Drop method or the Update
Iltems method as described jpages 122 and 123you can select
from the following options:

e Add

e Add Unconditionally
Add & Update

e Update

« Update Unconditionally

Which method you select will depend on what you are trying to
accomplish. If you arenly adding items, choose “Add” or “Add
Unconditionally.” If you areonly updating items, choose

“Update” or “Update Unconditionally.” If you know that you are
both adding and updating, or if you want Portfolio to intelligently
add or update as necessary, select “Add & Update.” “Add &
Update” provides the most flexibility, and is a good choice if you
want to automate the process as much as possible (in this case
you might also want to prevent the Cataloging Options dialog
from being displayed each time items are added or updated—you
can disable this option in Edit > Preferences).

Add: Adds item files to the catalog as new records if Portfolio
determines that the files do not already exist in the catalog. If a
matching record already exists, the file is skipped.

Add Unconditionally: Adds files to the catalog as new records,
regardless of whether a record for the file already exists in the
catalog.

Add & Update: Performs both the Add process and the Update
process. Portfolio adds a new record to the catalog if it deter-
mines that the file does not exist in the catalog. If a matching
record is found, Portfolio updates the record.

Update: Updates existing records in the catalog if Portfolio deter-
mines that the files match existing records. If no matching record
is found in the catalog, the file is skipped.

Update Unconditionally: Updates existing records in the catalog
looking only at the filename and ignoring record criteria used in
the normal Update logic. Specifically, Portfolio does not examine
file dates and paths when determining whether the file matches an
existing record.



More About Update Unconditionally

Update Unconditionally determines a source file match based on
filename only, not pathname. This can be useful when updating
the catalog record from a copy of the source file.

Update Unconditionally is also useful when you want to update
the catalog record but the file has not changed, such as to change
catalog thumbnail size. (In this case, if you select Update rather
than Update Unconditionally nothing will happen, since the file
has not changed).

Note: Exercise caution when using Update Unconditionally. This is
a powerful and useful tool, but it has the potential to effect
unwanted changes: When you catalog two files by the same name
located in different directories, Portfolio differentiates between the
two records using their different pathnames. When you Update
Unconditionally, Portfolio discards the pathname in its record
search and updates the first record with the selected filename that it
comes to. For example, assume that C:\Artwork\Box.jpg and
C:\Photos\Box.jpg are both cataloged in the same catalog. You
select Update Unconditionally in order to enlarge the catalog
thumbnail for C:\Photos\Box.jpg. Portfolio searches the catalog
records for “Box.jpg” and finds the record for C:\Artwork\Box.jpg,
which it updates. This replaces the thumbnail in the record for
C:\Artwork\Box.jpg with the thumbnail for C:\Photos\Box.jpg.
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Cataloging Options—Add tab

Add tab

B General: Controls which, if any,
embedded information is extracted
when items are added to the catalog.
Also indicates how the extracted
information should be handled. Also
controls whether Thumbnails are
regenerated, and whether Digimarc
data is detected.

Options are: Extract Keywords,
Extract Descriptions, Extract
Thumbnail, Skip Files without
Thumbnails, and Always Detect
Digimarc. These options are
described in the table on page 135.

C Help: Displays information about an
option when the mouse is placed
over it.

D Video: Controls how video is handled
through QuickTime. Options are: Use
Poster Frame (default) as the thumb-
nail; Use Frame #; and Use Frame
after xx seconds.

E Document Text Indexing: Controls
whether the text in documents
(Acrobat or PowerPoint) is indexed.

F Cancel: Closes the dialog without
changing any settings. Also cancels
the cataloging operation if the dialog
was displayed in response to an add
or update items request.

G OK: Closes the dialog and accepts
the settings. Starts the cataloging or
updating process if displayed in
response to an add or update items
request.

% Cataloging Options
General\/_h‘a\/UpdateVMappingsVFile TypesVEchude\

Genetal Wideo
D Extract Keywords @ Ilze Poster Frame
[ Esxctract Description () Use Frame ® I:I m @

@777 D Extrract Thumbnail D Use Frame after I:I Secs

D Skip Files without Thumbnails
Cocurnent Text Indexing

|:| Indes Docurment Text @

Edit Exclusions List
Help

Check this option to use a thumbnail stored in the source file, if one exists, If
6777 unchecked, Portfolio will only atternpt to generate a thurnbnail frorn the actual
image data and will not look for an embedded thumbnail.

C o ) [T

6 o

|:| dlways Detect Diginars
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Cataloging rules from the Cataloging Options: Add tab is used
when any of the following Modification Methods (page 132) are
selected: Add, Add Unconditionally, Add & Update.



Cataloging Options—Add Tab

Option Choices

General Extract Keywords
Extract Description

Extract Thumbnail

Skip Files without
Thumbnails

Always Detect
Digimarc

When items are Added to catalog:

Looks for and extracts any keywords saved with the
source file.

Looks for and extracts any description saved with the
source file.

Looks for and extracts any preview image saved with the
source file. Note: If you are adding QuickTime movies, we
recommend that you do not use this option. You will get a
larger thumbnail for the movie if you let Portfolio create it,
rather than having it extracted.

Does not catalog the file if a thumbnail cannot be extracted
or generated.

When disabled, Portfolio will only look for a Digimarc water-
mark when it attempts to generate a thumbnail, not when
thumbnails are extracted. When enabled, Portfolio attempts
to generate a thumbnail for every item and checks for
Digimarc data; the Extract Thumbnail option is disabled.

Document Text Indexing

Indexes the text of Adobe Acrobat and Microsoft
PowerPoint files by adding each word to the catalog
index. Preview the original file to read document
document text.

Video* Use Poster Frame

Use Frame #

Use Frame After

Use Poster Frame for thumbnail (by default, the first frame).
If the first frame of a group of movies is black, for example,
one of the other options can be used for the thumbnail.

Allows you to choose a particular frame for the thumbnail
(for example, Frame #2).

Allows you to select the frame occurring after a specific
time interval (specify number of seconds).

* QuickTime movies (.mov) only; not compatible with m1v, mpeg, swfl, and animated gifs.
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Thumbnails: Extracted vs Generated

An Extracted Thumbnail is one that already exists in the source
file. If “Extract Thumbnail” is enabled (Catalog > Cataloging
Options: Add or Update tab), Portfolio will look for and extract
Thumbnails from various file types, such as:

» Photoshop files

» EPSfiles

* Adobe lllustrator files

* Any Macintosh file with a thumbnail in the "pnot" resource

If the source file does not contain a thumbnail, Portfolio will
attempt to generate one.

A Generated Thumbnailis one that is created by Portfolio by
reading the source file with an appropriate translator. If “Extract
Thumbnail” is disabled (Catalog > Cataloging Options > Add tab
or Update tab), Portfolio will always attempt to generate a thumb-
nail, even if a thumbnail exists in the source file. Depending on
the type of embedded thumbnail, Portfolio may be able to render
a better thumbnail than that supplied in the source file.

Note: Extracting thumbnails is faster than generating them.

Thumbnail Size

Portfolio allows you to store thumbnails at either of two different
sizes: 112 x 112 pixels, or 256 x 256 pixels.

The advantage in having the larger size thumbnails is as you
might expect—improved resolution when viewed at the larger
size. The disadvantage is that the larger thumbnails occupy about
four times as much catalog space (typically 20K vs 5K).

Thumbnails that are embedded in the source file typically range
in size from 80 x 80 pixels to 128 x 128 pixels. Portfolio will

scale these extracted thumbnails to the closest size, typically 112
x 112 pixels. If you elect to save thumbnails at 256 x 256,
Portfolio will automatically disable the Extracting Thumbnails
option and will generate the larger thumbnails from the original
image.



Cataloging Options—Update tab

Update tab

General: Controls which, if any,
embedded information is extracted
when items are updated. Also
indicates how the extracted
information should be handled,
whether Thumbnails are regenerated,
and whether Digimarc data is
detected.

Options: Extract Keywords, Extract
Descriptions, Extract Thumbnail, Skip
Files without Thumbnails, and Always
Detect Digimarc. These options are
described in the table on page 138.

Help: Displays information about an
option when the mouse is placed
over it.

Video: Controls how video is handled
through QuickTime. Options are: Use
Poster Frame (default) as the thumb-
nail; Use Frame #; and Use Frame
after xx seconds.

Document Text Indexing: Controls
whether the text in documents
(Acrobat, PowerPoint) is indexed.

Cancel: Closes the dialog without
changing any settings. Also cancels
the cataloging operation if the dialog
was displayed in response to an
update items request.

OK: Closes the dialog and accepts
the settings. Starts the cataloging or
updating process if displayed in
response to an update items request.

% Cataloging Options="———
I
BeneralWVUpdateVMappingsVFile TypesVExc Iude\

General Videa

|:| Regenerate Thumbnail @ Uze Poster Frame

Extract Thurnbnail D Use Frame ® l:l ml @

D Extract Description
O Use Frame after I:I Secs

@777 Replace Append

Extract Keywords Docurnent Text Indesxing
D Replace Merge D Index Document Text al ﬁ
D Always Detect Digimare Edit Exclusions List
Help
[ Cance| ] ” Ok ]I

Cataloging rules from the Cataloging Options: Update tab
options are used when any of the following Modification
Methods (page 132) are selected: Update, Update
Unconditionally, Add & Update.
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Cataloging Options—Update Tab

Option Choices
General Regenerate
Thumbnail

Extract Thumbnail

Extract Description
Extract Keywords

Always Detect
Digimarc

When catalog items are Updated:

If disabled (not checked), the Thumbnail in the catalog
record will not be changed. If enabled (checked) the thumb-
nail will be updated if the source file has changed, or if
Update Unconditionally is selected.

Controls whether Portfolio looks for an embedded Thumb-
nail or creates its own. This option is ignored if Regenerate
is disabled.

Replace: Replaces the existing description with the new one.

Append: Adds the new description to the end of the old one.

Replace: Replaces existing keywords with the new ones.

Append: Adds the new keywords to the existing keywords.

When disabled, Portfolio will only look for a Digimarc water-
mark when it attempts to generate a thumbnail, not when
thumbnails are extracted. When enabled, Portfolio attempts
to generate a thumbnail for every item and checks for
Digimarc data; the Extract Thumbnail option is disabled.

Document Text Indexing

Video Use Poster Frame

Use Frame #

Use Frame After

Indexes the text of Adobe Acrobat and Microsoft Power-
Point files by adding each word to the catalog index.
Preview the original file to read document document text.

Use Poster Frame for thumbnail (by default, the first frame).
If the first frame of a group of movies is black, for example,
one of the other options can be used for the thumbnail.

Allows you to choose a particular frame for the thumbnail
(for example, frame #2).

Allows you to select the frame occurring after a specific
time interval (specify number of seconds).

* QuickTime movies (.mov) only; not compatible with m1v, mpeg, swfl, and animated gifs.
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Tip
Mac OS: To quickly enable or dis-
able mappings, click and drag in

the checkmark column. This also
works in the Action column.

State:

M appings

Portfolio Mappings give you the ability to extract text data that is
embedded in source files fields other than the standard
Description and Keywords fields.

Typicaly, software that allows you to add information to afile
(Photoshop’s File Info is a good example) assigns a numeric 1D,
or Tag, to each field of embedded data. Using Portfolio’s
Mappings feature you can map this field ID to a Custom Field in
your catalog, and have Portfolio copy the source file data into the
Custom Field.

Portfolio provides currently known Tag Codes for popular for-
mats (Photoshop, IPTC, TIFF). These are displayed in the
Mappings tab (Catalog > Mappings), and listed in Appendix C
(page 297). But you are not limited to the pre-installed codes—
you can add Tag codes from any software that supports this con-
vention, and also add new codes as they become available.

To use Mapping, you must create a Custom Field (Catalog >
Administration > Custom Fields tab) for each tagged field that
you want to extract from item source files. If the ID Code for the
source file Tag is already listed in the Mappings table, all you
need to do is Edit the entry and add the Custom Field name that
you want to map it to. If the necessary code is not listed in the
table, you can add it to the list and then map it to your Custom
Field.

To Enable or Disable an existing Mapping:

Note: Mappings must be created before they can be used. Refer to
the following pages for instructions on creating catalog Mappings.

1. From the Mappingslist (Catalog > Cataloging Options:
M appings), select the Mapping that you want to enable.

2. Click the “Edit” button or double-click the selection to
open the Edit dialog or (Macintosh only) click in the
first column of the Mapping that you want to change.

3. From the Edit dialog, select “On” from the “ State”
pop-up menu, then click “OK."
A check indicates that the Mapping is enabled: Portfolio
will extract data from the source file field and place it in
the indicated catalog Custom Field. No check indicates that
the Mapping will be ignored.

4. Click “OK" to close the Cataloging Options dialog and
save the settings.
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Cataloging Options—Mappings tab (Macintosh)

A
B

Mappings tab

List Headers: On/Off, Title, Code,
Field, Action (see item descriptions
(H) through (L)).

Add: Opens the Mapping dialog to
add a mapping.

Edit: Opens the Mapping dialog to
edit the selected mapping.

Cancel: Closes the dialog without
changing any settings. Also cancels
the cataloging operation if the dialog
was displayed in response to an add
or update items request.

OK: Closes the dialog and accepts
the settings. Starts the cataloging or
updating process if displayed in
response to an add or update items
request.

Delete: Deletes the selected mapping.
Title: Enter a title for the mapping.

Code: Enter the ID code for the
source file field to be mapped.

Field: Select an existing Portfolio cat-
alog Custom Field from the pop-up.

State: On enables the mapping; Off
disables it. Mac OS: You can enable
and disable mappings from the check-
mark column in the Mappings tab.

Action: “Replace” replaces any exist-
ing data in the catalog Custom Field
with the data from the source file field.
“Append” adds data from the source
file field to any existing data in the
catalog Custom Field. Mac OS: You
can toggle Actions (Replace or
Append) by clicking in the Action
column.

I

=— Catalugihg Options
!
General Add Update Mappingsv File TypesVExclude\
@ Title Code Field Action
TIF - Docurment Name 269 Replace ||
TIF - Image Description 270 Replace =
TIF - Scanner Make 27 Replace
TIF - Scanner Model 272 Replace
TIF - Page Mame 285 Replace
IPTC - News ‘Wire 286 Replace
TIF - Creating Software 305 Replace
TIF - Date & Tirne 206 Replace
« TIF - Artist 215 Artizt Replace
TIF - Host Computer 216 Replace
TIF - Ink Narnes 2Z2 Replace
TIF - Target Printer 2z7 Replace
IPTC - Object Name 517 Replace
IPTE - Urgency S22 Replace | ¥
[ wad ][ Esit | [ perete | G
[ Cancel ] ” Ok ]l
|

e o

(C] ®©

Mapping
{='—7 Title: [ TIF = Artist | ” oK ]l
— “77 Code: 315
Cancel I
@ Fen: [artst z
State: Action :

s o
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Notes about Mappings.

1. Mappings (that are enabled) are used during both Add and
Update operations.

2.You cannot map to keywords or descriptions.

3. Some tags are automatically mapped to keywords or
descriptions. These tag codes cannot also be used to map to a
Custom Field.

4.You cannot map one tag code to multiple Custom Fields.




Cataloging Options—Mappings tab (Windows)

A Mappings tab A

B List Headers: On/Off, Title, Code,
Field, Action (see item descriptions
(J) through (N)).

C Add: Opens the Mapping dialog to
add a mapping.

Cataloging Options

Generall Add I Update  Mappings | File T_l,lpesl Exclude Stringsl

D Edit: Opens the Mapping dialog to ‘:’ Title | Code [ Field | state [ Action_«| Add... ‘3—
B R IPTC - Time Created 572 Qff =
edit the selected mapping. IPTC - Transmissio... 615 off Edli ®—
Delete: Deletes the selected mapping. IPTC - Urgency 522 o Delete | @
Photoshop - URL 1035 ulis |

F OK: Closes the dialog and accepts 315 Artist On  Append
the settings. Starts the cataloging or light 33 off J
updating process if displayed in HE:S;"‘E“QQT%;L-- ggg g;;
response to an add or update items TIF - Document M. 269 aif -
request. 4| | _’l_l

G Cancel: Closes the dialog without
changing any settings. Also cancels
the cataloging operation if the dialog
was displayed in response to an add
or update items request.

ok |

| | | |
H Apply (Windows): Apply changes. $ é $ #
I Help (Windows): Access online Help.
J Title: Enter a title for the mapping.

K Code: Enter the ID code for the
source file field to be mapped.

Cancel | Lol | Help |

L Field: Select an existing Portfolio cat-

alog Custom Field from the pop-up. 0 Tite: |T|F-Artist oK I
M State: On enables the mapping; Off .

disables it. L @ ok [7S _ Cocel |
N Action: Append adds data from the ®  Eeld [anis =l

source file field to any existing data :

in the catalog Custom Field. Replace Stater [On =] Action: [append 7]

replaces any existing data in the cat- | /

alog Custom Field with the data from

the source file field.

To Map an existing Tag Code to a Custom Field:

1. Create a Custom Field (Catalog > Administration >
Custom Fields) for each source file tagged field that you

Tip want to extract.

Since you cannot export a tagged 2. Select Catalog > Cataloging Options [Command-J
data field without a Custom Field (Mac OS) or Ctrl+J (Windows)]. Click the Mappings
to map it to, the Mappings tab will tab to select it.

be blank until you have created at

least one Custom Field. 3. Select thefirst source file Tag Title/Code that you want

to map, then click “Edit.”

The “Mapping” dialog will be displayed, showing the
selected Tag and its ID Code.
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Mapping

Title: | TIF - Artist

|
Code: |315 |

Cancel I
Field: [ Artist =)

Assign a catalog Custom Field to the Tag by selecting it
from the Field pop-up menu.

Set the State to On or Off.

On ingtructs Portfolio to import the data from the Tag. Off
instructs Portfolio to ignore the Teg.

Select the appropriate Action from the Action pop-up.

Replace replaces any existing data in the specified Custom
Field with the data from the source file field. Append adds
data from the source file field to any existing datain the
catalog Custom Field. If the field is a Multi-valued field,
Append adds a new value to the list.

Click “OK” to accept the settings and return to the

M appings tab.

Repeat steps 3 through 6 for all the tagged fields that
you wish to import.

ToAdd aTag ID Code to the Mappings list:

1

Create a Custom Field (Catalog > Administration >
Custom Fields) for each source file tagged field that you
want to map.

Select Catalog > Cataloging Options... [Command+J
(Mac OS) or Ctrl+J (Windows)].

Click the Mappingstab to select it, then click “Add.”
Enter the Tag ID Code, and enter a Title for the Tag.

Data is extracted using the ID Code. The tag Title is infor-
mational—you can name the tag anything you like.

Assign a catalog Custom Field to the Tag by selecting it
from the Field pop-up menu.

Set the Stateto On or Off, and select the appropriate
Action from the Action pop-up.

Click “OK™ to accept the settings and return to the
M appings tab.

Repeat steps 3 through 7 for all the tagged fields that
you want to map.



Tip

To catalog all File Types, select
“Catalog All Types” from the File
Types tab of the Cataloging

Options dialog (Catalog > Cata-
loging Options).

File Type

Mac File Type:

Dezcription: I Adobe Frametaker |

B Store in Preferences B Store in Catalog

[ Cancel ] ” Ok ]I

Excluding Files from being Cataloged

Using Portfolio Cataloging Options, you can tell Portfolio to skip
files of acertain File Type or Name.

Exclude by Type: You can exclude files of a specific File Type
from a catalog by deselecting or deleting that file type from the
File Types list of the Cataloging Options File Types tab (below).

Exclude by Name: You can exclude files with a specific File
Name by creating an “exclusions’ list that specifies an explicit set
of file names or patterns. File name exclusions are specified in
the Cataloging Options Exclude tab (page 145).

File Types

Portfolio recognizes and catalogs all file types, regardless of
whether the file type appears on the File Types list. You only need
to add file types to the list if you want to exclude a type that does
not appear on the list, or if you will be excluding some types and
including other types that do not appear on the list.

The File Types tab is described on page 144. The default File
Types list is shown in Appendix B, page 296.

To add a File Type:

1. Choose Catalog > Cataloging Options[or press
Command+J (Mac OS) or Ctrl+J (Windows)].

2. Click the File Typestab to select it.
3. Click “Add.”

3. Enter thefiletypeinformation, or click “ SameAs..”
and locate a file of the same type. Portfolio will copy the
parameters of thisfiletypeinto thefields.

4. Click “OK” to add thisfiletypeto thelist.
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Cataloging Options—File Types tab

File Types tab

B Catalog All / Catalog Following
Types: Determines which file types
Portfolio will recognize.

All Types: All File Types will be cata-
loged, even if the File Type does not
appear on the list.

Following Types: Recognizes only
those File Types that are enabled
(checked) in the File Types list.

C File Types list: Displays a list of all
File Types recognized by Portfolio.
Enable the “Catalog Following Types
option and uncheck a file type to
prevent Portfolio from recognizing it.

D OK: Closes the dialog and accepts
the settings. Starts the cataloging or
updating process if displayed in
response to an add or update items
request.

E Cancel: Closes the dialog without
changing any settings. Also cancels
the cataloging operation if the dialog
was displayed in response to an add
or update items request.

F Delete: Deletes the selected File
Type from the list.

G Add/Edit: Opens the File Type modifi-
cation dialog. Click Add to add a File
Type to the list. Select a file type and
click Edit to modify a File Type entry.

H Extension: Enter the 3-letter File
Type extension.

I Mac File Type: For Macintosh files,
enter the File Type.

J Description: Enter a description for
the File Type.

K Storage Preference: Select “Store in
Preferences” (Mac OS) or “Store
Locally” (Windows) to save the File
Types list on the user’s machine so
that it is available for all catalogs
opened on that machine. Select
“Store in Catalog” to store the list in
the catalog, making it available for all
users who open the catalog.

L Same As: Click to locate a file with
the desired File Type. Portfolio will
populate the File Type fields with
information from the selected file.

The default File Types list is shown in
Appendix B, page 296.

Cataloging Options

Generall Add I Updatel Mappings  File Types IEchude Slnngsl

@ " Catalog &)l File Types

& TCatalog only the Following Types
[w]Adobe Acrobat < Add

[w]&dobe Frametd aker
Edit |

[v|Adobe Pagemaker 6.5 Template

[w]&dobe Pagemaker B.5
Delete |

dobe Pho op 4.0
obe Photoshop 5.0
[w]&pplication

W41 udio =l

o]

Cancel | Lppl

Help |

® 6

File Type E

@7 Extenzion: Ifmf Same As... |7
07 Mac: File Type: IFT55
07 Description:

IAdobe Frarmetd aker

®—y* ¥ Stare Locally

|? Store in Catalog

ok I Cancel
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Tip

A common use of exclusions is to
exclude CMYK plate files from a
catalog, allowing only the compos-
ite file to be cataloged. To do this,
create four exclusions: Ends with
.C, Ends with .M, Ends with .Y,
and Ends with .K. If the plate files
are saved with these extensions
(which they usually are), Portfolio
will skip these files, even if they
are placed in the same folder as
the composite. This allows you to
drop a whole folder of CMYK files
into an open Gallery to catalog
them, without manually selecting
just the composite images.

Exclude

Using the Cataloging Options Exclude tab you can exclude files
with a specific File Name by creating an “exclusions” list that
specifies an explicit set of file names or patterns.

To add a File Name to the exclusions list:

1

Choose Catalog > Cataloging Options [or press
Command+J (Mac OS) or Ctrl+J (Windows)].

Click the Exclude tab to select it.

3. Select the file name search parameter from the pop-up

menu: Begins with, Contains, or Ends with.

Enter the filename or partial name that you want to
exclude from cataloging. L etter case (uppercase/lower -
case) isignored.

Click “Add”

Portfolio searches each pathname and each segment of the
path for text strings matching any of the parameters you
enter. For example: If you enter “Begins with: DUP” and
“Ends with: 97" Portfolio will exclude “Duplicate PH050,”
“Report_97,” and “ C:\Duplicates\Image.jpg”

Cataloging Options—Exclude tab

A Exclude tab

B File Name and Name Options Pop-up

menu: Select “Begins with,” “Con-
tains,” or “Ends with,” then enter the

name or partial name that you wish to

exclude from cataloging.

C Exclude list: Lists all of the names
and partial names that will be
excluded from cataloging. Excludes
files matching any of the listed
parameters (acts like an “or”
function).

D Cancel: Close the dialog without
changing any settings.

E OK: Close the dialog and accept the
settings.

F Editing controls: Allows you to Add or

Delete file names from the Exclude
list.

=——— Cataloging Options %
General\WMappings\/File Types\/Exc‘lude\
etz with 2] [57 1 [ s ]
Begins ‘With CUP |~ | Delate I e
[ Cancel ] [ Ok ]
.
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Editing Fields in Place in Record View

Movement Key
Next Field Tab
Previous Field  Shift-Tab

Next Record

Command-T (Mac)

Next Record

ctrl-T (Windows)

Previous Record

Command-{ (Mac)

Previous Record

Ctrl-{  (Windows)
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Portfolio 5.0 adds another dimension to organizing and managing
catalog records—the ability to edit fields directly, without the
need to select and open special editing palettes.

In Record view,

you can edit directly in the desired field by

enabling the “Edit” option in the Record tab of the Customize
Gallery dialog (View > Customize...).

=———— Master Catalogfidb - Untitled ="————HH
|_I_I_III—IIIEu I
Filename: BOZBO018.JPG -]
Path: OMwS Portfolio 4.0 Project :Gallery Irmages :BOZB0013.JPG
| Keywords: Inature I
animal 0[] —
BOZEOO012.JPG 1] =]
babyy 1 —
Gallery Images 49
wild 2
-
Description:
Filename: BOZBODZI.JPG
Path: OMWS Portfalio 4.0 Praject :Gallery Images :BOZBO02Z .JPG
Keywords:
anirnal
EOZEQOZE . JFG
Gallery Images
lian
proud
Description:
-|
62 of 62 <] v [z

With Edit in Record View enabled, add (+) and delete (-) buttons
are displayed beside multi-valued fields, such as keywords. This
allows you to easily add or delete keywords directly from the

gallery window.

Note: System fields (with the exception of Keywords and
Descriptions) are not editable, since they contain information
entered by the system that is never user-editable. URL fields are
editable, but do not act as hyperlinks when Edit in Record is

enabled.




To Edit recordsin placein Record view:

1. From an open Gallery, choose Record view by selecting
it from the View menu, or click the Record view icon
on the Toolbar, or press Command-R (Mac OS) or
Ctrl+R (Windows).

2. Open the Customize Galleries window by selecting it
from the View menu, or click the Customize Gallery
icon on the Toolbar, or press Command-D (Mac
0OS9) or Ctrl+D (Windows).

The Customize Gallery diaog is displayed.
3. Select the Record tab.

4. Put a checkmark in the Edit box located near the
bottom of the window.

Customize Gallery
Thurnbnailzs List Record Saved Options
Twpe
war
Font. Lo =
+ Keywords 5 =
Catalaged
. Category 1
BB Calor Mode
i Created
Thurnbnail Creator Mas
Size: 112 % 112 piels E Eﬁfgfz'zn tin
File Type Mac
Border Height
Horizontal Rezolution
Eackyneindiolog 1] Last Madified
Last Updated
Text Color: - Multipage Count 1
= —--.\ Shart Filenarne % in =
[ Display as List  [54 Show Field Names( ¥ Edit/, Thurnbnail Size 2
[ Apply ] [Save as Defaults] [Restore Defau Its] [ Cancel ] ” QK “
H " ”
5. Click “OK.

The Gallery will now allow editing in place in Record
view. You can use the shift and shift-tab to move between
fields, and (Mac OS only) Command-up arrow and
Command-down arrow to move between records.
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Tip
For information about searching
using keywords, see page 39.

Note

You must have Editor level access
or higher to modify keywords. See
page 194.

Tip

If you double-click a keyword in
the Gallery window List view (or in
Record view, if keywords are dis-
played), all the items with that
keyword are located and dis-
played in the Gallery (replacing
the items previously displayed in
that Gallery).
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Keywords

Each item in a catalog has certain information associated with it,
such as filename, file type, volume, and so on. Each item can also
have one or more keywords associated with it. A keyword is a
word or phrase that you associate with a particular item, and a
good keyword list can be a valuable tool for finding the material
you need in a catalog.

Keywords can be extracted from the item’s source file and/or
added to item records manually. An unlimited number of key-
words can be assigned to each item. By using catalog access level
permissions (page 192), a catalog Administrator can control who
is allowed to edit item keywords.

A catalog can aso include a preset list of keywords called the
Master Keywords List. Master Keywords can only be created
with Administrator access. Users select keywords from the Master
Keyword list, which helps maintain consistent keywording among
itemsin a catalog or across multiple catalogs. See “ Catalog
Administration,” (page 202) for information on creating and
maintaining a Master Keywords list.

Adding Keywords by Extracting Them from Source Files

If you have selected the “Extract Keywords® option (Catalog >
Cataloging Options: Add and/or Update tab) for Adding and/or
Updating, Portfolio examines all source files for keywords
created in their native applications when you add and/or update
itemsin a catalog. As items are cataloged or updated, extracted
keywords are added to the item’s keyword list according to the
settings in the Add and Update tabs (pages 134 and 137).

Viewing Item Keywords

You can view the keywords associated with a selected item in the
following locations:

« At the bottom of the Gallery window in List view (View > List)

« Inthe Gallery window in Record view (View > Record), if
keywords have been included in the view (View > Customize).

« Inthe Keywords tab of the Item Properties dialog (Item > Item
Properties: Keywords)

« Inthe Edit Keywords dialog (Item > Edit Keywords)

When keywords are shown, the number beside each keyword
indicates how many items in the catalog have that keyword
assigned.



Viewing Keywords for the Selected Item

A Keywords for the selected item as
displayed in the Item Properties
dialog (Item > Item Properties:
Keywords).

B Keywords for the selected item(s) as

Item Properties

Properties - ACTO0B4 jpg

General Fepwords !FIEMS i

displayed in the Edit Keywords dialog
. Item Keywords: Haster Keyword List:
(Item > Edit Keywords).
; 1775 :‘:i
C Keywords for the selected item as - 1330's
. . . . ACTO024.jpg 1 930
displayed in the Gallery List view ool 3 i
: . 19405
(View > List). O et 50 13505
leisure 5 19605
For information on adding keywords to Man 42 B
the selected item, see page 152. outdoor 3 2 cent
. ) o People 90 20
For information on viewing keywords for - B
the entire catalog, see page 150. ok I P i T i
For information on extracting keywords
from an item’s source file, see page 204. I—IDK m— ; s ’ Help i
For information on creating a Master
Keywords list, see page 202.
Gallery Window
[[0] =——— Sample Catalog.fdb - All JPG's*
Edit Keywords WEE | EEEIE
- Filename | File Size [ Lastriogities | File Type M=
Edit Ke‘vwolds E ACTOOS4. jpg 4K TA11/97 1:42:26 P JPEG é
It ¥, 4 Chate: ACT2001.jpg 2K T/9497 10:57:17 AH JPEG
L ate: 0K I ACTZ039.3pg E3 779797 1055717 Al JFEG
1] .ipg &M I00035 . jpa Sk 711797 1:42:26 PN JPEG
qulf Cancel ANTOO0S.jpg 4K 7411797 1:45:35 Pl JPEG
@ IMAGES BABOD4S. jpg 3K 7411497 1:43:26 PHJPEG
leisure 1 item(s) B ACOOZE. jpg LT 7/9/97 10:52:12 A JPEG L
tdan selected BUSZ004 jpg 2K T/2/97 10:95:19 &H JPEG -
outdoor - [ Tl ]
Peaple Assign z ACTO024 jpg 1 [Golfer in a zand
qolf 2| [trap. Green grass [ |
Delete IMAGES 50| | |and some trees in
Teisure 3 the background.
Man 42| Backlit.
Add outdeor 39|
= People 30|
Thurbnail Keywords Description Z
]

°

To display the keywords for an item:
1. Select theitem, then choose Item Properties... from the

Item menu, or press Command+l (Mac OS) or

Alt+Enter (Windows).
2. Inthe Item Properties dialog, click the Keywords tab.

The item's keywords appear in alist box on the left. Master
Keywords appear on the right.

3. Click “OK" when you are finished viewing the keywords.
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Tip

You can export a catalog’s key-
words to a text file by clicking
“Export Keywords....” (Mac OS) or
“Save Keywords to File” (Windows)
on the Statistics tab of the Catalog
Properties dialog (Catalog > Cata-
log Properties: Statistics). This is
useful if you want to import those
keywords into a catalog's Master
Keywords list.
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To display the keywords for an entire catalog:

1. Choose Catalog Properties... from the Catalog menu,
or press Command+Option+J (M acintosh) or
Ctrl+Shift+J (Windows).

The “Catalog Properties’ dialog is displayed.
2. Click the Statisticstab to select it.
3. Click “Calculate...”

Catalog Properties

General  Statistics |

LCatalog Keywords Count Wolumes Count
Tie 2 | [Entensis CD 262
tied up 1
tigers 1
tilers 2
time 10
time expired 1 =
together E -
Save Keywords to File... |

ok | Cancel | Sl | Help |

The keywords for all itemsin the catalog, and the number
of occurrences of each keyword, are displayed in the list
box on the left. The more items in the catalog, the longer
this process will take.

Adding, Assigning, and Deleting Keywor ds

You can manually enter and assign keywords to the items in the
catalog, and you can edit an item’s keyword list whether key-
words were added manually or extracted from the item’s source
file. With the exception of the Master Keywords List, you cannot
add keywords to the catalog without assigning them to at |east
one item.

To add and assign keywords to items you must first select the
items in the Gallery window. Once the items are selected you can
assign keywords in the following ways:

 Singleitems. From the Item Properties dialog (Item > Item
Properties), from the Edit Keywords dialog (Item > Edit
Keywords), or from the Master Keywords Palette (View >
Master Keywords Palette). See page 156.

e Multipleitems. From the Edit Keywords dialog, or from the
Master Keywords Palette. See page 156.



Adding and Assigning Keywords to Selected Items

From the Item Properties dialog you can
work with a single selected item:

A Add: Enter a keyword, then click

Add to add it to the selected item’s Item Properties
keyword list (this assigns the
keyword to the selected item). O Properties - k22552 IF6=—————H
B Remove: Select a keyword assigned R/ Keuwords \/MRETS
to the selected item, then click Itern Keywords Master Keywords
Remove to remove it from the item’s Q o= ] [ntemna -
keyword list. - Antique =
am_ma] 15: ant\_que_ warrior =
C Assign: Select an item from the o B |frtiades
Master Keywords list, then select bwick ;3 AnuBaikground
. ) color appare
Assign to assign the keyword to the endangered species 1 e
item. feline 2 apple
fur 2| Appliance
. H i HAROO1 = hival
D Cancgl. Closes the dialog without HaRS 0 S
applying any changes. horizontal 25 Arizona
kz2552 1] | Arrow |
E OK: Closes the dialog and applies the kz2552 JPG 1] Larson =
keyword changes to the item record. T ) | [remoe ) | [ pemm )
From the Edit Keywords dialog you can
work with multiple selected items: T | ( Can‘cﬂ J [ U‘K J
F Keyword field: Enter keywords to ‘ ‘
assign to the selected items. @ @

G Keywords list: Shows all keywords
assigned to at least one of the
selected items.

H Add: Adds text in the Keyword field
(F) as a new keyword to all the

selected items. Edit Keywords

| Assign: Adds the selected keyword

(which is assigned to one or more of =—————FEditKeywords
thtT sele(jc?ed items) to the ;est of the o (s -
selected items (see page 155). = 1 T - m
J Delete: Deletes the selected keyword -
ACTZ0ZD, - .
from all selected items. potion e 4“
africa
K Selected Items: Shows how many (G || Amonos seg (oo +H—@
catalog items are currently selected. ANTON0Z.jog
3 Add
L OK: Closes the dialog and applies ;sa\;ggoﬁin;%pg Sitern(s) | @
the keyword changes (indicated in gﬁﬁzfjs'm selected
the State column (N)) to the selected Bl
h ubbles
items. cat —@®
Child
M Cancel: Closes the dialog without o = M o
applying any keyword changes. MAGES id e V]
N State: Displays the action that will be

taken with keywords during this m
editing session. Options are: Add (H),
Assign (1), or Delete (J). The actions
indicated by the status of the State
field are not applied to the selected
items until the dialog is closed by
clicking “OK.”
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Properties - kz2552_JPG [ x|

Gereral  Kepwards | Fields |

To Add keywordsto a single item:

1. Select theitem that you want to add keywordsto, then
choose Item Properties... from the Item menu (or press
Command+l (Mac OS) or Alt+Enter (Windows).

The “Item Properties' dialog is displayed.
2. Click the Keywordstab to select it.

] Properties - kz2552.1PG B
m Keywords Field=
ltem Keywords Master Keywords
I circus I 1776 [ |
1920z =
animnal 15{a| [1930s —
animals 4= |[1740s
big cat 1 | 1950=
black 10) 1960z
calor 24 2
endangered species 1 2 cent
feline 2| 20s
fur 2| z
HaAROO1 28| 28 Special
HARS &0 20
harizontal 25 Zdrnf
kz2552 11— |4 —
kz2552 JPG b 4th of July =
H Add ]I Rermove ] [ Azzign ]

J o ]

[ Cancel

3. Typeakeyword in the text box, then click “Add.”

Note: If the catalog administrator has restricted keyword
additions to only those in the Master Keyword list,
Portfolio checks your additions against the list and notifies
you of any “illegal" keywords.

3. If you have a Master Keywords list, select a keyword
from the Master Keywordslist, then click “Assign,” or

Item Kepwords: Master Kepword List:
I Cat =]
ICat &nd Mouse
anirnal 15 =
animals 4
big cat 1
black 10
color 64
endangered species 1
felire 2
fur 2
ele] | Hemove | Assign |
QK I Cancel | Lappli | Help |
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double-click the Master Keyword.




4. When you are finished adding keywords, click “OK” to
close the dialog and assign the keywordsto the item.

To Remove a keyword from an item:

1. Select theitem that you want to remove keywor ds from,
then choose Item > [tem Properties[or press
Command+l Mac OSor Alt+Enter (Windows).

The “Item Properties' dialog is displayed.
2. Click the Keywordstab to select it.

3. From theitem’s keyword list, select the keyword that
you want to remove.

4. Click “Remove.”

f==————— Properties - Ceramic Sunlowlif =————— =
m Keywords Fields
Itern Keywords Master Keywords
I| I 1776 -
1930's =
Ceramic 2 1920s
Ceramic Sun 1 1240z
Ceramic 5. Jow tif 1 1950s
Culturals = 1260z
Gear 47 2
Heat 3 2 cent
Light E 20=
Mad 1 £
Mask 5 38 Special
Mezxican 1 Ee
Object 28 Zdrnf
Object Gear 25| 4 _—
Objects - solution 25 4th of July >
Add ] [ Rernowe ] [ Assign ]
[ Cancel ] H 0K ]I

5. When you have finished selecting all the keywords that
you want to remove from the selected item, click “OK."
This closes the dialog and removes the keywor d(s).

The keywords are not actually removed from the item until
you click “OK.” If you accidentally remove the wrong key-
words, you can click “Cancel” to close the dialog without
applying the changes.

When you delete a keyword it appears in the text entry
box. Thisis handy if you decide you want to add it back—
you can do so easily by clicking the “Add” button.
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Edit Keywords

Itern Keywords

State

I wircus

Add

anirnal
anirnals

big cat
black

circus

color
endangered species
feline

fur

H&ROO1
HARS
horizontal
kz2552
kz2552 JPG
rarnrnal
outdoor

] |

Add

1]

Assign

Delete

1 item(s)
selected

I

Cancel

Edit Keywords

Itern Keywords

State

Add

Bubonic Plague
Cat

Cat And Mouse
Cheese

color
endangered species
feline

fur

HARDO1

HARS
horizontal
leontents
IMAGES
kzZ552
kzZ532.JPG
Tion

1

Aszign

1

Azsign

Crelete

3 item(z)
selected

k.

it

Cancel
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To Add a keyword and assign it to multipleitems:
1. In the Gallery window, select the itemsthat you want to

add keywordsto.

. Choose Item > Edit Keywords... [or press Command-Y

(Mac OS) or Ctrl+Y (Windows)].
The Edit Keywords dialog opens.

All the keywords assigned to at least one of the selected
items will be displayed in the keywords list.

. Type a keyword in the text box, then click “Add.”

The “State” of the keyword is changed to “Add,” indicating
that it will be added to the catalog and assigned to the
selected items.

Note: You do not need to click “ Assign” after you add a
keyword—" Add” implies“ Assign” (that is, all keywords
with either Add or Assign in the Sate field will be assigned
to all selected items in the active Gallery when the dialog
isclosed. “ Add” just tells you it's a new keyword).

. When you have finished adding keywords, click “OK”

to close the dialog and assign the keyword to the select-
ed items.

If you close the dialog by clicking “Cancel,” al changes
are discarded.

Totake a keyword that is already assigned to oneitem and
assign it to other items:

1. In the Gallery window, select both the item that hasthe

keyword you want to assign, and the items that you
want to assign the keyword to.

. Choose Item > Edit Keywords... [or press Command+Y

(Mac OS) or Ctrl+Y (Windows)].
The Edit Keywords dialog opens.

All the keywords assigned to the selected items will be
displayed in the keywords list.

. Locate the keyword that you want to assign to the

selected items.

. Click “Assign.”

The “state” of the keyword is changed to “Assign.”

. When you have finished assigning keywords, click

“OK" to close the dialog and assign the keyword(s) to
the selected items.



Assign Keywords from the Master Keywords Palette

A

Find: Enter a keyword or partial key-
word, then click the Find button to
move to the location on the list of the
closest matching keyword. Handy for
quickly moving around a long list.

List of Keywords: Select a Keyword
from the list, then click Assign to
assign the keyword to the selected
items. You can also drag keywords to
a Gallery to assign them to selected
items. Double-click a keyword to
locate gallery items with that keyword.

Assign: Select a Master Keyword from
the list, then click Assign to assign the

keyword to the selected items.

D Find: Select a Master Keyword from
the list, then click Find to locate all

the items with that keyword assigned,

and display them in the Gallery
window.

Master Keyword List [}

o
e A

career
carefree

Caribbean =
caning

@7 carpet

carpeting

Carriage

cart

carton

Casino

Cast

casual

Cat

Cat &nd Mouse
catch

catching

Cats

Cats Paw |

® &= i H—@

Tip

To jump to a particular part of the
list, start typing the keyword in the
edit box. The list will jump to the

first word beginning with the text
that you entered.

Tip

You can drag multiple keywords
from the Master Keywords list and
drop them on the thumbnail of any
one of the selected items to
assign them to all the selected
items at once.

Tip

Keep the Master Keywords
Palette open while you are work-
ing with multiple catalogs. As you
click in different Catalog Gallery
windows, the Master Keywords
Palette is immediately updated
with the keywords for that catalog.

To assign keywordsto items using the Master Keyword list:
1. In the Gallery window, select the itemsthat you want to

assign Master Keywordsto.

. Choose Master Keywords Palette from the Window

menu [or press Command+K (Mac OS) or Ctrl+K
(Windows)].

The Master Keywords Palette will be displayed, showing
all the Master Keywords in the catal og.

. Onthe Master Keywords List, locate and select the

keywor d(s) that you want to assign to all the selected
items. [Press Command-click (Mac OS) or Ctrl-click
(Windows) to select keywor ds non-contiguously.]

. Click “Assign.”

The keywords are assigned to all the selected items
immediately.

To find all itemsto which a keyword is assigned:
1. Open the Master Keywor ds Palette [Window > Show

Master Keywords Palette, or press Command+K (Mac
09) or Ctrl+K (Windows)].

. Select the keyword that you want to change, then click

“Find,” or double-click theword.

. In the Gallery window, all the items with that keyword

will be displayed.
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Master Palettes (Predefined Custom Lists)

New in Portfolio 5.0 is the ability to display entries from any
Custom Field with a Predefined List on palettes.

These lists behave just like Master Keywords on the Master
Keywords List, except that they are created automatically when
Custom Fields designated as Predefined List are created. To
create these kinds of Custom Fields, see page 210.

After the Custom Field has been created and the list entries
added, the Custom Field name is displayed on the Window menu:
Master Palettes sub-menu as “ Show [Field]” where [Field] isthe
name of the Custom Field.

Selecting a“ Show [Field]” name from the Master Pal ettes
submenu opens a palette with the Custom Field list displayed.

Show Master Palettes

To open the Master Keyword palette, or
any Custom Field palette (predefined
list Custom Fields only), select it from
the Master Palettes submenu of the
Windows menu.

A Custom Field (Predefined List)
Palettes: Each Custom Field created
as a predefined list will be displayed
here with the word “Master”
preceding the name of the field.
Simply select the name to open the
Master Palette for that field.

B Master Keywords Palette: Select to
open the Master Keywords palette

indow
Mew Gallery Chil+G
List Galleries.. Ctil+5hiftt+G
Save Gallery Chil+5
Save Gallery As... Ctil+5Shift+5

Lascade

Tile Horizontally
Tile Wertically
Cloze All

Show Catalogs
Show Finds
Show Galleries

Show Categories
il Palettes
Show Sorting

Show Master Awards
v 1 Sample Catalog.fdb - Untitled * Show Master On Dizplay |t

o o
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Master Palettes—Custom Field Values

A

Palette tab: Displays the Custom
Field name. Master palettes can be
docked and undocked just like other
Portfolio palettes (see page 37).

List of Custom Field Keywords: All the
entries for the predefined list field are
displayed.

Selected list entry (value): Select an
entry on the list, then click Assign to
assign that value to the custom field
of selected items in the Gallery. You
can also drag an entry to a Gallery to
assign it to selected items.

Assign: Select a Custom Field value
from the list, then click Assign to
assign that value to the appropriate
Custom Field (shown in the palette
tab, (A)) for selected gallery items.

Find: Select a Custom Field keyword
from the list, then click Find to locate
all the items with that word assigned,
and display them in the Gallery
window.

Master palette fly-out menu: Options
are Assign and Find.

AJ (B

@ [
| Status

Comnpleted |39 Aszign
In Progress Find

® Mot Started —
Production

Assign | Find [

o o

EE
| huthor\i Status
Cornpleted 139
In Progress [a]
Not Started ]
Production
Aszign | Find e

To assign wordsto itemsfrom a Master Palette:
1. Inthe Gallery window, select the items that you want to

assign keywords to. [Command-click (Mac OS) or
Ctrl-click (Windows) to select records non-contig-
uously.]

. Open the appropriate Master Palette: From the

Window menu, Master Palettes sub-menu, choose the
appropriate Custom Field name.

A palette for the Custom Field will be displayed, showing
all the entries assigned to that field.

You can dock and undock Master Palettes just like other
palettes (see page 37).

. On the palette, locate and select the word(s) that you

want to assign to all selected Gallery items. [Press
Command-click (Mac OS) or Ctrl-click (Windows) to
select wor ds non-contiguously.]

In our example, we will be assigning the word “In
Progress’ to the Status field of several discontiguous
records in the Gallery.
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4. Click the“Assign” button at the bottom of the palette,

or select “Assign” from the palette fly-out menu.

4. Drag and Drop the words onto the Gallery.

0 = ——Pruojerts.fdb - Untitled =i—"— 0B
= oo
mE=EE] 2| ==l EEER 2]
Filenarne File Size | Authar Status
AD4C00S1 . JPG 42K In Progress a
BOZEODO9 PG 24K In Progrezs
BOZEOD1 0.JPG 17K In Progrezs
EBOZEOOZ0.JPG 44K
BOZBO0ZZ JPG 20K
BOZEODEE .JPG 23K
BOZBO029 PG 14K In Progress
EBOZEO01 5.JPG 20K
BOZEOD &.JPG 28K In Progrezs
BOZEODO1 2.JPG JEK In Progress
BOZB00Z23 .JPG 34K
BOZEO049.JPG 4k
[~
12 0f 12 [4] 3
- -
[~ [~
Thumbnail Eeywards Drescr iption |—//;

The list word(s) are assigned to all selected itemsin the
Gallery immediately.

To find all itemsto which a predefined list word is assigned:

1. Open the appropriate Master Palette: From the

Window menu, Master Palettes sub-menu, choose the
appropriate Custom Field name.

2. Select theword that you want to search on, then click
“Find,” or simply double-click the word.

3. In the Gallery window, all the items with that word will

be displayed.



Item Descriptions

In addition to adding keywords to any item, you can add a
description up to 32,000 characters long. You can use the descrip-
tion field to keep track of any information about the source file
that you might find useful or important, but information that you
probably won't use to locate catalog items. You might want to use
the Description field for photo captions, small amounts of market-
ing copy, or miscellaneous notes.

If the original application provides a way for you to enter and
save descriptive text with the source file, Portfolio can often
extract this information automatically as it catalogs the item.
Otherwise, you can add or edit a description after cataloging. In a
network environment, a catalog administrator can control who
edits descriptions.

Adding Descriptions by Extracting Them from Source Files

If you have selected the “Extract Descriptions” option (Catalog >
Cataloging Options: Add and/or Update tab) for Adding and/or
Updating, Portfolio examines all source files for descriptions
created in their native applications when you add and/or update
items in a catalog. As items are cataloged or updated, extracted
descriptions are added to the catalog according to the settings in
the Add and Updates tdpages 134 and 137).

Entering and Editing Item Descriptions

You can manually enter item descriptions into a catalog, and you
can edit existing descriptions whether they were added manually
or extracted from an item’s source file.

To enter or edit a description manually:

1. Select the item to which you want to add a description,
then choose “Item Properties...” from the Item menu.

The “Item Properties” dialog box appears with the General
tab selected.

2. Type a description in the Description text box, then
click “OK.”

The description is added to the item.
Note: If the Description text box is disabled, it indicates that you
do not have permission to edit descriptions for items in the open

catalog (requires Editor mode or higher). If you are working in a
network environment, check with your catalog administrator.
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Adding Data to Custom Fields

If custom fields have been defined for a catalog, you can change
their value (or contents). For example, you can add photogra-
phers names to a custom “Photographer” field in a catalog of
photographic images. Some custom fields even allow more than
one entry, and others allow you to select from a predefined list of
items so that consistency is maintained from record to record,
and/or between catalogs. See page 206 for information on creat-
ing specia Custom Fields.

Note: You must have Editor level access or aboveto a catalog in
order to change its Custom Field values. Creating new Custom
Fields requires Administrator level access. See page 194.

Item Properties—Fields Tab

A Custom Fields tab

Thumbnail Preview: Displays the
thumbnail for the selected Gallery
item.

Custom Field List: Lists all the
Custom Fields that have been created
for the catalog, even if no values have
been assigned to a field.

Edit: Opens the appropriate Edit
dialog for the selected Custom Field.

Cancel: Closes the dialog without
saving changes in any of the tabs.

OK: Closes the dialog and saves
changes to all the tabs.

[0 =—————Properties - FLW0088jpy % B

General Y/ Keywords %/ Fields % ‘
Marne Tupe Walue

Artist String Charlotte

Details String Gloss phota, ... availability[— |

67,,, In Stock Integer 5

Fhone Mumber String (200) S545-4514

Sale Price Decimnal 25.00,50.00

Ship Date Date/Time  8/20/98 12:00:00 &

Yendor String Digital Stock Corporation

‘website LURL www digitalstock comn

? ?

e

[ Cancel ] [ Ok ]

® & o
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To Edit existing Custom Fields:
Tip 1. Select an item in a Gallery window, then choose Item >

In addition to the methods shown Item Properties.

here for adding data to Custom 2. Inthe Item Properties dialog, click the “ Fields’ tab to
Fields, you can edit fields directly slect it

in Record View (page 146), or '

add words from predefined Cus-

tom Field lists available on Master [0 =————Properties - IW0088jpy ————H
Palettes (page 156). Beneral \ / Keywards \ / Fields \
Marne | Type | Walue
Artist String Charlotte a
Details String Gloss phota, ... availability[— |
In Stock Inteqger =]
Fhone Number String [200) 545-4514
Sale Price Decimal 25.00,50.00
Ship Date Date/Time  5/20/98 12:00:00 A
Yendor String Drigital Stock Corporation
‘Website URL wewew digitalstock.corm
B
Edit... “
[ Cancel ] [ 0K ]

All custom fields for the catalog are displayed, even if no
datais currently entered in afield for the selected item.

3. Select the field you want to change, then click “Edit..”

The “Edit” dialog box for the field will be displayed. This
dialog differs for the different field types— see page 209.

4. Typethe appropriate valuein the text box, then click

“OK” to close the edit dialog.
Field Type Data Example

Date/Time  8/20/98 1:15 pm Edit String
Decimal  50.00 Field Mame:  endor oK |
Integer 100 IExtensis
Cancel |
String Text

Text Block Multiple lines of text

URL  www.extensis.com If you enter avalue that is incorrect for the field type,

clicking “OK” produces no result. (Re-enter the proper
value type or click “Cancel.”)

5. Click “OK” to close the dialog and accept the changes.
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Custom Field Editing Dialogs

Custom Field values are entered from
the Item Properties dialog (Item > Item
Properties). The following six editing
dialogs are available. See “Adding
Custom Fields” starting on page 206 for
additional information on field types.

A Single-line string: Enter text strings.
Number of characters allowed is set
when the custom field is created.

B Text Block: Enter text strings that can
be displayed on multiple lines.

C Predefined list: Select an entry from
the pop-up list of predefined values.

D Multi-value list: Enter a value to add it
to the list.

E Date/Time: Enter date and time using
the syntax mm/dd/yy hh:mm:ss.

F URL: Enter a title for the URL and the
URL string. The text in the Title field is
what will appear in the URL field for
the item. Clicking the Title launches
the selected browser and opens the
indicated URL.

String

Edit String

Figld Mame:  Wendaor K

Cancel

u] |
|Extensis

Predefined List

Edit String

Figld Marne: Artist

[_Charlotte B

Cancel ] ” Ok "

Multi-value List

Edit Decimal

Field Mame:  Sale Price
25.00
35.00

Date/Time

Edit Date/Time

8/28/98 420 pm
Cancel

Figld Mams:  Publish Date oK. |

Text Block

Edit Text Block

Field Mamne : History

#rtwaork submitted by Jezsie. Completed by Dane.

e |

Edit URL

Field Mame : ‘Website

Title: wowow g tensiz.com

URL : http ./ fwrww exctensis.com

Cancel ] ” Ok ]l
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A Context: Determines search context.
Options are:

Replace all Iltems in Gallery: Repla-
ces the indicated field value of all the
records in the active Gallery with the
value defined in the Replace clause.
Disables the Find clause.

Search Selected Items: Limits the
scope of the Find to the currently
selected items in the active Gallery.

Search Gallery: Searches the entire
active Gallery for matching records.

B and C Find clause: Sets the parame-
ters of the search.

Fields pop-up: Displays all fields,
including Custom Fields. In Portfolio
5.0, all fields are indexed.

Operator pop-up: Defines the search
operator. List changes depending on
find field type (B).

Search value: Enter the string to be
searched for.

D Replace clause: Determines which
field value will be replaced.

Replace text box: Enter the string that
will be used to replace the existing
string.

E Add to Multi-valued List: Controls

how multi-valued fields are handled.
See page 211.

F Replace: Click to initiate the Find and
Replace operation. If the field is a
single value field, the entire contents
of the replacement field are replaced.

G Close: Click to close the dialog box.

Replacing Keywords, Descriptions, and Field
Values using Search Parameters

You can easily replace keywords, descriptions, and Custom Field
values for multiple items in a catalog at the same time using
Portfolio’s powerful Replace function. For example, if you have
defined a Custom Field for the print date for your images and the
print date for some of those images slips by aweek, you can
replace the incorrect date in that field for all the affected images
at once. You can even search on a different field than the field
being replaced, and you can choose to search al the itemsin the
active Gallery, or limit the search to only the selected items.

Find and Replace

1 17

Find and Replace

Context

Find

O Replace all lterns in Gallary
@ Search Selected [tems
O Seatch Gallery

[repee ]

[ Yendor

i] [ matches

|Digita'| Stock Corparation

Replace

Phone Nurnber

|z00-555-6789

| W F
o oo

N édd to Multi-valued List

T

Cataloged

Color Mode
Created

Creator Mac
Description
Extension Win

File Size

File Type Mac
Filename

Height

Horizontal Resolution
Keywords

Last Modified

Last Updated
MultipageCount
Path

Short Filename ¥in
Thumbnail Size
Yertical Resolution
Yolume
Watermarked
watermarkURL
width

Zone Mac

T

exists
does not exist

* matches
does not match
greater than or equal
greater than
less than or equal
less than
starts with
does not start with
ends with
does not end with
containg
does not contain

Description
Keywords

* Fhone Mumber
Yendor
‘Website
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Replace
— Context
Replace
" Repl |D_I
i Close |

" Search in Gallery

— Find

j I containg

IVendol

[

IPhotoQuick Corporation

— Replace

IPhone MHumber - l

IEDD-SES-B?ES

I | e b el st

Tip

You can populate Custom Fields
based on information in existing
fields. This can be handy when
you want to add a new field
based on existing information
and/or move existing information
into a different field. For example,
you might search for every record
that has a particular vendor name
in the Description field and move
that vendor’s name to a custom
“Vendor Name” field. Then you
might search all the records again
using the Vendor Name, and add
the vendor’s web address to a
custom “Vendor Website” field.
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To Replace items based on field values:
1. Choose Replace... from the Catalog menu (or press

Command+Option+R (Mac OS) or Ctrl+Shift+R
(Windows).

The “Find and Replace” dialog box appears.

. Select the Context of the search using the Context radio

buttons.

¢ Replaceall Itemsin Gallery: Disables the Find and
forces the Replace value into al records in the Gallery.

e Search Selected Items: For the selected items, Replace
the value for al records matching the search criteria.
Unselected records are not affected.

e Search in Gallery: For all itemsin the Gallery, Replace
the value for al records matching the search criteria.

. Enter the parameters of the Find by selecting the field

to be searched and a search clause from the pop-ups,
then enter the text string to search on.

Note: This step does not apply if you selected “ Replace all
Itemsin Gallery” in step 2.

. Enter the parameters of the Replace by selecting a field

to bereplaced from the Replace Field pop-up, then
enter the data string that will replace the existing data
in the selected field.

If the field you selected is a Multi-valued field, indicate
whether you want the Replace value added to the list of
existing values, or to replace the value indicated in the
Find value field.

Note: Exercise caution when you perform a Replace where
the Find field is different than the Replace field and “ Add
to Multi-valued List” is unchecked, as the entire contents
of the Replace field will be replaced.

. Click “Replace”

Item records matching the Find criteria will be located, and
data in the indicated Replace field will be replaced.

Note: Because the “ Replace” command in Portfolio is
replacing field data in item records that are already being
displayed, and is not (like the Portfolio “ Find” command)
searching for items to display, the “ Replace” command
has no effect on the Gallery (other than to show any field
data that was replaced during the Replace operation).



Add to Multi-valued List Checkbox

The Multi-valued List option is only available when a Custom Field
defined as a Multi-value List is selected in the Replace clause.

There are four possible options for replacing multi-valued fields.
These are based on the type of search being conducted, and
whether the “Add to Multi-valued List” checkbox is On (checked)
or Off (unchecked). An example of each is given below. The first
three options are fairly straight-forward. The fourth can be
extremely powerful, but unless understood fully, may lead to
unwanted results. If you are interested in applying the fourth
scenario, you may want to experiment with a small, unwanted
catalog until you fully understand the ramifications.

For the following, assume that you have a Multi-valued List with
two items it: “cat” and “dog.”

Examples and Results:

Option 1: You want to search for all records containing “cat” and
add the word “snake” to the list. To accomplish this, enter “cat”

in the Find field, enter “snake” in the Replace field, and turn the
“Add Multi-value” checkbox On. This results in a multi-value list

containing “cat,” “dog” and “snake.”

Option 2: You want to search for all records with some common-
ality and add “snake” to the value list. To accomplish this, enter
your search parameter in the Find field (such as a creation date or
partial filename), enter “snake” in the Replace field, and turn the
“Add Multi-value” checkbox On. This results in a multi-value list
containing “cat,” “dog” and “snake.”

Option 3: You want to search for all records containing “cat” and
replace the word “cat” with the word “snake.” To accomplish this,
enter “cat” in the Find field, enter “snake” in the Replace field,
and turn the “Add Multi-value” checkbox Off. This results in a
multi-value list containing only “snake” and “dog.”

Option 4: You want to search for all records with some commonal-
ity and replace the entire value list with the word “snake.” To
accomplish this, enter your search parameter in the Find field
(such as a creation date or partial filename), enter “snake” in the
Replace field, and turn the “Add Multi-value” checkbox Off. This
results in a multi-value list containiranly the word “snake.” This

can be helpful when you want to replace the entire value list and
start over again with new values. After replacing the list with a
single value you can perform a regular Find to locate all the items
with that value and add the other list items in the normal way.
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Warning

This is an extremely powerful
feature, allowing you to replace
data in a selected field for many
records at once. Be aware that
any data already existing in the
selected field will be overwritten.

Find and Replace

Context

@ Replace all Iterns in Gallery
O Search Selected [temns

D Seatch Gallery

Replace

I nature I

D #dd to Multi-valued List
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Populating Fields in Multiple Records at the
Same Time

Portfolio makes it easy to add information to multiple records at
the same time, either as a replacement for existing text, or to add
new information to the same field in many records at once. The
easiest way to do thisis using the “Replace al itemsin the
Gallery” command, an option on the Replace dialog (Catalog >
Replace).

For example, you might have several hundred records that you
want to add a keyword to, or you may have gotten a batch of
photographs that you want to add the artist’s name to. All of this
can be done easily in Portfolio. Simply open a Gallery with all of
the records that you want to change, select this option on the
Replace dialog, choose the field that you want to change from the
pop-up menu, and enter the desired text.

To populate a field in multiple records at the same time:

1. Open a Gallery and locate all the records that you want
to affect.

2. From the Catalog menu, choose “ Replace..”
[Command+Option+R (Mac OS) or Ctrl+Alt+R
(Windows)].

3. Click “Replace all itemsin Gallery.”

Notice that the search portion of the dialog is no longer
available. Thisis because you have already found the

records that you want to change (all recordsin the
currently active Gallery).

4. From the Replace pop-up menu, select the field that
you want to affect.

Only fields that can be replaced will be listed. These
include the system fields Keywords and Description, plus
any Custom Fields that have been created.

5. Enter thetext that you want to appear in the selected
field.

Text entered here will completely replace any text already
existing in the selected field.

6. Click “Replace”

Entered text will replace any existing text in the selected
field for all records in the active Gallery.



Preparing Documents and Images for Cataloging

Portfolio works directly with many products to make cataloging
fast and easy. This section describes how to prepare documents
in various applications so that cataloging them is as easy as
possible.

Adobe Photoshop 3.0.x through 5.5

You can save thumbnails, keywords and captions from your
Photoshop documents for use in Portfolio catal ogs.

To include a thumbnail and preview in Photoshop:
1. Choose “General...” from the Preferences submenu in

Tip Photoshop’s File menu.

You can use Portfolio Mappings 2. Click “More”

(eEtzlen) 2 I OF TS 3. In the Image Previews section of the dialog box, select
Mappings tab) to extract all user . "

added data in the File Info fields Always Save.

of Photoshop files. See page 139 4. Click “OK

for details. ) '

To include keywor ds and captionsin Photoshop:

1. Choose “File Info” from Photoshop’s File menu.
Enter your caption in the caption field.
Click “Next” to switch to the “Keywords’ panel.
Enter your keywords.
Click “OK” to close the dialog box.

ok~ LD

Adobe lllustrator 7.0 and 8.0
[Hustrator automatically saves athumbnail that Portfolio can
display into native (.a) files.

For Illustrator EPSfiles, in the Save Options dialog, choose to
save both athumbnail and a preview.

Adobe PageM aker 6.5 (Macintosh only)

PageMaker saves thumbnails that Portfolio can display in the
catalog.
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QuarkXPress 3.31 and above (Macintosh only)

Tip You can save thumbnails of your documents for use in Portfolio
Macintosh: Included on the catalogs.

Extensis CD for Portfolio users is

a free Quark XTension “Extensis i .

QX-Drgg&Drop.” This powerful To attach a thumbnail in QuarkXPress:

XTension gives QuarkXPress the 1. When saving a Quar kXPress document, make sure that
ability to accept drag and drop “Include Preview” is selected in the QuarkXPress Save

items, such as the items in your dialod bo
Portfolio catalogs. Before you can 1alog box.

use this XTension you must run This will save a black-and-white thumbnail of the first

the QX-Drag&Drop Installer to
install it in your Quark XTension page of your Quark document.

folder.

Tip

Macintosh: Included on the
Extensis CD is the XTension
“Visions Edge Preview Editor
Lite,” which allows you to save
full-color thumbnails of your
QuarkXPress documents. Refer to
the instructions accompanying the
XTension for help. (Extensis can-
not offer Technical Support for
Preview Editor Lite.)
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Categorizing Records—The Categories Palette

Portfolio 5.0 offers the ability to organize groups of records
visualy, using afolder hierarchy which is accessible through the
Categories palette.

For example, you might want to use this feature to organize:

* all the versions of ajob file, such aslow and high resolution
images, RGB version, CMYK files, etc.

¢ all the elements of a print job, such as the document files,
images, and fonts

The Categories palette consists of a hierarchy of folders that are
linked to items in the catalog. By double-clicking a folder icon on
this palette you can display all the cataloged items in afolder
and, optionally its subfolders.

Categories Palette

The Categories palette lets you
organize project items visually using a
folder hierarchy.

To open the Categories palette, choose
Window > Show Categories.

A Categories palette tab

B List of Category Folders: All the
folders associated with catalog items
are listed.

Drag folders up and down to create a
hierarchy.

C Expand/contract: Click to expand and
contract the folder hierarchical list.

D New Folder: Click to create a new
folder at the current level of the
hierarchy.

E Remove from Category: Click to
remove items (selected in the Gallery
window) from the Category.

F Delete Folder: Click to remove a
folder from the palette.

G Categories palette fly-out menu:
Allows you to perform various tasks
with folders and folder contents.
Options are: New, Delete, Rename,
Apply, Remove, Show Records in
Categories, Show Records in Sub-
categories, Create on Disk, Delete All
Folders, Expand All Folders, Collapse
All Folders, Import, Export, and
Refresh. See page 170 for a
description of each menu item.

Categories I ﬂ Mew Cateqory...
Delete Categany...
Rename Categary...

[ Digital &t |

O Ea w'eb Page Apply Records bo Category
o [Z HTML Pages Remaove Flecords from Category
‘-2 ‘Web Graphics Show Records in Category

Show Records in Sub-Categories | @

Create on Disk...

Delete All Folders
Expand &l Folders
Collapze All Folders

Import....
| Expoit...

Mew... Iﬂemove...l Delete...

Refresh

® 6 6

169



Tip

Each folder that you create is con-
sidered a “category.” You may, for
your own organizational purposes,
arrange categories as sub-cate-
gories of other categories by drag-
ging a folder under another folder
on the Categories palette.

Categories Palette Menu Option

New Category...

Working with the Categories palette can make organizing and
cataloging project files a snap. Using options on the Categories
palette you can create the folder hierarchy manually, then drag
items from the catal og onto the Categories pal ette folders to link
them. Or you can catalog an entire job of items in nested
subfolders automatically by dragging folders from the desktop
(Mac OS) or Explorer (Windows) directly onto the Categories
palette. When you drag folders onto the Categories palette, items
in those folders are automatically added to the catalog and linked
to their respective folders (sub-directories become sub-categories).

By working with data the other direction—dragging folders from
the Categories palette to the hard drive—you can recreate an
entire job (folders, subfolders, and the cataloged contents), or any
number of individual folders and contents, on any local or
network volume in one easy step.

Function Performed

Create a new folder at the root level of the hierarchy.

Delete Category...

Delete the selected folder from the Categories palette.

Rename Category...

Rename the selected folder.

Apply Records to Category

Assign selected Gallery items to the Category.

Remove Records from Category

Remove selected Gallery items from the Category.

Show Records in Category

Find all cataloged items in selected folder and display them in the Gallery.

Show Records in Sub-categories

Same as Show Records in Category (above), but includes subfolders.

Create on Disk...

Copy folder and the original (source) files to the hard drive.

Delete All Folders

Deletes all folders from the Categories palette.

Expand All Folders

Expands all folders in the Categories palette.

Collapse All Folders

Collapses all folders in the Categories palette.

Import Import saved categories (Portfolio .pjd file). Must be exported from a catalog.
Export Export categories to a Portfolio .pjd file for importing into another catalog.
Refresh Refreshes the Categories palette to reflect recent changes.
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Tip

Macintosh: To drag and drop
folders from the Finder onto the
Categories palette in Portfolio, you
will need to arrange your desktop
so that you can see both the Cat-
egories palette and the window
that you want to drag from.

To do so, hide all windows except
Portfolio. In the Finder (Desktop),
open the folder containing the
items that you want to drag into
Portfolio. Arrange your folder win-
dow so that it is visible when Port-
folio is active (you may have to
close some or all Gallery windows
in Portfolio). You will now be able
to drag from one to the other.

To add an existing folder to the Categories palette:

1. Open the desired catalog, then open the Categories
palette (Window > Show Categories).

2. On theworkstation [Finder (Mac OS) or Explorer
(Windows)], locate the folder and sub-folder s that you
wish to add to the Category.

3. Drag thetop-level folder from the Finder/Explorer and
drop it onto the Categories palette in Portfolio, or onto
another folder on the palette.

o = = sunset
Categories
[ 22 items, 363.7 ME available
= Narne
[ [fi Boei ng
- Exx 5
g N S— > - G Marcamm
Z:Em - [fi Products
Z:é I+ Ei PhotoGraphics
I —— - (3 Portfolio
Z:E [ f:i Cover
0 BB [ ) Manual
Z:E 13 Ci Sleeve
?:3 L Ei Splash Screen
Zggmml [y 5 Preflight Pro
*I b G Nike
Mew... |Remove.. | Delete... |4

The folder hierarchy will be recreated on the Categories
palette, and folder contents will be cataloged and linked to
the appropriate folders on the palette.

0 A Double-click afolder to
| Categories dlsplay the catal oged

L et Bl contentsin aGallery
m Far corm

Eﬂ Froducts Wi ndO\N
a Fhotolraphics
Bl Portfalio

E& Splash Screen
tﬂ Sleeve
ﬁ Manual
E& Cover

Bl Preflight Pra

vwvwvwwd v w

e Rernove... | Delete. . |
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Path as Categories

Portfolio allows you to link cataloged items to a Categories folder
automatically at Add and/or Update time using the Path as
Categories option.

To enable Path as Categories:
1. Open the desired catalog, then open the Cataloging
Options dialog (Catalog > Cataloging Options:
General tab).

2. Choose an appropriate Modify Method from the pop-
up menu: Add, Update, or Add & Update.

3. From the Path as Categories pop-up menu, choose
“Selected Folders”

Cataloging Options

General Add Update Mappingstile Typestxc Iude\

Modify Method :
Fath az Keywords:
Fath as Categories:
Thurnbnail Quality :
Thurnbnail Size :

A far| far] Jan

b

Help
Thizs cantrals which parts of the file's path name are autoratically turned into
keywaords.

e T |

When items are added or updated, categories (folders on
the Categories palette) will be created using the same name
as the folders containing the item source file(s). Folder
hierarchy will be maintained when the categories are
created.



To create a new category using the Categories palette:

Tip 1. Open the desired catalog, then open the Categories
New folders are created at the palette (Window > Show Categories).
same level as the selected folder. 2. Click the“New..” button or choose “New..” from the
To create folders at the root (top)
level of the hierarchy, click any- palette fly-out menu.
B TS B S o di You will be prompted to enter a name for the folder.
palette to deselect all folders. To )
place a folder at a lower level, 3. Enter thefolder name, then click “OK "
drag and drop it into the desired
folder on the palette. New Folder

Name:IExtens iz I

[ Cancel ] ” oK "

The folder will be created at the selected level (below the
currently selected folder) on the Categories pal ette.

4. Continue creating folders (steps 2 and 3) until all the
folders have been created.

5. Drag the folders up and down as necessary until the
folder hierarchy isasyou likeit.

Use the insertion bar to gauge

]

a egorles
v o exactly where to drop each folder.
M g ;;f;:m —| If you don't care about the hierarchy
< B PhotoGraphiss of submenus, simply drag and drop
- [ Portfalip . _ H H
< & el sub-folders into the appropriate
- Eﬁ. Splash Screen f0| def
- ‘ Cover
b4 m Manual
b ﬁ Sleewe
Mewe .. | Rerove.. | Delete . |4
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Tolink cataloged itemsto an existing folder:

1. Open the desired catalog, then open the Categories
palette (Window > Show Categories).

2. Locatetheitem(s) that you want to add to a folder on

the palette.

3. Select theitems, then drag and drop them into the

desired folder on the Categories palette.

Projects.fdb - Untitled

\HH
04
0l

LI_I_III—I

|>|ﬂh

I [=E

Categories ™,

b G Nike
P B Extensis
3 m Eneirg

P l& Weinhard

101 I00&0.JFG

1of 11 [4] D

SEN

Mew... |Remove...

Delete. .

The selected Gallery items will be linked to the folder.

3. Select theitemsin the Gallery.

4. On the Categories palette, select the target folder.
5. From the Categories palette fly-out menu, choose

“Apply Recordsto Category.”

The selected Gallery items will be linked to the folder.



To display cataloged items in a Categories folder:

1. Open the desired catalog, then open the Categories
palette (Window > Show Categories).

2. Double-click the desired folder.

Items in the selected folder will be displayed in the
Gallery.

To display items in a Category and all sub-categories:

1. Open the desired catalog, then open the Categories
palette (Window > Show Categories).

2. Select the desired category (by highlighting the folder).

3. Choose “Show Records in Sub-categories” from the
palette fly-out menu.

Items in the selected folder and all sub-folders will be
displayed in the Gallery.

To remove cataloged items from a Categories folder:

1. Open the desired catalog, then open the Categories
palette (Window > Show Categories).

2. Open a Gallery and select the items that you want to
remove from the folder.

3. Click the “Remove” button on the Categories palette, ,
or choose “Remove Records from Category” from the
fly-out menu.

The selected catalog items will be removed from the
folder, but not from the Gallery or Catalog.

To remove a Category:

1. Open the desired catalog, then open the Categories
palette (Window > Show Categories).

2. Select the Category that you want to delete, then click
the Delete button at the bottom of the palette, or choose
“Delete Category” from the fly-out menu.
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To create a job on disk from your Categories:

1. Open the desired catalog, then open the Categories
palette (Window > Show Categories).

2. Select the top-level folder that you want to create the
Category from.

3. Drag the folder to the Finder (Mac OS) or Explorer
(Windows).
A dialog will be displayed asking if you want to create one
folder for all the items, or if you prefer to maintain the
folder hierarchy.

Create on Disk

@l Create one folder

D Create all folders

(o [ =]

3. Choose “Create on Disk...” from the palette fly-out
menu, then choose a folder where you want the items to
be stored.

4. Click “Create one folder” to have all items placed in a
single folder, or “Create all folders” to maintain folder
hierarchy.

A copy of each source file will be placed in the appropriate
folder on the disk.
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Note
Scripting applies to Portfolio

Network and Portfolio Server
Editions only.

Tip

Mac OS: The Mac OS uses the “-”

(dash) character to signify a break
in menus. Because of this rule, do
not create scripts with a “-” as the
first character of the filename.

Scripting

A number of Portfolio commands can be accessed through
Scripting.

Macintosh: Portfolio supports AppleScript and any other OSA-
compliant scripting language.

Windows:. Portfolio supports OLE Automation, which can be
accessed by a number of scripting languages such as Visual Basic,
Visua C++, Java, etc.

For information and examples on the scripting interface for each
platform, refer to the “ Scripts” folder on the Extensis CD.

Note: Extensis Technical Support cannot provide instruction on
how to use the various scripting languages.

The Scripts Menu

The scripts or applications that you write to automate Portfolio
can be conveniently launched from within the catalog using a
special Scripts menu. This menu isinstalled in the Portfolio menu
bar when valid scripts are placed in a folder named “ Scripts’
located in the same folder as the Portfolio application. Scripts and
applications located in the Scripts folder are added to the Scripts
menu and are available as regular menu commands.

This feature is particularly useful for creating custom commands
for catalog users. For example: A script could be written that
takes the currently selected items and adds the current date to a
custom “Publish Date” field in each record. By placing this script
in the Scripts folder located in the Portfolio application folder, the
user can execute the script by selecting it from the Scripts menu,
without needing to know anything about scripts. In fact, the menu
item would appear to be a built-in function of Portfolio.
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Importing and Exporting

This chapter describes how to Import field values from a
database into Portfolio catalogs, alowing you to automate some

File | of your keyword and field entries, as well as convert existing
:E\:r-'-- :g catalogs into Portfolio catalogs. Data can only be imported into
Connact to Servers.. “CHEO keywords, description, and Custom Fields. Built-in fields, like
?:]r:;nister Servers... W Color Mode, Created, etc., cannot be changed on importing.

Opeln Catalog on Startup e Also covered are Portfolio Export functions, which allow
o » WML, . ~=H | Youto export catalog datato atext file, to create simple Web
Recover... C®V | pnotData.. pages of catalog items, to export “pnot” data (Macintosh

Page Setup.- P quickiime Movie= 1 only), and to export Slideshows as QuickTime movies.

Quit #0Q

Technical Notes About Importing and Exporting

1. URL fields are exported and imported with the import and
export fields separated by the Group Separator character (just
like keywords—see table on page 180).

2. URL fields are specia when importing: If the “ Replace Multi-
valued” checkbox is Off, existing datain a URL field will not
be changed by imported data; empty URL fields can still
receive data. If the checkbox is On, existing URLs will be
replaced as expected with the imported data.

3. Color Mode is exported as a number, not a string, as follows:

Unknown
Black & White
Grayscale
RGB

CMYK

YUV

Lab

YCCK 7 (JPEG)

4. Custom Fields of type Date/Time aways import/export Time,
even if the “Display Time” checkbox is Off. (See page 209.)

0
1
2
3
4
5

(TIFF; aso known asY CbCr)

D
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New... N
open... #0

Connhectto Servers.. “CE0
Administer Servers...
Close EW

Open Catalog on Startup

Importing Field Values

Using Portfolio’s “Import Field Values’ you can bring data from
an external database into Portfolio by matching fields from the
database with fields in Portfolio.

To set up a database file for import into Portfolio, it should be
exported as text, with tab delimited fields and carriage return
delimited records, and should have field headers included (the
first record in the text file is assumed to contain the database field
headers and is therefore not imported).

Portfolio should be pre-configured with any required Custom
Fields prior to initiating the import. Otherwise, data targeted for
Portfolio Custom Fields will not be imported.

To Import Field Values:
1. From the File menu in Portfolio, choose Import > Field
Values.
2. Locatethetext fileto beimported.

3. Match each Import File Field headers from the data-
base (these should bein thefirst record) with the

Field Yalues...

Cumulus Database...

| appropriate Portfolio Catalog Field name.

Export »
Recover... CHEY
Page Setup... CEP
Print... #®P
Quit #0Q

Move the File Fields and Portfolio fields up and down the
list to reorder their relative position. Click between the two
columns to activate the Import pop-up

: Key (=)
menu. This allows you to select the appro- | Import c-:
priate import operator: Key, Import, or Skip. Skip (i)
Import Field Yalues
Import File Fields | | Fortfolio Catalog Fields
Filenarme = Filename -
Path ¥ Path =]
Extenzion win ¥ Extenzion Win
Sheort Filename %in ¥ Short Filename %Win
Cezcription -»  Description
Volurme ¥ Volume
Created ¥ Created
Last Modified ¥ Last Modified
Cataloged ¥ Cataloged
Lazt Updated ¥ Last Updated
File Size ¥ File Size
Eeywards -* Keywords
File Type Macz X File Type Mac
Creator Mac ¥ Creator Mac
Mac Zorne ¥ Mac Zone .l
Thurnbnail Size ¥ Thurnbnail Size -
D Replace Multi-valued Field Data
Saved Sets:[ Photo Irmport Ternplate i] [ Cancel ] [ Irnpar-t ]
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Symbol Function Description

= Key Defines the key relationship. The
selected Import File Field will be
searched for matching values in the
Portfolio Catalog Field. Only one Key
relationship can be designated for the
import.

--> Import  Indicates that the Import File Field will
be imported into the Portfolio Catalog
Field indicated to the right of the
arrow.

X Skip Indicates that the Import File Field will
not be imported.

saved Imports ——— 4. When you have finished setting up  [® Phota Import Template
pry—E— — theimport fields, you can savethe | Save a=..
Fhota Impart Templat = ok it List...

—— settings for future use. To do so, ——
select “SaveAs..” from the Saved Sets pop-up menu.
5. When you areready to import the database, click
“Import.”
Portfolio will examine the field value datain Record #2
= [ e | (the first record with data, since the first record holds the

field headers) for appropriate data types by comparing
each value in the record with the paired Portfolio field type
specified at the start of the import (step 3, page 179). If a
value does not match, awarning is presented, allowing you
to cancel the import.

If al record types match, Portfolio will import the data. As
the import progresses, data in any field which does not
match the paired Portfolio field type, is skipped.
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Replace Multi-valued Field Data

When checked, values imported into a Multi-valued field
overwrite the values in the Portfolio record. When unchecked,
the values being imported are added to the end of the list in the
Portfolio record.

Technical Notes about Importing Text Files

Because the import text file is delimited by tabs between fields
and carriage returns between records, make sure your data does
not contain either of these characters within a field, as it will

cause unexpected results on Importing. Portfolio follows the

ASCII standard by recognizing ASCII 11 as the Vertical Tab char-
acter. This character should be used to denote a linebreak within a
field (such as in a text block like the Description field). Portfolio
also recognizes ASCII 29 as the Group Separator character. This
character should be used to delimit values within a multi-valued
field (such as the Keywords field). If you are exporting multi-line

or multi-valued data from other databases, make sure to use these
characters. Some other databases that support multi-valued or
multi-lined fields (such as FileMaker Pro) also support these stan-
dards.
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Note
Converting Cumulus Catalogs

applies to Portfolio Network and
Portfolio Server Editions only.

182

Converting Cumulus Catalogs (Macintosh)

To import an existing Cumulus catalog you will need to export
the catalog database in Cumulus, then import those records into
Portfolio.

To convert a Cumulus Catalog:

In Cumulus;

1

Select the records you want to convert to Portfolio, or
choose “ Select All” from the Edit menu to select the
entire catalog.

Choose File > Export Record...

Specify a file name and location where you want to save
the Export file.

In Portfolio:

4,

Either open an existing Portfolio 5.0 catalog, or create a
new Portfolio catalog.

The import process can import records into either a new or
existing catalog.

. Select Publisher accesslevel or higher (Catalog >

Access > Publisher).

. Choose File > Import > Cumulus Database...
. From the Open file dialog, locate and select the Export

file you saved in step 3, then click “Open.”

. Portfolio will display a progress bar whileit converts

the recordsinto its own format. Note that the original
source files do not have to be available during the con-
version process.

Fields from the Cumulus database are imported as indicated in the
table on the following page.



Cumulus O Portfolio
Record name O Filename
Notes O Description
Categories O Keywords
File Size 0O File Size
File O Path
Program O Creator Mac
Type O File Type Mac
Vertical Resolution O Vertical Resolution
Horizontal Resolution O Horizontal Resolution
Height O Height
Width O  Width
Created O Created
Modified O Last Modified
Cataloged O Cataloged
Modified (2) O Last Updated
File O Volume

Cumulus Fields not Imported into Portfolio:

» Color Mode (Cumulus’ color modes do not match the color
modes used by Portfolio)

e Status
¢ User Name

Additional Notes:
1. The Portfolio field Zone Mac is populated if the path points

2.

to adifferent AppleTalk zone.

The Portfolio field Extension Win is generated based on the

filename (the same way Portfolio generates it when cata-

loging).

The thumbnail isimported at whatever size it was saved in

Cumulus.

The Portfolio fields “ Thumbnail Size” and “Color Mode”

are left blank. To fill in this information, the Portfolio records

need to be updated with the Regenerate Thumbnail option
enabled. Thiswill also reset the thumbnail to a standard
Portfolio size, which could result in space savingsin the

catalog. See page 132 for additional information on Updating

records.
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Tip
Macintosh: Click and drag in the
checkmark column to quickly add

or delete checkmarks for multiple
entries.

Export Text File E
Catalog Fields:

Filename - Expart I

Path —

Extension Win = | |

Short Filename Win nee

Description

Volume
Created

Last Modified
Cataloged

Last Updated

File Size

Keywords

File Type Mac
Creator Mac

Zone Mac

Thumbnail Size

Caolor Mode
Horizontal Resolution
Yertical Resolution
'Width

Height =l

[ ] ] e o o ) e ) ] R [ [ KT R R ]
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Export to Text File

You can export your Portfolio catalog data to a text file, and you
can specify which fields will be exported and which fields will be
skipped. Only data for the selected items in the active Gallery will
be exported.

To export catalog fields astext:

1. In the Gallery window, select the items for which you
want to export text data.

To select the entire catalog, choose View > Find All
[Command+' (Mac OS) or Ctrl+' (Windows) and then
Edit > Select All [Command+A (Mac OS) or Ctrl+A
(Windows)].

2. Choose Export > Text File... [Command+Option+T
(Mac OS) or Ctrl+Shift+T (Windows)].

3. Click in the left-most column of the Catalog Fields list
to enable or disableitemsfrom export. A checkmark
indicates that the item will be exported.

4. Click “Export.”

5. Enter a name for thefile and indicate the storage
location, then click “OK.”

Portfolio will begin exporting the records and will display a
progress bar to keep you posted on its progress. When
exporting is complete, you will have a tab-delimited text file
containing information from each item record that you
selected. In the file, each field within arecord is delimited
by atab, and each record is delimited with a carriage return.

Technical Notes about Exporting Text Files

Because the exported text file is delimited by tabs between fields
and carriage returns between records, Portfolio cannot use either
of these characters within afield, asit will result in an improperly
formatted file.

Therefore, Portfolio follows the ASCII standard by using ASCI|
11 as the Vertical Tab character. This character will be used to
denote alinebreak within afield (such asin atext block like the
Description field). Portfolio aso uses ASCII 29 as the Group
Separator character. This character will be used to delimit values
within a multi-valued field (such as the Keywords field). Some
other databases that support multi-valued or multi-lined fields
(such as FileMaker Pro) also support these standards.



Tip

For sample templates and more
details about Exporting HTML
from the Portfolio client, see

“Templates and Macros” starting
on page 277.

Export to HTML

The Portfolio Export to HTML function allows you to export
catalog items as static Web pages, for posting on aWeb Server.

You can specify either that the HTML pages produced will be
based on the items and the layout of the currently active Gallery
view, or you can specify that Portfolio export the pages using a
custom HTML settings file (Template). Information on creating
such atemplate (by directly editing the HTML code) is given in
the section “ Exporting HTML Templates,” page 277.

To export catalog items as Web pages just as they appear in
the active Gallery:

1. Select thedesired Gallery view and customize it so that
it looksjust like you want it to look when viewed on the
Web. Thumbnails are exported in the order that they
displayed in the catalog.

Portfolio creates the Web page layout with the items
positioned just as they are in the Gallery, so you may want
to reorder the items to create just the right display.

2. Select the records that you want to export.

You must indicate which items in the Gallery you want to
export.

Sample Catalog fdb - All JPG's* =ic"e——=H B

BABO04E.jpg FLWODEE. jpg WSPD025. jpg

ki1 3331 .JPG ACTZ001 .jpg

ka1 2143 JFG kilZ&684 JFG ksZ28178.JFG

12 of 262

=]
SKl
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Export HTML E3
& Use Current View Settings Export...
) Uz Tiemplate; Cloze

Edit...

Duplizate..

[ |
[ |

[elete
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Portfolio Web Pages = 1B

2 items, 75.1 MB available

-

| mages LeisureTime.htm

=]
SIEN
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3. Choose File > Export > HTML [Command+Option+H

(Mac OS) or Ctrl+Shift+H (Windows)].
The Export HTML dialog will be displayed.

4. Inthe Export HTML dialog, choose “ Use Current View

Settings,” then click “Export.”

5. Portfolio will ask you to enter afile name for thefirst

HTML page, and locate whereto savethe HTML files
that are created.

Save first HTHL file as: H

Savejn:la Export j il E_

File hame: ILeisureT ime. hirml Save I
Save as type: IHTML Files [*. htm* htrnl] j Cancel |

If more than one page of HTML is required (depending on
how many records were selected), Portfolio will generate
additional pages and place them in the same location as the
first file. All the Web page files will start with the file
name you entered, followed by a hyphen (“-") and a num-
ber corresponding the page number. For example, if the
first file was named “PortWeb.htm”, the second file will be
named “ PortWeb-1.htm,” etc.

. Click “Save’ to start the export process.

Portfolio will also create afolder named “Images’ at the
same location as the Web pages. Portfolio will store JPEG
thumbnails of each of the selected items in the Images
folder. If any files (either the HTML files or the thumbnail
images) already exist in this location, you will be asked
whether you want to replace the files or stop the export
process.



7.

Open the new Web page(s) in your Web browser to
preview theresults.

O Netscape: Portfolio -1 HE
A & 2 £ d 5 &£ & LN
: k Forward  Reload Horne: Search Guide Irnages Print  Security Stop
\. Location : & | file ./ FExtenzisTB20Por tfolio® & A /PortfolicB20We b B 20Pages /LeizureTime him |
a
FLWODS8.pg WSPOO25.j pg ACTZ039.jpg
-1 X < b
kil ACTODGjpg
— = ST, ek
kg12143.JPG WSP0041.ipg kil12654.JPG ks 281 75.JPG
Previous Page Mext Page
-
K1im| Dl
= | YA P

Portfolio's HTML Export process generates relative links.
This alows you to upload the folder of exported items (all
the HTML pages and the Images folder) to your Service
Provider or to aWeb site on your corporate intranet and
have the items published without hand-coding any HTML
and without manually linking the images and pages.
Contact your Internet Service Provider or System
Administrator for assistance in uploading and publishing
your folder of catalog Web pages.
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Tip

See page 279 for additional

Technical Notes about HTML.

Export HTML

' Use Curent Yiew Settings

) [Use Template:

Expart...

Claze

Edit... |
Duplicate.. |
[Ve[ete |
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Technical Notes about Exporting HTML

1. Portfolio does not export bordersin the HTML documents.
Any border settings in the Gallery view will be ignored.

2. Portfolio exports thumbnails at the size they were when cata-
loged, not at the selected display size in the Gallery window. If
the thumbnails in the catalog were stored at different sizes, the
HTML output will display the thumbnails at different sizes. It
is generally recommended that the exported records al use the
same size thumbnails. If you do have thumbnails of different
sizes, use the Modification Method “ Update Unconditionally”
and enable Regenerate Thumbnails (Catal oging Options: Rules
tab); this forces the thumbnails to be reset to one size. Be
aware that the 256 x 256 thumbnails are roughly four times
larger than the 112 x 112 thumbnails, so download times over
the Internet could be significantly longer if you use this size,
depending on the user's bandwidth.

Creating Catalog Web Pages from an HTML Template

Besides being able to automatically export HTML based on the
current Gallery setup, Portfolio can export your catalog items as
Web pages using HTML coding that you provide. This gives you
great flexibility in creating catalog layouts for the Web.

The HTML information that you enter can be saved as a template.
Any HTML Templates that you create are saved within the
Portfolio catalog, so you can quickly export any set of records to
Web pages using your pre-defined formats at any time.

To export catalog items as Web pages usingan HTML
Template:

1. In the active Gallery, select the records that you want to
export as Web pages. The records will be exported in
the order they are displayed in the gallery, so rearrange
therecordsif desired.

2. Select File> Export > HTML [Command+Option+H
(Mac OS) or Ctrl+Shift+H (Windows)].

The Export HTML dialog will be displayed.

3. Inthe Export HTML dialog, click “Add..” to createa
new HTML Export Template.

The Edit HTML dialog will be displayed, showing the
HTML codes and tags representing the current Gallery
view.

4. Enter aname for the template.



Export HTML
' Use Current Yiew Settings Export
® |se Template: Elose

Edit.. |
Duplicate. .. |
Delete |

PhotoEraEhs

5. Inthe Table Grid fields, enter the number of rows and
columns of thumbnails that you want to display on each

page.

O0=—————HitHHM =——"——+—8

[untitied |

Table Grid: IZI Rows by IZI Colurnns

Header

Name :

ltem Footer

<HTML>

<HEAD>

<TITLE> Fortfolio ~%page® /B TotalPages %</ TITLE>
</HEAD>

<BODY BGCOLOR=#FFFFFF TEXT=*#000000>

<FORM:

<Table Border = 0 CELLEFACING = 20>

J [ J [

Cance|

[ Irnpaort.... ] [ Export...

)

This selection controls how many items fit on a page, and
as aresult, how many pages are generated for each export
based on the number of items you have selected.

6. Edit the HTML as necessary to produce your desired
result. See the following section for details about the
three HTML data blocks.

7. Click ‘OK’ to save the Template and return to the
Export HTML dialog.

8. Inthe Export HTML dialog, choose the “ Use
Template” radio button and select your templatein the
list.

9. Click “Export” to generate the Web page(s) based on
the information you configured in the template.

For more information on creating Portfolio HTML templates, see
Templates and Template Macros, page 277.
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Tips

Before exporting pnot data you
may want to select the “Missing
Files” command (Catalog >
Missing Files) to find and update
missing links to ensure that pnot

data is exported for all the select-

ed files.

You may also want to verify that
the source files you want to add
the data to are not stored on a
CD or other write-protected vol-
ume and therefore cannot be
updated with the new data.
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Export “pnot” Data (Macintosh only)

The Export “pnot” Data function embeds standard “ pnot”
resources created in Portfolio, such as keywords and description,
directly into each selected item’s source file for use in programs
like Photoshop.

To update item source fileswith “pnot” data:

1. Select the items whose sour ce file you want to add
“pnot” resourcesto.

Item’s whose source file cannot be found will be skipped.
2. Choose File > Export > pnot Data...

3. Select the data you would like to add to the source files.
Options are: Thumbnail, Description, and Keywords.

Export pnot Data
|z Description -
|z Replace Keywords

If you select Keywords, you can elect to replace any
keywords currently embedded in the item'’s source file, or
append the keywords to the end of any existing list.

4. Click “OK.”

The data fields you selected will be written to the source
files of the selected items.

When the export has been completed, Portfolio will display
asummary of how many records were successfully
updated.

For more information on the Macintosh “pnot” resource
search Apple's Developer website at:
http://www.appl e.com/devel oper



File
Hew... Chel+M
Open... Ctl+0
Connect to Servers... Ctrl+Shift+0
Adminizter Servers...
LCloze Clrl+af
Impaort
Recover... Clil+Shift+y
Frint Setup... Clil+Shift+F
FErint.... Clil+F
1 Animnals.fdb

2 CACatalogshh aster Catalog. fdb
3 Master Catalog.fdb
4 C:éworkh. A5 ample Catalog. fdb

Exit

Export QuickTime Movie (Mac OS)

The Export QuickTime Movie option exports dlideshows from the
catalog and saves them in QuickTime movie format. You can
specify Transitions for the movie when the slideshow is exported.

To export a dideshow as a QuickTime movie:
1. Select the dideshow Gallery

2. From the File menu, choose Export > QuickTime
movie.

Tewt File CtrkShiftsT A dialog box will be displayed asking you to
L CulShitH enter specifics about the size of the movie.

LuickTime movie...

Export QuickTime Movie

Width: Za0 pixels “

Tirne: seconds
Transition Effect : | Cross Fade = I Edit...

3. Set the movie options and Transition Effects as you
want them.

4. Click “OK."

5. You will be asked to name the movie file and specify the
location where you want to saveit.

6. Click “ Save.”

Notes: If the original image (the item's source file) cannot be
found when the Sideshow is exported, the catalog thumbnail is
exported instead. If you export a QuickTime movie file (.mov), the
resulting movie file will be blank.
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Catalog Administration

Tip

Most of the procedures in this
chapter require Administrator level
access.

Tip

If you need to know a password
for a catalog and are unsure who
the Administrator is, select Catalog
> Catalog Properties: General,
and look for the option “Password
set by:”

Tip

You can change the access level
that is set by default when catalogs
are opened on your machine. To do
so, select Edit > Preferences, then
select the desired opening mode

access level from the pop-up menu.
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This chapter describes how to maintain Portfolio catalogs and
how to use catalog functions in a multi-user environment. For
help administering a Portfolio Catalog Server, sage 221.

For information on providing access to shared catalogs, see page
235. For information on accessing a Portfolio Server, see page 24.

Catalog Security / Access Levels

Catalog Access Levels

There are four access levels that can be established for a catalog:
Administrator, Publisher, Editor and Reader. Each level can have
its own password (Level-based access). Alternately, you can
assign an access level and password by individual user (User-
based access). Whether you assign passwords by access level or
by user, access levels function the same.

Administrator—the highest level access—provides access to all
catalog functions, including creating Custom Fields and editing
the Master Keyword List. Other users can enter data in Custom
Fields that the Administrator creates, and apply keywords to items
from the Master Keywords List.

The Administrator is responsible for setting all access level pass-
words, and Administrator is the only access level that can change
passwords. When a catalog is created it is automatically given
Administrator level access, so that you will have access to all the
features functions necessary to set up the catalog.

Important: A shared catalog cannot be accessed by other users
when it is in use by the Administrator. Conversely, you cannot
switch to Administrator level if other users have the catalog open.
Multiple users can have Administrator access (if they know the
password (level-based access) or have permission (user-based
access) but only one person at a time can access the catalog
when it is in Administrator mode.

Portfolio access levels are inherited; that is, the Administrator
level includes the privileges of all other levels (in addition to its
other privileges), the Publisher level includes the privileges of the
Editor and Reader levels, and so on.

You can change catalog access level by selecting “Access” from
the Catalog men(page 194)To switch to User-based access,
choose Catalog > Administration: Passwords(fzge 199)



Catalog Access Levels

Catalog Feature Reader

View a catalog v

Editor

v

\

v

Publisher Administrator

Search catalog/search multiple

Preview items

Copy item source files

v
v
v

Categories (create on disk)

Run Slideshows

<\

Slideshow Options (temporary changes)

AN NI NI NI NN

Digimarc watermarks (read)

Assign keywords to items

Create and edit thumbnail borders

Edit keywords, descriptions
and custom field values

ANIENIENEENEANE YA NN NN

AN ENENENENENENENEN

NANEN

Import field values

Replace field values

Categories (create/delete/rearrange/export/import)

Digimarc watermarks (embed/write to record)

ANEENRENEN

Add items to an existing catalog

Cumulus Database Import

Delete or Rename an item’s source file

HTML Export

Move item source files

Placeholder Records Creation

“pnot” data Export

QuickTime Movie Export

Save Galleries

Save Finds

Slideshow Options (make permanent changes)

Text File Export

Update cataloged items

NN NN N NN N NN RN ENENENENENEN

Assign Passwords; Level-based / User-based Access

Define Custom Fields

Disk Preview

Master Keywords List Creation

Startup Options

AN N NN NN N NN NN NN NN NN ENEANEN
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Tip

The catalog must be opened and in
Administrator mode before you can
set passwords (Level-based Access)
or add users (User-level Access).

Tip

You can set a catalog to open
automatically in Administrator mode
by setting this option in Preferences
(Edit > Preferences: General tab,
Default Open Mode).
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Level-Based and User-Based Access

Portfolio 5.0 gives you the option of managing catalog access in
one of two ways:. Level-based or User-based.

L evel-based: Level-based access alows all usersto open a
catalog in any one of the four levels (Reader, Editor, Publisher, or
Administrator) with a single shared password. This is the standard
access method available in earlier versions of Portfolio.

User-based: User-based access allows you to assign different
access levels and passwords for each individual user.

No matter which method is used to manage catalog access, once a
catalog is opened, the features available in a particular access
level are the same (see table on page 192).

To open the catalog in Administrator mode:
1. Open the catalog.

2. Choose “Access..” from the Catalog menu [or press
Command+Option+B (Mac OS) or Ctrl+Shift+B
(Windows)].

3. Sdect “Adminigtrator” from the Mode pop-up menu, then
enter the correct password (if a password has been set).

Catalog Access
tode: IPuinsher 'l Pazzword: I

0] I Cancel |

4. Click “OK."

To change catalog Access Level:
1. Open the catalog.

2. Choose “Access..” from the Catalog menu [or press
Command+Option+B (Mac OS) or Ctrl+Shift+B
(Windows)].

3. Select the desired access level from the M ode pop-up
menu, then enter the correct password (if a password
has been set).

4. Click “OK."

The feature set for the new access level will be engaged
(see table on page 192).



Catalog Administration—Passwords tab

A Passwords tab: Allows you to add,
delete, or modify Access Level pass-
words or Users for the active catalog.

B Level-based Access: Allows you to
set catalog access by level only. All
users open catalogs with a shared
password. Passwords can be set for
each of the four access levels.

C User-based Access: Allows you to set
catalog access for individual users.
Each user is assigned their own
access level and password.

D History: Indicates Administrator who
last changed passwords, and the
date and time of the change.

E Set Password (Level-based): Click to
set a shared password for each of
the four access levels. Listed highest
access to lowest: Administrator, Pub-
lisher, Editor, Reader.

F Edit User Access (User-based): Click
to add or edit users, and set their
individual access level and password.

Using either access method (Level-
based or User-based), access levels
behave the same and are inclusive. For
example, to allow a user to have Editor
access and Publisher access, give them
Publisher permission.

?

A
(C]

=——(atalog Administration

Access Levels

Fublisher:
Editor:

Reader:

History

ey wording V Passwords V Custon)

@ Level-based Access

Administrator:

Last changed by :

Last changed on:

Fields V Startup v Previews \

O Uszer-based Access

Users

Set

Edit User Access...

Sunday, February &, 2000 4 :23:58 PM

[ Cancel ] “ Ok

Catalog Access

Aecess Mode: [ Adrinistrator -

[ Cancel ] ” Ok

User Access
Users I Group
Andrew Editor =
Darian Adrninistrator
Janine Fublisher
Stephanis Editar
e .. | Edit... | Delete...
Irnport. .. ] [ Export... ] [ Cancel ] ” Ok

S|
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To set either Level-based Access or User-based Access.
1. Open the catalog in Administrator mode.

Choose “Access..” from the Catalog menu
[Command+Option+B (Mac OS) or Ctrl+Shift+B
(Windows)].

Select “Administrator access level,” then enter the correct
password (if a password has been set).

. Choose Catalog > Administration...[Command+H

(Mac OS) or Ctrl+H (Windows)].
The Catalog Administration dialog is displayed.

Catalog Administration
Keywording  Passwords |Eustom Fieldsl Startupl Previewsl

 Userbased Access

—Access Levels User
Adminiztrator: Set.. | EditlUsenfcoess
Publisher: Set..
Editor: Set..
Reader: Set..
— Histary

Last Changed By: Unknown User
Last Changes Or: 443700 B:50: 26 AM

u] I Cancel | Help I

. Click either Level-based Access or User-based Access.

If Level-based Access is selected, set access level pass-
words (page 197).

If User-based Access is selected, add users and set their
access level and password (page 199).



Setting Level-based Passwords

Multiple users can use a catalog simultaneously across a network,
within the restrictions of their access privileges. Therefore, pass-
word protection is strongly recommended when a catalog is avail-
able to multiple users. Protection is not necessary, however, if you
are the single user of a catalog on your own computer.

You can set passwords when you first create a catalog, or if you
have Administrator privileges for the catalog.

To set or change catalog passwor ds:
1. Open the catalog in Administrator mode (page 194).
2. Select “Administration...” from the Catalog menu.
The Catalog Administration dialog box is displayed.
3. Click the Passwords tab.

Catalog Administration

Keywording v Fasswords v Custorn Fields v Startup v Freviews \

@ Level-bazed Aocess D User-based docess

Access Levels Users

R ini=tatorg Edit User Aceess...
Publishet : Set...

Editor : Set...

Reader Set...

Hiztory
Last changed by :

Last changed on:  Sunday, February &, 2000 4:2Z:58 PM

cancel | Il aK Il

4. Verify that the Level-based Accessradio button is
selected.

5. Click “ Set Password...” for the desired Access L evel.
The “ Set Password” dialog box is displayed.
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Tip
You can use a higher level pass-
word to access all lower levels.

For example, if you know the
Administrator password, you can

enter it to access Publisher level.

This is handy if you need to
switch out of Administrator mode
in order to share the catalog with
other users.
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6. Typethe new password in the appropriate text box,

typeit again in the Confirm box, then click “OK.”

Enter the new password in the Confirm field to verify that
you entered it correctly. Passwords must be between 4 and
12 charactersin length.

Set Passwords

omesr ] [

. Repeat steps 5 and 6 for the other passwordsthat you

want to set.

. Click "OK" to closethe Catalog Administration dialog

box and save the new passwor d(s).

. Close the catalog and reopen it to put the password(s)

into effect.

Once a catalog is password-protected with a password for
any access level, Passwords access selections are displayed
when the catalog is opened. Users can then choose their
access level from the Access Mode pop-up menu, enter the
correct password and click “OK" to open the catalog.

Catalog Access
Mode: IF'uinsher 'I Pazzword: I
: 1] 3 I

(Eublisher

Cancel |

Editar
Reader

Note: Even if you set only a Reader password, users log-
ging in as Editor, Publisher, or Administrator will need
that Reader password to gain access to the catalog. For
example, if you only set an Administrator password, you
won't need to enter a password to access the catalog in
other access levels.



Adding Users and Passwords for User-based
Access

Some multi-user environments are better served by providing
individual users with their own catalog access level and password,
rather than having all users share an access level password. In
these situations, User-based Access should be used.

To add individual users and passwords:
1. Open the catalog in Administrator mode (page 194).
2. Select “Administration...” from the Catalog menu.
The Catalog Administration dialog box is displayed.
3. Click the Passwordstab.
4. Click the User-based Access radio button.

Catalog Administration

Eeywording v Passwords v Custom Fields v Startup v Previews \

O Level-bazed Aocess @ User-based docess

Access Levels Users

R ini=tatorg Edit User Acoess...
Fublisher: Set...

Editor : Set...

Reader: Set...

Hiztory

Last changed by :

Last changed on:  Monday, February 7, 2000 2:10:10 AM

(o ) C o

5. Click “Edit User Access...”
The User Access dialog box is displayed.

Uszers ‘ Group |
Hew... | Edi | Do, |
Import.... | Ewport.. | Cancel | ak |
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Tip

When User-level Access is
enabled you must have at least
one user with Administrator level
permission. If you attempt to

close the User Access dialog (OK
button) with no Administrator set,

a warning dialog will be displayed.
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5. Click “New...”

6. Enter the user’s Name, enter and confirm their
Password, and select an access level (group) for them
from the pop-up menu.

Edit User
User Mame: IDalian
Mew Pazsword: | ********
Canfirm Password: I ********
I awimum Level: IAdministrator j
Cancel | ak I
7. Click “OK”
Users I Group
Andrew Editor
Darian Administrator |
~Janine Fublisher
Stephanie Editor
et ... | Edit... | Delete...
Irnport... ] [ Export... ] [ Cancel ] ” Ok ]l
[z

1

a > 0D

The new user will appear on the Users and Groups list.
8. When you have finished adding users, click “OK.”

To change individual users and/or passwords:
. Open the catalog.

Select “ Administration...” from the Catalog menu.
Click the Passwor ds tab.

Click the User-based Access radio button.

Click “ Edit User Access...”

The Users and Groups dialog box is displayed.

Select the desired user, then click “Edit...” or “Delete...”
depending on what changes you want to make.



Catalog Administration

Keywording Y / Passwor: 45\, / Custor Fields Y/ Startup \ / Pre

) User-based Access
Users
et...
eator:
Reader: Set
_ History
Last changed by :
Last changed on:  Monday, February 7, 2000 2:10:10 AM

Importing and Exporting User Lists

If your users may be accessing multiple catalogs, you can create a
Users list in one catal og, then export it for use in other catalogs.

To export a User Access list:
Note: You must add users (page 199) before you have a list to export.

1
2.

o oA w

7.

Open the catalog in Administrator mode (page 194).
Select “Administration...” from the Catalog menu.
The Catalog Administration dialog box is displayed.
Click the Passwords tab.

Under “User-level Access,” click “ Edit User Access..”
Click “Export..”

. Enter a name and location for the text file that will be

created from the Userslist.

Save

|5 Projects B E

Date Modified

-

-

Nare: ICataIug Users.bct I [ NewDq |
Choose Export Location
[ Cancel ] ” Save ]l
i
Click “ Save”

Toimport a Users list:

1
2.

Open the catalog in Administrator mode (page 194).
Choose Catalog > Administrator: Passwords tab.
The Catalog Administration dialog box is displayed.
Under “User-level Access,” click “ Edit User Access..”
Click “Import..”

L ocate and open the text file containing your Portfolio
Usersand Groupslist.
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Creating a Master Keywords List

Establishing a Master Keywords list for a catalog can help you
maintain consistent keywords among the items in the catalog, or
across catalogs. With a Master Keyword list, you can ensure that
only the keywords in the list are used in the catal og.

You can enter Master Keywords manually, or you can import
them from an existing text file.

Note: Master Keywords are not dynamic. That is, when you
change or delete a Master Keyword in the “ Catalog Administra-
tion” dialog box, that Master Keyword is not automatically
changed in any items to which it's been applied.

Catalog Administration—Keywording tab

A Keywording tab: Allows you to add

items to and edit the Master Key-
words list.

Keyword text box: Type new key-
words in the text box.

Master Keywords list

Allow Only Keywords from Master
Keywords List: Forces users to assign
only keywords that appear on the
Master Keywords list.

Parse Keyword Phrases: allows key-
word phrases (keywords consisting of
more than one word) to be parsed
into individual keywords.

Add: Click here to add the keyword in
the keyword text box (B) to the list.

Delete and Rename: Select one or
more keywords from the list to Delete.
Select keywords one at a time to
Rename; the keyword is renamed in
the list only—the name change is not
applied to catalog items.

Import and Export: Export Master
Keyword list to a text file for importing
into another catalog. Import from a
text file or Master Keyword list export-
ed from another catalog.

I

=———(atalog Administration —————
I
KeywordingVPasswordsVCustom FieldsVStartup\/Previews\

Mazter Keywords
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Comrunication
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Globe il
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[elete

Rename...

Imnpott. ..

Export...

D Allow Only Keywords from Master Keywaord List

@77 |z FParse Keyword Phrazes

Cancel ] [ 0K ]
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To add keywords to the Master Keywords list:

1. Choose Catalog > Administration...[Command+H
(Mac OS) or Ctrl+H (Windows)].

2. Click the Keywording tab to select it.

Catalog Administration

Keywording | F‘asswordsl Cuszkom Fieldsl Startupl Previewsl

— Master Keyword:

ITechnicaI

Delete

Bename...

Impaort...

P [

Export...

™ allaw Ondy Kepwards fram Master Kegward List

V¥ Parse Keywaord Phrazes

Ok | Cancel | Help |

3. Type new keywordsinto the text box at thetop of the
dialog, then click “Add.”

If you enter aword that is already on the list, the “Add”
button will be dimmed.

4. When you have finished adding Master Keywords, click
“OK" to save the changes and close the dialog.

To Rename or Delete Master Keywords:

1. Choose Catalog > Administration...[Command+H
(Mac OS) or Ctrl+H (Windows)].

2. Click the Keywording tab to select it.

3. Select the keyword that you want to Rename or Delete,
then click the appropriate button.

If you selected Rename, enter a new name for the keyword.

4. When you have finished working with Master
Keywords, click “OK” to close the dialog and save the
changes.

Note: Deleting a keyword from the Master Keyword list
does not remove it from any items that have that keyword
assigned to them.
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Tip

If you decide you do not want to
keep the keywords after they have
been imported, click Cancel in the
Catalog Administration dialog to
close the dialog without saving the
imported keyword list.
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Exporting and Importing Keywords

You can export the Master Keywords list from one catalog and
import it into another. Thisis handy if you want to share key-
words across multiple catalogs. You can also export the standard
keywords from any catalog, import it into the Master Keywords
list of another catal og, then work with the list to rename, add, or
remove keywords to build a suitable Master Keywords list.

Portfolio exports keywords to afile in which each keyword is
delimited by a carriage return, so you can also import lists of
Master Keywords from any suitable text file.

To Export alist of Master Keywords:

1. Open the catalog that contains the Master Keywords
that you want to export. You will need to have
Administrator access (Catalog > Access).

2. Choose Catalog > Administration...[Command+H
(Mac OS) or Ctrl+H (Windows)], then select the
Keywording tab.

3. Click “Export..”

4. Specify a name and location for the exported file, then
click “ Save”

To Import any list of keywordsto the Master Keywords list:

1. Open the catalog that you want to import the keywords
into. You will need to have Administrator access
(Catalog > Access).

2. Choose Catalog > Administration...[Command+H
(Mac OS) or Ctrl+H (Windows)], then select the
Keywording tab.

3. Click “Import..”

4. Locate thefile containing the keywords that you want
toimport, then click “Open.”

The keywords will be added to the Master Keywords list.

To Export regular catalog keywords:

1. Open the catalog that contains the keywords that you
want to export. (You do not need any special permis-
sionsto export standard keywor ds).

2. Choose Catalog > Catalog Properties... [Command+
Option+J (Mac OS) or Ctrl+Shift+J (Windows)].

3. Select the Statistics tab.



4. On the Statisticstab, click “Calculate..” (Mac OS) or
“Calculate Now” (Windows).

Catalog Properties
General Statistics |

LCatalog Keywards Count Wolumes Count

Tie 2 a|/ [Extensis CD 262
tied up 1

tigers

tiles 2

time:

1]

time: expired

alfl

together B

Save Keywords to File... |

Ok, Cancel Aol Help |

Portfolio will build alist of catalog keywords. If the cata-
log has many records, this may take some time.

5. Click “Export Keywords..”

6. Specify a name and location for the exported file, then
click “ Save”

The keywords will be saved to afile in which each key-
word is delimited by a carriage return, so that it can be
imported into the Master Keywords list of another Portfolio
catalog (see page 204).

Parsing Keyword Phrases

Portfolio offers an option that allows keyword phrases (keywords
consisting of more than one word) to be parsed into individual
keywords. For example, adding the keyword phrase “Mother and
child” with keyword phrase parsing on would result in “Mother
and child,” “Mother,” “and,” and “child” being added to the item.

The advantage of parsing keyword phrasesisit allows the user to
do avery fast “ Starts with” or “Matches’ search on words that
would otherwise not be found without using a* contains’ search.
In the example above, searching on “ Starts with child” will only
return the item if keyword parsing is on.

To enable or disable keyword phrase parsing: Click this option
on the Catalog Administration Keywording tab. The checkmark
indicates that parsing is enabled.
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Field Type Data Example
Date/Time 8/20/98 1:15 pm

Decimal 50.00

Integer 100

String  Text

Text Block Multiple lines of text

URL http://www.extensis.com

Tip

Macintosh: Portfolio uses
Internet Config (installed with
QuickTime 4.0) to determine what
application handles the URL type.

Refer to your Internet Config doc-
umentation for details.
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Adding Custom Fields

Portfolio Catalogs consist of a number of predefined fields. These
system fields, such as Filename, Path, Created and so on, catego-
rize the file information for each item in a catalog, allowing you
to search for specific items based on that information.

In addition to the predefined system fields, you can define
Custom Fields to hold specialized information about catalog
items. For instance, you might want to add a field for Web site
URLsto a catalog of GIF files, or a*“Photographer” field to a
catalog of photographic images.

All fields, including Custom Fields, are indexed.

There are six Custom Field types from from which to choose:

» Date/Time: Enter date and/or time values. You could use this
field type to create a Custom Field for image publication dates,
for example.

e Decimal: Enter decimal point numeric values. Thisfield type
would be useful for custom fields containing stock image prices.

¢ Integer: Enter regular numeric values. Thisfield typeisided
for custom fields containing catalog part or stock numbers (as
long as they contain only numeric values).

» String: Enter single line text values. Can be used for any num-
ber of custom fields, including photographer or artist names.

» Text Block: Enter multiple lines of text with line breaks.

e URL: Thisfield typeis used for Web and other URL addresses.
It creates an active hyperlink on Windows and on Mac OS sys-
tems with Internet Config properly set up. You can enter any ref-
erence in URL format including: http, ftp, telnet, gopher, even
local files or applications. Thisfield can be used to allow usersto
click on aweb address to go directly to a specific site; or using a
mailto:username@site.com entry, automatically create a mail
message addressed to the username@site that you enter.

You add data to Custom Fields either by typing it into the item
record (Item > Item Properties: Fields tab), by extracting data
from the source file and mapping it to the appropriate Custom
Field (Catalog > Cataloging Options: Mappings tab), or by
importing them (File > Import > Field Values).

Note: When you copy records from one catalog to another, if the
catal ogs have matching Custom Fields, field data will be copied
along with other record data. In other words, if you want to copy
Custom Field data from one catalog to another, you must create
identical Custom Fieldsin each one.



Catalog Administration—Custom Fields

A Custom Fields tab: Allows you to add,
delete, or modify Custom Fields. A

B Custom Fields list

Add: Click to access the Custom CataloglAdminiztation

Fields Definition dialog to add and Keywording | Passwords  Custom Fields IStarlupl F'rewews'
define Custom Fields.

D Edit: Select a Custom Field from the fiskame l ;ﬁ?:g | add. 1C
list, then click here to access the (B Sting Edt | ®
Custom Fields Definition dialog to Shring
f Remave
edit the selected Custom Field. gatEAddEd Date/Time _—I @
Uwauad UHL Field
E Delete: Select a Custom Field from O Display At Sting

the list, then click here to Delete it.

F Name: Enter a name for the Custom
Field, or change the name of an exist-
ing field.

G Type: Select the type of field. See
pages 209 through 212.

H Length: Allows you to enter a
maximum string length (page 209).

Ok I Cancel Help

| Multiple Values: Click to allow the
field to contain multiple values.

J Predefined List: Click to indicate that
the field will include a predefined list.

K Edit List: Click to open the Edit Cus- Custom Field Definition
tom List dialog.

) : ‘37 Name:  [FigldN OK.
L Entry Box: Enter field list values one e, [Fislame I_I
at a time in the text box, then click @7 Type: String - Cancel |

“Add” to add it to the list.
@7 Length:  [255

M Field data list: Displays the predefined
data list for the selected Custom
Field. 0 ™ Mt

6'7 ¥ Eredef i Edit List
N Add: Click to add the value entered in = IIS—I

the text box (L) to the predefined data
list.

O Delete: Select one or more names @
(Mac OS) or individual names (Win-
dows) from the predefined data list
(M) that you want to remove from the
list, then click Delete. The names are Edit Custom List
removed from the Predefined Data o
list, but not from any items that they [Top Mtk
have been assigned to.

[x]

Delete 74@

P Import and Export: Export the Prede-
fined Data list to a text file for import-
ing into another catalog. Import from a
text file or Predefined Data list export-
ed from another catalog

Impaort.

Export

b B R

¥ Allow only Words from List Cancel
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To add Custom Fields to a catalog:

Note: Once a Custom Field has been created and added to the
catalog's Custom Fields list, only the field Name, Display Time
(Date/Time fields only), Text Block, and Predefined List options
can be changed.

1. Open the catalog in Administrator mode (page 194).

2. Choose Catalog > Administration...[Command+H
(Mac OS) or Ctrl+H (Windows)].

3. Select the Custom Fieldstab.
4. Click “Add..."
The “Custom Field Definition” dialog box is displayed.

Mame: IF\e\dName ok I
Type: IStnng - ﬂl
Length:  |255

™ Multiple Yalues

I F d s Edit List |

4. Enter aname for thefield in the “Name:” text box.
5. Choose thefield type from the “ Type:” pop-up menu.

The field type determines the values that can be entered
into this field. (See page 209.) Field types cannot be
changed once they are defined.

6. Select the appropriate remaining options for the field
type you sdlected, then click “OK” to return to the
Custom Fields tab.

7. When you have finished adding Custom Fields, click
“OK" to close the Catalog Administration dialog and
save changes made on any of the tabs.

For more information on setting up each Custom Field
type, see pages 209 through 211.

Custom Field Restrictions

1. URL fields cannot be set up with a predefined list.
2. URL fields cannot have multiple values.
3. URL fields must have both title and URL fields filled.



Custom Field Definition

Marne : IShip Date I " Ok I

(3

Type: [ Date/Time

[ Display Time

[ Multiple ¥alues
[ Predefined List

Custom Field Definition
Marne : ISa]e Price I " oK, ]I
Type: Decimal >
Pracision: (2| %)
E Multiple Yalues
[ Predefined List
Custom Field Definition B
Marne: Iln Stack 0K I
Tupe: Integer - Cancel
I~ Multiple Values
™ Predsfined List B
Custom Field Definition
Name:  [Arit 0K |
Type: Stiing - Cancel

I Multiple Yalues

IV Fredefined List Edit List

Custom Field Types

Date/Time

Thisfield type allows you to enter date and/or time values into
your records. You can elect to have Time values not displayed by
deselecting the “Display Time” option in the Date/Time Custom
Field Definition dialog. Date/Time fields include multiple values,
and/or be configured as a predefined list.

Note: Times are always assumed when searching on Date/Time
fields. That is, if a time value has been entered into the field
(either by extraction from the source file when the item was cata-
loged, or by entering a time in the field) and then hidden by turn-
ing off “ Display Time]" the time will still be noted by Portfolio
when a search is generated. For example: Searching for
“5/20/98” will not find a record which contains “ 5/20/98 3:00
pm’ because the request isinterpreted as “ 5/20/98 12:00:00”
Thisistrue even if the time is not being displayed.

Decimal

Thisfield type alows you to enter decimal point numeric values
with aprecision up to 8 decimal points. Decimal fields can
include multiple values, and/or be configured as a predefined list.
To set the Precision, select it from the pop-up.

Integer

Thisfield type allows you to enter regular numeric values. Integer
fields include multiple values, and/or can be configured as a pre-
defined list.

String

Thisfield type allows you to enter single line text values. You can
specify a maximum string length for the field by entering the
number of allowable characters in the Length text box. The data
in a String Field can be from 1 to 249 characters long, and
include multiple values, and/or be configured as a predefined list.
String fields cannot contain multi-lined text (see Text Blocks on
page 212).
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=—— Custom Field Definition ="——=
Marne : IWeb Site I ” oK ]I
Type: URL b
Multiple Yalues
Predefined List
Edit URL
Field Narne : Wehsite
Title: [vrw extensis.com
URL: http f fwww esctensis com -

4]

o
=

Cancel ]

URL

Thisfield type alows you to enter Web and other URL addresses.
If the syntax is correct for a URL, the data will become an active
hyperlink on Windows, and on Mac OS systems with Internet
Config properly set up. To create an active link, enter any
reference in URL format including: http, ftp, telnet, gopher, even
local files or applications. Typically URL data might look like:
http://www.extensis.com; ftp://ftp.extensis.com/pub/filel.zip;
http://www.extensi s.com/buynow/cgi ?sku=012345;
mailto:username@extensis.com.

When you edit a URL to add data to it (Item > Item Properties)
the Title that you enter is displayed in the record and becomes the
active link (Portfolio links the Title to the actual URL in the URL
field). You can give the URL any Title you like—the Title does
not need to refer to the actual URL.

Note: When importing data into a URL field (Import > Field
Values), Portfolio treats the URL field as a multi-valued field with
two values. The first value is the Title and the second value is the
URL address. If you wish to import URLs into Portfolio they must
conform to this format. Portfolio follows the same formatting
when exporting URL data. For more information on importing
field values, see page 179.

Predefined Lists

You can create Predefined Lists of items for your Custom Fields.
By predefining field entry data you can provide master lists of
data that users can select from when entering data in Custom
Fields (Master Palettes, page 156). All of the Custom Field types
except URL and Text Block can be set up with a predefined list.

Edit Custom List E3
Custom Field Definition E
IAmanda Add

Mame: IArtist 0K I Delete |
. I i vl Cancel —

ope: String —I Jonathan
Lengi 15 I | Wultine Display __Import_ |
E=port... |

Edit List |

ok |
Cancel |
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Like the Master Keywords list, predefined Custom Field values
accessed from Master Palettes ensures that the exact same datais
entered in the data field every time. For example, you might want
to create alist of your standard vendors and enter the appropriate
vendor name to an item’s record by selecting it from the list.
Deleting an item from a predefined list does not delete it from
items that have that data assigned.

MultipleValue Lists

Multi-value lists allow you to specify Custom Fields that can
contain more than one value. Keywords is an example, but you
might want to define other multi-value lists, such as multiple
vendor names or multiple item pricing.

Edit Decimal

Field Mamne : Price

Custom Field Definition =""——"r

[125.00 i

e

Mame:  [Price ]l oK |

Type: [ Desimal =

20.00
3550

Precision: _

[ Muttiple Yalues

D Predefined List
[~ Cancel I

To set up a Custom Field with Multiple Values: Open the
Custom Fields Definition dialog (Catalog > Administration:
Custom Fields tab and click “Add”). Choose any field type except
URL or Text Block, then click “Multiple Values”

Aswith all Custom Fields, you add data to the list of values by
typing it into the item record (Item > Item Properties: Fields tab),
by extracting data from the source file and mapping it to the
appropriate Custom Field (Catalog > Cataloging Options:
Mappings tab), or by importing it (File > Import > Field Values.)

You can specify how many lines are made available to display the
multiple value datain Record view (View > Customize: Record
tab). In the Record tab Fields Ligt, fields that have (or can have)
multiple lines of data display a number in the right-most column
(see (P) on page 101). To change the number of display lines,
select a number from the Display Fields pop-up (Macintosh) or
enter a number in the Edit String dialog (Windows). If no addi-
tional lines have been selected, this number defaultsto 1.
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Text Block

Text Blocks are multi-lined fields that can be any length up to
32K. Thisfield type allows you to add lengthy lines of text to
records (that is, you can include line breaks or carriage returnsin
these fields).

Custom Field Definition

Marme : I Hiztory I ” (g "

Type: | TextBlock -

Multiple Yalues
Fredefined List Edit List...

Text blocks are word indexed, allowing even these longer fields to
be searched extremely quickly. The Text Block field cannot be
sorted or phrase searched.

To add text to a Text Block field, open a Gallery and select the
desired catalog item. Then choose Item > Item Properties. Click
the Fields tab. On the Fields list, select the Text Block field that
you want to edit. Click “Edit.” A dialog box will be displayed
where you can enter text.

Edit Text Block

Field Mame: History

Artwork originated by Jessie.
Initial approwal given by Henry .

Artwork was later completed by Celeste.

e | T |

Or you could enable Record View and edit the field directly (be
sure to show the field in this view in the Catalog Options dial og).
See page 160 for more information on adding information to
Custom Fields.

Note: When editing a Text Block Custom Field in Record view, a
maximum of 20 lines can be viewed at one time.



which, if any, processes are run auto-
matically when the catalog is opened.

Open Find Dialog: Automatically
opens the Find dialog when the cata-
log is opened.

Open MKL Palette: Automatically
opens the Master Keywords List
Palette when the catalog is opened.
Handy if you publish catalogs and
want to present the Master Keywords
palette automatically to your users.

Run Slideshow: Opens the catalog
and automatically initiates a Slide-
show based on the items in the active
Gallery and the Slideshow Options.
See page 109 for more information on
slideshows.

Disable Link to Original: Disables the
ability to preview the original image.
This is useful when you are distribut-
ing a catalog to clients without the
source files.

Custom Splashscreen: Import a JPEG
file to be displayed when the catalog
is opened. If an image appears here,
it is automatically displayed for 4 sec-
onds when the catalog is opened.

Open and Clear: Use these buttons to
Open a JPEG file to be used as the
Catalog Splashscreen. Click Clear to
remove the image and open the cata-
log without a Splashscreen.

Setting Catalog Startup Options

The Startup Options allow you to determine which, if any,
processes will be run automatically when the catalog is opened.
Options are:

Open Find Dialog

Open MKL (Master Keywords List) Palette
Run Slideshow

Display Custom Splashscreen

Disable Link to Original

Note: Large splashscreens add to catalog size and can take
along time to load. It’s good practice to size your splash-
screen so that it is no larger than the screen.

Catalog Administration—Startup tab

A Startup tab: Allows you to determine

?

Catalog Administration S==———

I
Keywarding V Passwords V Custorn Fields V Startup v Previews \

On Startup Custorn Splashscreen

D Open Find Dialog

SAMPLE CATALOG

1 Open ML Falette
D Fun Slideshow

PO0®

] isable Link to Original

e J [ ]|
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Notes

The Preview directory must be
accessible to all users.

Selecting a higher quality preview
JPEG will result in larger files
being created.

Tip

Do not select the same folder for
both Disk Previews and Back-
ground Cataloging (page 126).
Doing so will cause Background
Cataloging to fail.

Setting Preview Options (Disk Preview)

When the “ generate Previews’ option is enabled, Portfolio will
create full-sized 72-dpi JPEG preview images when items are
cataloged. Previews are stored in a folder you designate, which
can be on alocal device, or on afile server. This means you can
have the item source files anywhere—even offline (such ason a
CD)—and users will still be able to preview the items.
Additionally, having larger Preview files available on disk can
make opening image Preview dialogs (page 76) much faster.

Multimedia files (movies, sounds, etc.) and files that cannot have
thumbnails generated will not have Previews generated. If
Generate Preview is enabled, Portfolio will aways attempt to
generate a Thumbnail and Preview (thumbnails will not be
extracted). The Preview for multi-page items will be generated
from the first page. You can aso designate the quality of the
JPEG Preview, either High, Medium, or Low.

To prevent excessively large disk files from previews, the
maximum size of the long side of a preview image is 1000 pixels.
You can set the Maximum Size to any value between 100 and 1000.

Catalog Administration—Previews tab

A Previews tab: Allows you to enable
generation of full-sized JPEG pre-
views during cataloging.

B Generate Previews: Checkmark indi-
cates that preview generation is
enabled.

C Location: Click to locate the folder
where previews will be stored. This
can be a local device or network
server. For multi-user catalogs, the
Previews directory should be placed
in a location accessible to all users.

D Preview Quality: Determines the
quality of the created JPEG preview.
Options are: High, Medium, Low.

E Max Size: Sets the maximum size of
the preview. Enter a value between
100 pixels and 1000 pixels.

F OK: Click to accept the settings and
close the dialog.

G Cancel: Click to close the dialog
without making any changes.

H Help: Click to open web help.

Catalog Administration

Keywordingl Pazswords | Custom Fields | Startup PTE\"iEWSl

— Disk. Previe

Erowse...

I Preview Quality: IHigh

—  Maximum Size: 939 pixelz

@
© I |C \Catalogs
®
e

oK. I Cancel | Help |

(] © (H]
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Confirm Delete [ x|

Press OF. to delete the 2 selected items.
 Delete From Gallsry
& Delete From Catalog and G alleng

Ok

Maintaining a Catalog

Cancel

Catalogs—especially large ones—that are heavily used and
frequently updated can become out-of-date. In addition to
routinely backing up al catalogs and source files (and keeping
the backups in a safe place), it is a good idea to perform other
housecleaning tasks regularly as well. Portfolio provides the
catalog manager or administrator with tools that can help with
routine catalog maintenance.

Exporting catalogs astext files: See page 184.

Removing Items from a Catalog

The “Delete Items..” command lets you clear a catalog of
unwanted or out-of-date items or references.

To remove specific items from a catalog:

1. Inthe catalog Gallery window, select the itemsthat you
want to delete.

2. Select “Delete Items...” from the Catalog menu.
The “Delete Items” dialog box is displayed.

3. Select “Delete from Catalog” (Mac OS) or “ Delete from
Catalog and Gallery” (Windows), then click “OK.”

Note: Select “ Delete from Gallery” if you want to remove
the item from the Gallery window only; the item remainsin
the catalog when you click “ OK”

1. In the Gallery window select the itemsthat you delete

and press Option+Delete (Mac OS) or Ctrl+Backspace
(Windows).

Checking for Missing Files

You can easily determine if any file references in a Portfolio
catalog are no longer valid using the “Missing Files...” command
[Choose Catalog > Missing Items, or press Command+
Option+M (Mac OS) or Ctrl+Shift+M (Windows)]. Portfolio
only checks for missing files on mounted volumes. See

page 125 for more information on the Missing Files command.
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Recovering Damaged Catalogs

Should you ever have trouble opening a Portfolio catalog and
suspect that it may have been damaged, you may be able to
recover it using the Recover command. Another time to run the
Recovery command is when you experience crashes when sorting
or searching on a particular field.

To Recover a catalog:
1. Closethe catalog that you want to recover.
You cannot run the Recovery command on an open catalog.

2. Choose “Recover..” from the File menu, or press
Command+Option+V (Mac OS) or Ctrl+Shift+V
(Windows).

A directory dialog box is displayed.

3. Locate the catalog you want to recover, then click
“Open.”

A second directory dialog box is displayed.

4. Type a new name for the recovered catalog, select where
you want to save it, then click “ Save.”

A progress window is displayed as Portfolio checks the
catalog and attempts to repair the damage.

Recover Database

Recovering...

Rebuilding Records

5. When the completed statusreport is displayed, click
“OK.

Open the recovered catalog to verify that al the items are
intact.



Note

This section applies to Portfolio
Network and Portfolio Server
Editions only.

Tip

If someone deletes an item from
a multiuser catalog and that item
is in one or more of your saved
Galleries, an “ltem Deleted” icon
appears in place of the item
thumbnail. Choose “Refresh” from
the Catalog menu to remove
these icons from the Gallery, then
resave the Gallery.

Tip

In cross-platform environments,
be sure that network server and
volume names are the same for
each platform. This allows
Portfolio to locate files between
platforms.

Using Portfolio on a Network

A single Portfolio catalog can contain references to source files
on multiple hard disks, network servers, CD-ROM discs, or
removable disks, whether these media are mounted or not. When
Portfolio needs to retrieve a source file that resides on a network
volume, it automatically mounts that volume, prompting for a vol-
ume password when required.

If asourcefileis stored on removable media, such as floppy disks
or CD-ROMs, Portfalio prompts for the disk by name. Portfolio
also prompts for source files that have been moved or renamed.

Shared Catalogs

Portfolio provides two ways to share catalogs in a multi-user, net-
worked environment:

Filesharing: Filesharing uses standard system networking to
share catalogs on either a dedicated file server somewhere or on a
user’'s computer (provided that filesharing is turned on). Users
connect to these catalogs by choosing Open, navigating to the
particular volume, and selecting the catalog itself. Each user’s
Portfolio application (client) intelligently sets flags within the cat-
aog file itself to control things such as when other users are
allowed to access the catalog, and when other users should be
blocked from writing to a particular record. For example, when
one user writes to arecord, other users accessing the catalog are
blocked from writing to that record. Filesharing does not require
the addition of Portfolio Server software, but fewer users can
access catal ogs simultaneously. Catalog operations like searching
are much dlower than with Portfolio Server software installed.

Client/Server: In this networking scheme, special Portfolio
Server software is used to manage catalogs on a Windows NT or
Mac OS server machine. The Portfolio Server application opens
the catalogs, and monitors the network for clients. End-users,
running standard Portfolio application software (client), access
the Server using the “Connect to Server” command. Once con-
nected to the server users can select catalogs to open. The server
software then controls all catalog access. Portfolio Server soft-
ware allows alarger number of simultaneous users, and most cat-
alog operations are performed significantly faster. Note: The num-
ber of users permitted to connect simultaneously is set by the
multi-user license agreement. Additional connection requests will
be refused by the Portfolio Server when this limit is reached.
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SQL Server: Using Portfolio SQL server software you can keep
catalogs on your SQL server and access them from the Portfolio
client. This provides all of the advantages of using Portfolio to
manage your catalogs, but keep the data on your SQL Server.
SQL Server software is sold separately.

Network Security Protection

Your organization is authorized to use as many copies of Portfolio
as designated in your site license agreement. When you run
Portfolio on a network, the application checks the network to see
how many copies of Portfolio with the same serial number are run-
ning. If the program finds that more duplicate serial numbers are

in use than are in the site license agreement, an alert box appears.
Click “OK” to close the alert box. Another user must quit Portfolio
before you can launch the copy that you want to use.

If you did not purchase a Portfolio site license, only one copy of
Portfolio per serial number may be in use on your network.

Filesharing Network Concerns

In a typical network scenario, many users would open Portfolio,
locate items they want, and leave Portfolio running in the back-
ground while they switch to other applications to edit source files,
work on other documents, read e-mail, and so forth. Meanwhile,
at any given time, only some of those users would be actively
using the catalog to search for and preview items they might be
interested in, while fewer still might be adding or updating items,
keywords, or descriptions.

The greater the number of users who have a catalog open, the
slower individual searches will be, depending on what tasks the
users are performing in Portfolio. The speed of the network and
computer can also affect the performance of Portfolio.

If you want to limit who can write to or read from a catalog, you
can set passwords as describetJatalog Access Levelsbn

page 194Whether or not your catalog is password-protected, it is
essential that you set up the necessary network access conditions.

If you are experiencing performance problems in a multi-user
network environment, your situation may benefit from installing a
Portfolio Server to manage catalog access.



Managing Source Files

There are many ways to organize the source files for items in a
Portfolio catalog. Each strategy has advantages and disadvan-
tages, but considering the options and planning ahead can save
you time in the long run and significantly increase Portfolio’s use-
fulness to you and your workgroup.

One of the key benefits of using Portfolio is that you do not need
to remember where a source file is located or what it is called.
However, because Portfolio can use filenames, folder names, or
entire pathnames as keywords, and because you can then use
those keywords to help in searching, a rational plan for naming
and organizing files and folders is helpful.

Each workgroup must ultimately decide what works best for its
own situation based on how the group works and how work flows
through it. Here are a few suggestions that might help in your
planning.

Organizing Source Files

One of the most obvious ways to organize files into folders is to
set up a series of folders for each project, client, or category (for
example, travel, business or architecture). Within a folder, use
subfolders to partition related files appropriately.

Another approach is to organize files into folders by file type, by
parent application, or by department of origin (for example,
Marketing, Sales or Publications).

Once you've organized your files into folders, it's easy to include
the files into Portfolio catalogs.

Naming Source Files

Use naming and organizing strategies together to make the most
of keyword searching in Portfolio. Once you have decided how to
organize your files, consider the following alternatives for naming
them:

« Use file extensions to indicate file type. This is very important
when using Portfolio in a cross-platform environment, where
you'll want to keep Windows file naming restrictions in mind
when naming Macintosh files and vice versa.

« Use number or alphabetic prefixes to help sort items in ways
that matter for the kinds of files you use. For example, you
might use frame numbers for images from a single photo shoot
or counter or time code readings for sounds, movies, or images

digitized from video or audio tape.
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Note
This section applies to Portfolio

Network and Portfolio Server
Editions only.
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Administering Served Catalogs

Catalog Administration is a single-user function. That is, a
catalog that is open in Administrator mode cannot be opened by
anyone else.

On the Portfolio Server, where catal ogs are shared with other
users simultaneously, this means that others will not be able to
access the catalog while you are using it in Administration mode.
When you open a catalog as the Administrator, all other users are
locked out.

If other users have the catalog open when you change to
Administrator mode, they will be logged off immediately. To
prevent this from happening, we suggest that you use optionsin
the Server Administration dialog (page 224) to give users atime
period in which to log themselves off (by closing the catalog), or
give them atime period after which they will be logged off.

To prevent users from being logged off inadvertently, a served
catalog cannot be opened in Administrator mode, even if you set
“Default Open Mode = Administrator” in Edit > Preferences. In
this case, the catalog will default to Publisher mode when it
opens. You can then alert your users and switch to Administrator
mode (Catalog > Access).

While you have the catalog open in Administrator mode it will
not appear on the “ Connect to Servers’ dialog for other users
even though the catalog is still being served. To release the
catalog for other users, either close it or change to a different
access mode (Publisher, Editor, Reader).

For additional information on setting up catalogs on a Portfolio
Server, see “ Server Administration” starting on page 221.



Server Administration

Note
This section applies to Portfolio

Network and Portfolio Server
Editions only.

Tip

For information on administering
an SQL Connect, see page 266.

The Portfolio Server is a powerful catalog server, allowing
access to Portfolio catalogs using standard Portfolio 5.0
application software. Unlike typical server applications however,
the Portfolio Server is easy to set up and use, and requires almost
no maintenance.

While standard Portfolio 5.0 application software is capable of
providing access to shared catalogs through standard system
filesharing, the Portfolio Server provides superior performance in
multi-user situations. Using the Portfolio Server instead of regular
system networking yields:

* Increased performance in a networked environment
* Increased number of simultaneous connections

« Connection to Portfolio SQL Connect (page 266)
(software sold separately)

With Portfolio Server you can:

» Connect remotely to the server (using TCP/IP)

¢ Manage the Server and Catalogs from the standard
Portfolio 5.0 application (client)

« Keep Catalogs open on the Server while they are being
administered

Note: Instructions on creating and administering Portfolio cata-
logs for access from a web server (PortWeb) start on page 236.

Server Administration versus Catalog Administration

When using the Portfolio 5.0 application in conjunction with the
Portfolio Server, two different types of Administration are available:

Server Adminigtration: The Server Administrator has permission
to administer the Portfolio Server. In addition, the Server
Administrator creates, opens, and closes Catalogs on the Server.
Client access is added through adding specia multi-user serial
numbers to the Server. Server Administrator duties are described in
this section.

Catalog Administration: The Catalog Administrator has
permission to access Administrator level functions for particular
Catalog(s). Catalog Administration is discussed starting on page
192.
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System Requirements

Windows:

* Pentium PC (233 MHz or faster recommended)

* Microsoft Windows NT 4.0 or higher (Server or Workstation)
e 32MB RAM (64MB RAM or more recommended)

* TCP/IP Services installed

» For optional SQL Connect requirements, page 266

Mac OS:

e Power PC

e Mac OS 8.1 or higher

e 32MB RAM (64MB RAM or more recommended)
e TCP/IP Services installed

Server hardware requirements are based on performance. The
Server will function on any WIinNT 4.0 system, but performance
will probably be unacceptable if used with any system below the
listed requirements. In addition, the Portfolio Server software will
normally benefit a great deal from a faster processor, more
physical memory, multiple processors, faster network connections,
and faster hard drives (such as Ultrawide SCSI drives).

Note: Extensis does not provide Technical Support for configuring
TCPI/IP Services, setting up DNS services, configuring a firewall,
or other networking issues. For assistance with these issues,
please consult your System Administrator or the product vendor’s
technical support.

Installing the Server

Installing the Portfolio Server is quick and easy. Simply launch
the installer and allow it to guide you.

The Portfolio Server application has no interface itself; access to
Server features is handled through standard Portfolio 5.0 applica-
tion software Note: On Windows NT, the Portfolio Server is a
system service. This service must be started on the Server before
it will be active. To do so, open the “Services” Control Panel.
Select “Portfolio Server” from the list and click “Start”

To access a Portfolio ServerOpen the Portfolio 5.0 application.
From the File menu choose “Administer Servers...” Select a
Server, then click “Administer.” From the Administer Services
dialog you can add and administer one or more Portfolio Servers
(seepage 223.



Administering a Portfolio Server

Tip . -
Portfolio Servers are accessed and administered from the
Before you can perform any Portfolio 5.0 application via the Administer Servers command.
Portfolio Server Administration
operations, the Portfolio 5.0 Once a Portfolio Server has been made available to the network
Seisl i WL UL (page 225), the Server Administrator can:
the server machine, and the
Portfolio 5.0 application software « Create Catalogs to be served
must be running on the machine ¢ Serve and Unserve catalogs
f hich ish t th .
ooy You WIS TG access The « Open and close Portfolio SQL Connect (sold separately) catalogs

* Log off individual users

* Set/change Server Administration passwords

« Add multiple user access by entering special multi-user serial
numbers

Refer to other sections of this Portfolio User Guide for assistance
in creating, managing, and administering Catal ogs.

Administer Servers Dialog

Allows you to add, remove, and edit
(change name, IP address, password,
etc.) Portfolio Servers, and to access

Corporate Image Server Administration = B

the Server Administration dialog for the < [ Master Catalog:iab [ =] Done
selected Portfolio Server. VB Im 25;:9 o
Inages. __New..
A Servers and Catalogs list: Displays
all avzllableI Portf_olul) Sd_ervesrs and e ——— e
served catalogs, including Servers
with SQL catalogs. Click the expand S——
icon (or double-click the Server Log Off User.. | Adiress
name) to display the list of served
catalogs.
Serialize.
. — _Cant:e\ _DK
B Done: Closes the dialog. =

N

C Administer: Click to open the Server ‘
Administration dialog for the selected

Portfolio Server (see page 224).
From this dialog you can add, —— Administer Servers — &
remove, serve and unserve Catalogs,
as well as change Server password b S Corporate mage Server |~ Done II @
and add multi-user Serial Codes. Q b % San Francisea Office
D Add Server: Allows you to add a new b 5 archives Server e — }
Portfolio Server to the list.
E Remove Server: Allows you to @ ®
remove selected Portfolio Servers. Removs Server | E)
F Edit Server: Allows you change the Edit Server._. I e

server name and/or IP address.
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Server Administration Dialog

Allows you to administer the selected
Portfolio Server from the Portfolio 5.0
application. To access this dialog,
select (highlight) the desired Server
name from the list on the Administer
Server dialog (File > Administer
Servers), then click “Administer...”

A Catalog and Users list: Includes all
served catalogs on the selected
Portfolio Server, including served
SQL databases (page 266). Click the
expand icon to display the list of
users logged on to each catalog.

B Done: Closes the dialog.

New: Allows you to create a new
Catalog on the Portfolio Server.

D Serve: Displays a list of catalogs
available for serving (in, or aliased in,
the Server’s “Catalogs” folder), and
allows you to open catalogs for
serving on this Server.

E Serve SQL: Opens a dialog where
you can set up SQL Servers and
serve SQL databases as catalogs.
See page 266.

F Unserve: Allows you to unserve a
selected catalog or SQL database.
Users will be notified and given a
pre-set time to do so. See page 230.

G Log Off User: Allows you to log off
selected user(s) from a served
Catalog immediately.

H Set Password: Allows you to set or
change the Administrator password
for the selected Portfolio Server.

| Serialize: Allows you to serialize the
selected Portfolio Server and/or
Portfolio SQL Connect. Multi-user
serial codes are entered into each
individual user’s Portfolio 5.0
application (client).

Serve Catalog =———H

New Catalog

Mame ;| Master Catalog fdb

[ 1mages fab [=] Done
[ Master catalog.fib
Serve Catalog

Puortfolio Server Administration

¥ Sue
f_, Tom

= B SOL Sample Catalog

21013240
2 101.257

Semve...

Serve SOL... :If
Unzerve :|>
Set Password... j‘
Serialize. .. :lf

L%MMEL

Serial Codes

Delete.

Set Password

F
-

Confirm

= C=
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Add Server

Server Name:

IP Address:

ICorporate Irmage Server |

19200 |

e |

J

Adding a Portfolio Server

Before you can serve catalogs on your Portfolio Server you must
make the server available—that is, tell the Portfolio application
where to find the server. You do this through the Server
Administration dialog, shown on page 224.

To add a Portfolio Server:

1. Launch the Portfolio 5.0 application.
You do not need to have a catalog open.

2. From the File menu, choose “ Administer Servers..”
The Administer Servers dialog will be displayed.

Administer Servers

=]

-

4]

Done

Administer

Rernove Server

m

2 Z

= =4

i o -
o i 3
3 b

< <

T T

.“ A 3

S

If no servers have been added, the servers list will be

blank.
3. Click “Add Server..”

4. Enter thename and |P address for the Server.

5. Click “OK”

The Server will be added to the list and will be available
for users to access (see page 235 for setting up user access).

Administer Servers

=

I @ Corporate Image Server | |

<

Done

Adrinister...

Add Server...

Remove Server

Edit Server...

IR

s

Selecting the
Server name on
the list will
activate the
Administer,
Remove Server,
and Edit Server
buttons.
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New... %N
Open... 0

Connectto Servers.. “C#EQ

Administer Servers...

Close EW
Open Catalog on Startup
Export »
Import 3
Recover... SOV
Page Setup... CEP
Print... ®P
Quit #0Q

Important

While you can do so, in most
environments it is probably not a
good idea to leave the Server
Administrator password blank.
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Accessing a Portfolio Server for Administration

When one or more Portfolio Servers have been added (made
available) (page 225), you can administer them by creating and
serving Catalogs. To do that, you must first access the Server
through the Server Administration dialog (shown on page 224).

To access a Portfolio Server:

1. Launch the Portfolio 5.0 application.

The Portfolio Server can be accessed via the Portfolio
application from anywhere on the network or internet.
With Portfolio 5.0 there is no separate Server
Administration software.

2. From the File menu, choose “ Administer Servers.”
The Administer Servers diaog is displayed.

= Note: If no server

Administer Servers

3 ¥ Corporate Image Server | | Drone I narres appear on
I @ San Francisco Office the I|§, yOU Wi ”
3 ¥ Archives Server have to add thern
before they can
be administered.
See page 225.
v

3. Select the desired Portfolio Server from thelist, then
click “Administer..”

You will be asked to enter the Server Administrator
password. The first time you access a Portfolio Server as
the Administrator, you will be prompted to serialize the
Server (see page 232).

4. Enter the Server Administrator password, then click
“OK.

Passwords The first time you access a
N Portfolio Server asthe

Administrator the password
will be blank. You can enter
a password, or just click
“OK” and set the password
later.

v}
i
=
=
i
o
=




The Server Administration dialog for the selected Portfolio
Server will be displayed, and any served catal ogs for that
Server will be listed.

Portfolio Server Administration

By e |
Serve SOL... |

Unzerve |

L W zer, |

Set Password... |

Serialize... |

You can view any users connected to served catalogs by
clicking the expansion icon, or by double-clicking the
catalog name.

From the Server Administration dialog you can create,
serve and unserve catalogs, log off users, set the password
for the selected Server, and add the Server serial code.
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Creating Catalogs on a Server

From the Administration dialog for the selected server (page 224)
you can create new (empty) catalogs to be served on a Portfolio
Server.

To add a Catalog to a Portfolio Server:
1. Open the Server Administration dialog (File >
Administer Servers> [select server] > Administer).
2. Click “New..”
The New Catalog dialog will be displayed.

New Catalog

Marne :I Master Catalog.fdb I

Come JC > )

3. Enter the name of the catalog that you wish to create.

On Windows, and on Mac OS if compatibility with
Windows users is required, catalogs must be given a
“ fdb” filename extension.

4. Click “OK”

The Catalog will be added to the list of Catalogsin the
“Catalogs’ folder on the Server machine.

1. Create a Catalog from the Portfolio client (page 113).
2. Copy the catalog (via the operating system) to the
Portfolio Server’s “ Catalogs’ folder.

You can now serve the catalog (page 229) to make it available to
your users.
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Tip

Catalogs (or their aliases) located
in the “Catalogs” folder of the
Portfolio Server are served
automatically when the Portfolio
Server application is launched.

Serving and Unserving Catalogs

To serve (open for use) a Catalog on a Portfolio Server:

1. Open the Server Administration dialog (File >
Administer Server > [select server] > Administer).

2. Click “Serve.”

A list of available Catalogs on the Portfolio Server will be

displayed.

Serve Catalog

My Catalog.fdb
(=) Other Catalogs Ink

i Image Catalog fdb Done |

‘. Photas fdb

2. Navigate through folders and volumes accessible to the

Portfolio Server to locate the Catalog to be served.

Catalogs do not have to be located in the Catalogs folder to

be served (see sidebar Tip).

3. Select the Catalog that you want to serve, then click
“Serve”

The Catalog will become available to Portfolio users.
Note: When a catalog isfirst served it is opened

automatically in Administrator mode. To make the catalog

available to users, close the catalog or change access
mode to a level lower than Administrator (Publisher,
Editor, or Reader).
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To unserve a Catalog on a Portfolio Server:

1. Open the Server Administration dialog for the server
(File > Administer Servers > [select server] >
Administer).

2. From thelist of served Catalogs, select the Catalog that
you wish to unserve (make unavailable).

3. Click “Unserve..”

If users are connected to the Catalog, a warning dialog will
be displayed. You can enter a delay time in minutes before
the Catalog closes.

There are users connected to this catalog. o
Please enter the number of minutes to wait

before closing this catalog.

minutes

Connected users will be notified of the imminent closing
so that they can close open windows and connections
related to that Catalog.

Notes on Unserved Catalogs:

* Portfolio Server and source images: As with the filesharing

model of multi-user Portfolio access, the Server does not serve
the original files, only the records of cataloged items (see
“Portfolio Basics” on page 12). What this means is that the
client machine must have access via the file system to the
original file in order to perform functions that require the
source file, such as Preview (unless the option “Generate
Previews’ was enabled when the item was catal oged); Copy;
Move;, Rename; etc.

See page 217 for tips on filesharing in a mixed Macintosh and
Windows environment.

» Server Port number: The Portfolio Server operates via port

2903. In order to avoid conflicts with other applications, make
sure no other server software is using this port on the server
machine. (We are currently unaware of any other application
that uses this port address.) Be aware that if you have clients
attempting to access the server through a corporate firewall,
you may have to have the network administrator open aholein
the firewall for this port.



Logging Off Users

To log off userson a Portfolio Server:

1. Open the Server Administration dialog for the server
(File > Administer Servers > [select server] >
Administer).

2. From thelist of served Catalogs, locate the Catalog
with usersthat you wish to log off, then click the
expansion arrow to view a list of active userson the
Catalog.

Portfolio Server Administration [ |

% 710.1.3.233/23047
EQ S0L Sample Catalog

Semve.. |
Serve SOL... |
Unzerve |
Ll zer, |
Set Password.. |
Serialize... |

3. Select the user that you want to log off.
4. Click “Log Off User.”
That user will be logged off immediately.

Note: To allow users a time frame within which they can
log themselves off (by closing their copy of the catalog),
use the “ Unserve..” command (see page 230).
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Server Administrator Password

To set or change the Portfolio Server Administrator password:

1. Open the Server Administration dialog for the server
(File> Administer Servers> [select server] > Administer).

2. Click “Set Password..”

Set Password

The Set Password dialog
will be displayed.

MNew :

Confirm:

[ Cancel ] ” Ok

3. Enter and confirm the new Server Administrator
password, then click “OK.”

To exit the dialog without affecting the password, click
“Cancel”

Serialization

In Portfolio 5.0, the Portfolio Server is activated with asingle
Portfolio Server seria code. (Portfolio SQL Connect is activated
with asingle SQL Serial Code. See page 276).

The first time you attempt to administer a Portfolio Server you
will be prompted to enter the serial code. You can also access the
Serial Codes dialog from the Server Administration dialog (File >
Administer Servers > [select server] > Administer > Serialize).

Multi-user serial numbers (licenses) alow users to connect to the
Portfolio Server, up to the limit of users for that serial number.
The multi-user serial number is entered at each workstation when
the Portfolio 5.0 application (client) isinstalled. The Portfolio
Server tracks how many connections are open at one time, and
limits access to the catal og to the maximum number of
connections for that serial number. To add additional connections,
simply contact Extensis Customer Service to purchase additional
multi-user serial humbers.



To serialize a Portfolio Server:

1. Open the Server Administration dialog for the server
(File> Administer Servers> [select server] > Administer).

2. Click “Serialize..”
The Serial Codes dialog is displayed.

Serial Codes=——— E
= | Lrone I

Add...

il

%

3. Click “Add..”
The Add Serial Code dialog is displayed.

Add Serial Code

Serial Code: I I

Cem I =)

4. Enter the Portfolio Server Serial Code (and/or SQL
Connect Serial Code), then click “OK."

When you click “OK” you will be returned to the Serial
Codes dialog. The newly entered codes will be listed.

5. Click “Doné€’ toreturn to the Server Administration
dialog.
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Removing a Portfolio Server or SQL Connect Serial Code

This feature is helpful if you wish to move a serial number from
one server to another, such as when setting up a Portfolio Server
in a different location.

Note that the serial can be used on only one Portfolio Server at a
time.

To remove the serial number from a Portfolio Server, or to
remove SQL Connect:

1. Open the Administration dialog for the server (File >
Administer Servers> [select server] > Administer).

2. Click “Serialize..”

Serial Codes

Delete. .. |

The Serial Codes dialog is displayed.
3. Select the Serial Code that you wish to remove, then
click “Delete”

The serial code will be removed from the list, and those
connections will no longer be available on the selected
server.



Providing Users with Access to Served Catalogs

Once acatalog is served you will want to give users access to
the catalog. Detailed user instructions are given on page 24.
The process from a Server Administration standpoint is
summarized here.

To access served catalogs:
1. Note the name given to the Portfolio Server(s) that you

Tip wish to give access to.

Server connection files are stored S.erver nqmes are diSpl ayed on the Connect to S_er,vers
in the “Servers” folder located in diaog (File > Connect to Servers) and the Administer
the Portfolio application folder for Servers dialog (File > Administer Servers).

each client. Once a server has . . .

been added to one client, its con- 2. Givethisnameto your Portfolio users.

RGN il G2 (62 Es iz 3. On the user’s machine, launch Portfolio 5.0, then

throughout a workgroup, eliminat- .
ing the need for other users to go choose File > Connect to Servers...

through the "Add Server” process. The Connect to Servers dialog will be displayed.

4. Choose “Add Server...” and enter thename and IP
address of the Portfolio Server.

The client application will poll the Server and display any
catalogs being served.

5. Click “OK” then click “Done.”
The user can now open catalogs served on that Server.

Notes on Accessing Served Catalogs:

* Client machines must have TCP services active to access the
Server. For Mac OS clients, the machine must be using Open
Transport TCP 1.1 or higher; classic networking is not supported.

« Clients can access a served catalog in Administrator mode, but
all other users must be logged off first. You can log users off
from the Server Administration dialog, or users can simply
disconnect.

» The client application will attempt to open the catalog in the
mode set in the user's Preferences. If the preference is set to
Administrator, the client application will automatically attempt
to connect to the catalog in Publisher mode.

Note: The user will be asked to enter a Password if the catalog
requires it.

 For more information on installing and using the client, refer to
the other sections of this Portfolio User Guide.
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PortWeb

Note

This section applies to Portfolio
Network and Portfolio Server
Editions only.

Tip

For additional examples using
PortWeb to serve catalogs over
the internet, we invite you to visit
the PortWeb pages on the
Extensis web site:

http://portweb.extensis.com
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PortWeb 5.0, aweb server plug-in, is an easy-to-use add-on to the
Portfolio 5.0 asset management system that enables web browser-
based users to browse Portfolio catalogs. PortWeb establishes a
connection between a web server and either a Portfolio Server or
a Portfolio catalog on disk to provide a truly dynamic link
between web-based users and Portfolio catalogs, so they can
quickly search up-to-date Portfolio information.

System

To install and use PortWeb 5.0, you will need the following:

Macintosh
Minimum hardware PPC Only
Minimum OS System 8.1
Supported Web Servers  StarNine WebStar 2.0-4.2
Apple Web Server
(Part of Appleshare IP 6)
Windows
Minimum hardware Pentium 200
Minimum OS Windows 95/98/2000/NT 4.0
Supported Web Servers M S Internet Information Server (11S)
(3.0-5.0
MS Personal Web Sharing Server
(95/98)
MS Peer to Peer Web Sharing Services
(NT)

Installing PortWeb

You can find instructions for quick and easy installation on the
CD-ROM that is included with your product or, if you down-
|loaded the installer from our web site, running the installer will
place an informational Read Me on your hard drive.

In addition, to use PortWeb, you will aso need to install
Portfolio. Refer to other sections of this Users Guide for
instructions on how to install and use Portfaolio.


http://portweb.extensis.com

Macintosh Memory Usage

As a plug-in, PortWeb does not allocate its own memory parti-
tion, but rather operates within the memory partition of the web
server. Because PortWeb needs more memory than most plug-ins,
you should increase the amount of memory that your web server
allows the plug-in after you have run the PortWeb installer.

WebStar:

1. Make sure that WebStar is not running.

2. Select the WebStar application in the Finder.
3. Choose “Get Info” from the File menu.

4. Increase the “Preferred Size” by 3000 K.

Appleshare IP 6.x:

1. Open the Appleshare IP Web & File Admin application

2. Choose “Web & File Server Settings” from the Server
menu.

3. Switch to the Web Plug-Ins pane.

4. Increase the “Maximum Plug-in Memory Usage” by
3000 K.

5. Restart the web server.

Required Knowledge

Setting up and administering PortWeb is not difficult, but it does
require some understanding of HTML. Much of the necessary
information is covered within this manual, but you will benefit
from additional reading. Some good starting points for tutorials
on the web are:

NCSA Beginner’'s Guide to HTML:
http://www.ncsa.uiuc.edu/General/Internet/WWW/HTMLPrimer.html

Welcome to the HTML Basics:

http://www.projectcool.com/developer/zones/basics_top.html

Forms tutorial: nhttp://www.devshed.com/resource/intermedi-
ate/html/forms.phtml

Nuthin’ but Links Forms Tutorial:
http://pages.prodigy.net/bombadil/forms.htm

The Compendium of HTML Elements:
http://www.htmlcompendium.org/
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Overview

Overview of Web Server Plug-ins

A web server plug-in extends the functionality of the web server.
Essentially, when a web server is launched, it looks to determine
whether any plug-ins are installed. If plug-ins are found, they are
loaded, so that the web server becomes aware of the new types of
requests that can be handled, and which plug-in should receive the
request.

Overview of PortWeb

PortWeb works by registering itself with the web server, so that
the web server knows to pass certain types of requests on to
PortWeb. The general process that occurs in a user’s search
through PortWeb is as follows:

1. The user loads a static HTML search page containing a
search form.

2. The user enters search criteria and submits the form.

3. The web server passes the form data over to PortWeb.

4. PortWeb parses the data and performs the search in a
specified Portfolio catalog.

5. PortWeb parses the specified Export HTML template.

6. PortWeb merges the search results with the template and
returns the page back to the user’'s web browser (via the web
server) for display.
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Plug-In Communication Methods

In general, there are two mechanisms for communicating with a
web server plug-in. These are known as@iel andPOST
methods.

Plug-In Communication Methods

Method Command
GET Typically, the GET method is used as an embedded link, such as:

<A HREF="/scripts/PortWeb.dll?QuickFind=cat&catalog=WebTest">...</A>
POST The POST method, on the other hand, is usually used inside an HTML Form, such as:

<FORM ACTION="/scripts/PortWeb.dll?QuickFind" METHOD=POST >
<INPUT NAME="QuickFind" TYPE="TEXT" VALUE="cat">
<INPUT NAME="catalog" TYPE="HIDDEN" VALUE="WebTest">
<INPUT TYPE="submit" VALUE="Search">

</FORM>

Note that the GET method can be used in a form (simply by
setting the Method to “GET"), but it is common practice to use
the POST method in these situations.

The primary difference between the two methods is that POST
allows for user intervention via a form for changing parameters,
while the GET method has hard-coded parameters. Each of these
methods is useful, depending on the situation. For example, if you
wanted to have a simple button that automatically searches a par-
ticular catalog for a particular keyword, then the GET method is
the simpler and more concise approach. However, if you'd like to
ask the user for particular parameters (such as the keywords to
search for) then a form using the POST method is more applica-
ble. In addition, the POST method can have unlimited request
data and parameters, but the GET method can be limited to 4K of
request information (depending on the browser).

PortWeb fully supports both methods, and there are actually
situations where it makes sense to use both methods on the same
HTML page.
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PortWeb Request Types

Regardless of which method is used to communicate with
PortWeb, the general structure of the request is the same. Each
time a request is sent to the plug-in, the web server must first
identify the plug-in, then the plug-in identifies the command to be
executed and the parameters necessary for that command to work.

Identifying the Plug-In

The plug-in's location must always be provided in a request. This
is what tells the web server to pass the request on to PortWeb.
Plug-ins are identified differently on different platforms. Refer to
the section corresponding to the platform of your web server.
Throughout this section, the two platforms will be used
interchangeably. Be sure to use the syntax appropriate for your
platform, as shown in the tables.

Windows

Identifying the Plug-In—Windows

Method Command

GET Using the GET method, the plug-in is identified as the first part of the HREF:

<A HREF="/scripts/PortWeb.dll?QuickFind=cat&catalog=WebTest">...</A>

POST Using the POST method, the plug-in is identified in the first half of the ACTION attribute:

<FORM ACTION="/scripts/PortWeb.dl1l?QuickFind" METHOD=POST >

In both cases (GET and POST), you must provide not only the
name of the plug-in, but also the path to the plug-in on the server.
The simplest mechanism for referencing the plug-in is to use a
“root-relative” path, such as/$cripts/PortWeb.dll..."” This
indicates that the plug-in is located in the “scripts” directory at the
root level of the web server.

Alternately, you could use a full URL to locate the plug-in, such as:

<A HREF="http://www.myserver.com/scripts/PortWeb.dll...></A>

This is often used when the plug-in is running on a web server
other than the one serving the web pages.
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Macintosh
Identifying the Plug-In—Macintosh

Method Command

GET Using the GET method, the plug-in is identified as the first part of the HREF:
<A HREF=".PortWeb?QuickFind=cat&catalog=WebTest">...</A>

POST Using the POST method, the plug-in is identified in the first half of the ACTION attribute:

<FORM ACTION=".PortWeb?QuickFind" METHOD=POST >

Normally, the path to the plug-in is not required. This is because
the plug-in is registered with the server when the web server
launches. However, if the plug-in is on a separate web server
other than the one serving the web pages, you would use the full
URL. For example:

<FORM ACTION="http://otherserver.com/.PortWeb?QuickFind" METHOD=POST >
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Tip

For sample templates and more
details about PortWeb HTML, see
“PortWeb Templates” starting on
page 281.

PortWeb Commands

The commands currently supported in PortWeb are shown in the
table below.

The command is always passed in immediately following the
plug-in location. The question mark)(is used to indicate the
beginning of the request variables. The first variable indicates
which requestduickfind, query, etc.) to perform.

Using the GET method, the command immediately follows the
plug-in location.

<A HREF="/scripts/PortWeb.dll?quickfind=cat&catalog=Sample">...</A>

Using the POST method, the command is identified in the second
half of the ACTION attribute:

<FORM ACTION="/scripts/PortWeb.dll?quickfind" METHOD=POST >

PortWeb Commands

Command Description

quickfind A very simple search command for doing basic keyword searches.
query A more flexible search command for creating complex searches.
add Adds one or more records to a user’s collection (shopping cart).
show Displays the user’s collection.

remove Removes one or more records from a user’s collection.
adminshow

Displays the Administration module for PortWeb.
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PortWeb Parameters

Each command requires one or more parameters. These are all the
variables that affect what the command does. For example, two of
the most important parameters for any request are the name of the
catalog to search and the response template to be used.

Using the GET method, parameters are specified directly within
the HREF, and are entered as value pairs (a parameter and its
value). Each value pair is separated by an ampersand@he
parameter is separated from the its value by an equals=9ign (
the following example, the parameteratalog” is passed in

with the value Sample.”

<A HREF="/scripts/PortWeb.dll?quickfind=cat&catalog=Sample">...</A>

Using the POST method, the parameters are defined using form
INPUT tags. In the following example, the parametartalog”

is passed in with the valusdmple.” In this case, the parameter

is hidden, so that it cannot be modified by the user. Other INPUT
types (such astExT”) could be used to get information from the
user. For more information on setting up HTML forms, please
refer to an HTML reference guide. (S&equired Knowledge”
onpage 237for suggested starting points).

<FORM ACTION="/scripts/PortWeb.dll?quickfind" METHOD=POST >
<INPUT NAME="catalog" TYPE="HIDDEN" VALUE="Sample">
</FORM>
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Setup and Administration

Before users can access PortWeb, it needs to be configured via
the PortWeb Administration page. This page is accessed hy
issuing the “adminshow” command to the PortWeb plug-in.

Using the Administration Module

To access the plug-in, enter the appropriate URL for the platform
hosting the web server:

Windows
http://yourserver/scripts/PortWeb.dll?adminshow

(Where ‘yourserver” is the IP address or domain name of your
web server.)

Macintosh
http://yourserver/.PortWeb?adminshow

(Where ‘yourserver” is the IP address or domain name of your
web server.)

With WebStar, you can also access PortWeb’s Administration
module via the Plug-ins page of the WebStar administration
pages.



You may be asked for an administrator name and password. For
more information on authenticating administrators, refer to the
“Authentication” section, below. The resulting web page should
look something like:

xtensis Portweb 5.0 Administration Module - Netscape

File Edit “iew Go Communicator Help

1A 4 a =+ & @
Bach Farpard Reload Heme Search  Metscape Print. Security Stop
# " Bookmarks £ anannn-|hnp-mu1 2 243/scripts/portweb, di? adminshow | @7 what's Related
J%Imslathessaga “w'ebhdail Cantact Feople ‘rellow Pages Download Find Sites |’_|" Channels

Extensis PortWeb Administration Module

o -

v5.0

Served Catalogs
Alias Path Password Enabled
ISamplE ICi\HY Documentsy Portfolio Folderi00.03.13. leatshsample. £db I ¥
ISQL IpUrthllUsql://lD.1.5.12qu1cataJ.Ug I ~
| | | r
| | | =
Examples:
MacCatalog  Macintosh HD Catalogs: My Catalog, fdb TestPass
WinCatalog  C\Program Files\Extensis\Sample. fidh TestPass
Served portfolio:itesting extensis. cotmfwpi test. fidh ReadPass

Collections

Keep users' collections for [10 | days. b

Submit | Reset |
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There are three sections to the Administration module, which are
explained in detail below. The Submit button at the bottom of the
form allows you to save any changes you've made. The Reset but-
ton clears any changes you've made to the form.

1. Served Catalogs

The Served Catalogs section identifies the mappings between
particular catalogs and their web “aliases.” Using aliases allows
the user to pass in a shorter request (i.e. “dogs” instead of
“D:\Portfolio\Files\Catalogs\dog database.fdb").

It also has the added advantage of not requiring an Administrator
to rewrite all of their HTML pages (and response templates)
because the location of a catalog has changed. Instead, changing
the mapping in the Administration module will keep all the
templates current.

The administration module will display all the current mappings
(both active and inactive) and two additional lines to add new
mappings. If you want to enter more than two mappings in one
session, simply enter the first two and click Submit to get a new
form that contains the new mappings and two new lines in the
form. To permanently delete a mapping, clear the Alias, Path, and
Password entry fields and then click the Submit button.

The four components for a proper catalog mapping (Alias, Path,
Password, and Enabled) are discussed below and on the following
pages.

Alias

This should be a short, easily remembered name by which the
catalog will be referred to when specifying which catalog to
search via PortWeb. Avoid using spaces and non-standard non-
ANSI characters (such as trademark symbols, ellipses, etc.) in
this name, or you will have to take special steps to encode the
alias in the your HTML pages.



Important

When connecting to a served
Portfolio or SQL catalog, be sure
that the pathname containing
“portfolio” is all lower-case. If it is
not, the connection will fail.

Path

This is the full path to the Portfolio catalog. The catalog can be
either a file on disk or a catalog being served by a Portfolio
Server.

Local (on disk): To reference a local path, simply type in the
entire path name, such as:

Windows
F:\Portfolio\Catalogs\dog.fdb

or
Macintosh
Macintosh HD:Portfolio:dog.fdb

The disk can be in any location accessible via the file system of
the computer hosting PortWeb. Note that some Macintosh
characters do not map to the 1SO-standard character set used on
the Internet. If your catalog’s path has odd characters (such as
copyright symbols, curly-quotes, etc.) you will probably need to
change the path on disk to work over the Internet properly.

Served Native:To reference a Macintosh or Windows catalog
(same for both) being served by a Portfolio server, use the
following format:

portfolio://128.0.0.01/dog.£fdb

The word ‘portfolio:” must be all lower-case.

Served SQL:To reference a catalog being served on an SQL
server, use the following format:

portfoliosgl://192.168.0.1/dog.£fdb

The word ‘portfoliosgl:” must be all lower-case.
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Password

This is the Reader password for the catalog, if one has been
specified. If there is no password for the Reader level of the
catalog, simply leave the field blank. Note that because higher-
level passwords work for lower levels (i.e. you can log into
Reader mode with a Publisher password), it will work to use any
of the four access levels’ passwords in this field.

Note: PortWeb only supports Level-based passwords when giving
access to catalogs. If your catalog is set up with User-based
access, users will not be able to connect to the catalog. To change
to Level-based catalog access, see page 197.

Enabled

This checkboxsee page 245hdicates whether the mapping is
currently active. When this checkbox is unchecked, PortWeb
releases the catalog. This is useful when you want to deactivate a
catalog temporarily without having to delete and re-enter all the
information on the entire line.

When a mapping is enabled, PortWeb opens a connection to the
catalog. As a result, you cannot open a Portfolio catalog in
Administrator mode or with the Portfolio Server while PortWeb is
connected to that catalog.

Be aware that if you have a served catalog enabled in your list,
the catalog will become inaccessible via PortWeb if you close

that catalog on the Portfolio Server and then reopen that catalog
on the Portfolio Server. As a result, you will get an empty page
returned if you make a requests using this served catalog. To rem-
edy this, return to the PortWeb Administration Module page and
resubmit the page (with that mapping enabled).

If the Administration page displays an unchecked “Enabled” box
after you submit it, verify that the path was entered correctly.

Also verify that catalog is not opened exclusively by a Portfolio
client. If you are trying to access a served catalog, make sure you
are using the appropriate syntax (see “Pathpage 247.



2. Collections

The Collections section controls the duration for which Collection
records should be kept in the database. Simply specify the number
of days for which the users’ collections should be retained. Bear

in mind that the collection database’s file size will increase the
longer you retain these records.

Authentication

In order to access the Administration module, you must have
administrative access to the web server. PortWeb will attempt to
authenticate that you have such privileges before displaying the
Administration module page. Most web servers have their own
unique mechanism for validating administrators.

Some web servers do not have any authentication at all; in these
situations, PortWeb will check to see whether you are accessing
the administration page from the same machine (based on IP
address) as the web server itself. If you attempt to access the
Administration module from a remote machine on a web server
that does not support authentication, the attempt will fail.

WebStar 2.0:You must access the Administration module

through WebStar's administration page. The usual URLs
(http://yourserver/.PortWeb?adminshow) may not work.
When accessed through WebStar’s administration page, PortWeb
will allow any user in the “pi_admin” realm to read and change
settings(See the WebStar manual for more information on
security, realms, and users.)

WebStar 3.0 and 4.01f you access PortWeb administration
through the usual URL
(http://yourserver/.PortWeb?adminshow) or through
WebStar's administration page, PortWeb will allow any user in the
Administration realm to read and change settings. You can also
specify the realm for PortWeb administration (i.e.
http://yourserver/pi_admin.PortWeb?adminshow),

and PortWeb will allow users in that realm to access PortWeb
administration(See the WebStar manual for more information on
security, realms, and users.)

AppleShare IP: PortWeb requires that you access the
Administration module from the machine running PortWeb.
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Windows NT 4.0/Windows 2000 Server Internet Information
Server and Windows NT 4.0/Windows 2000 Workstation Peer
Web Services:With the “Basic Authentication” setting checked
in the Service Properties dialog, the user will be prompted for a
name and password. Any user who belongs to the
“Administrators” group on the server computer will be properly
authenticated and allowed to view and edit the PortWeb
Administration module.

Personal Web Sharing Server for Windows 95 and Windows

98: Most versions of PWS do not support authentication. In these
situations, you must access the Administration module from the
machine running PortWeb.



Basic PortWeb Tutorial

To get introduced quickly to how PortWeb works, follow the basic
tutorial laid out in the following steps.

Setting Up the Tutorial
This tutorial uses the Portfolio 5.0 Sample Catalog to illustrate
some of the basic features of PortWeb.
To set up the tutorial:
1. Install the PortWeb plug-in and launch your web server.

Tutorial files are installed at the root level of your web
server.

2. Launch a web browser, and connect to the

Administration module. Do this by entering the URL
appropriate for your platform:

Windows
http://yourserver/scripts/PortWeb.dll?admin-
show

Macintosh
http://yourserver/.PortWeb?adminshow

(Where ‘yourserver” is the IP address or domain
name of your web server.)

3. You may be asked to enter your web server
Administrator name and password information.

4. The resulting page should be the Extensis PortWeb
Administration Module. See“Served Catalogs™on
page 246.

5. In the first blank line of this section’s form, enter the
name “Sample” in the Alias field.
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6. In the path, enter the path to the Sample Catalog
(located in the “ Tutorial” folder). The path should be
the full path, such as:

M acintosh
Maci ntosh HD WbStar 3.0: Tutori al : Sanpl e
Cat al og. f db

Windows
C \ I net pub\ wwar oot \ Tut ori al \ Sanpl e
Cat al og. f db

Note that the actual paths may vary based on the
configuration of your computer.

7. Leavethe Password field blank and make sure the
Enabled box is checked on thisline of the form.

- Extensis Portweb 5.0 Administration Module - Netscape

Fle Edit “iew Go Communicator Help

o o - = o
¢ @ A & a =+ & @
Biack Forweard Feload Hame Search  Metzcape  Print Security Stap
wtv Bookmarks \g‘ Location: Ihttp:z’#‘l 0.1.2 243/ soripts/portweb. dil?adminshow j @v Wwihat's Related
of%lnstantMessage “wiebbd al Cantact Peaple “ellow Pages Download Find Sites Ci Channels

Extensis PortWeb Administration Module

wa 0

Served Catalogs

Alias Path Password Enabled
ISample ICl\HY DocumentsiPortfolio FolderyO0.03.13. lcats)sample. £db I V¥
ISQL Iportfoliosql:x’f 10.1.5.12/3gleatalog I |

| | | =

| | | =
Examples:

MacCatalog  Macintosh HD:Catalogs by Catalog. fdb TestPass
WinCatalog  C\Program Files'\Extensis\Sample. fdb TestPass

Served portfoliofftestng extensis. comfwpd test.fdb ReadPass

Collections

EKeep users' collections for |1D days.

[T == |Document: Done EE = E AN Y

SLE
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8. Click the “Submit” button at the bottom of the
Administration form.

This instructs PortWeb to begin accepting requests for
information from this catalog. If the Administration page is
returned with the enable box disabled, check the path and
verify that the catalog is not opened exclusively by a
Portfolio client.

Loading the Basic Page

Once the Sample Catalog is properly being served by PortWeb,
launch your web browser, and load the search page through your
web server. To do this, point your web browser at the web
server’s IP address or domain name, and then follow it with one
of the following search pages:

Macintosh
http://yourserver/Tutorial/Basic.html

Windows
http://yourserver/Tutorial/Basic.html

(Where ‘yourserver” is the IP address or domain name of your
web server.)

Note: Do not load the HTML page directly from disk (i.e. where
the URL looks like

“file:///C:/|/Tutorial/Basic Win.html") as this will
prevent the forms from functioning correctly.

Trying the Different Options

Try the different searches, and examine the source code for each
one to get a feel for how the different searches work. Open the
“Sample Catalog.fdb” catalog and examine the Export HTML
templates to see how the more advanced search results are
formatted.

There’s much more to PortWeb than what is covered in this
tutorial. For more information on more advanced topics, refer to
“PortWeb Templates,” pages 281 through 291
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QuickFind Command

Creating Search Pages

PortWeb does not generate a search form. Instead, you have total
freedom to create search requests in any format you can conceive
of in HTML. This allows PortWeb to integrate seamlessly with
your existing web site. The search form you create can be as
simple or as complex as your needs require. Two different
commands provide for both simple and complex search queries.

QuickFind Command

The quickfind command is a simplified search mechanism for
basic keyword searches. It performs a “Keywords starts with”
search with the specified text. The acceptable parameters are
shown in the table below:

Parameter Description

quickfind This is the name of the command, but also the parameter for
passing in the keyword to search for.

catalog Specifies the alias of the catalog to be used. The alias is mapped

via the settings file to either a catalog on disk or a catalog being
served by a Portfolio server.

template [OPTIONAL]

Specifies the name of the Export HTML template to be used for
the response page. If this parameter is not passed in, a default
Export HTML template will be used (a basic thumbnail view layout
ina4 x4 grid).

sorton [OPTIONAL]

Identifies the field on which to sort the found set is be sorted.
The sort field must be an indexed single-value field. If it is not
specified, the order of the record set is the order returned by

the Find.

ascending [OPTIONAL]

Specifies the order in which the record set is sorted. A value of 0
indicates ascending, a value of 1 indicates descending. If the
sorton parameter is not provided, this parameter is ignored. If the
sorton parameter is provided and this parameter is not, the default
sort order is 0 (ascending).

offset [OPTIONAL]

A positive integer indicating how many records have already been
displayed from the collection. If the parameter is not specified,
the display starts from the first record in the collection.
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Examples:

e This simple search looks for the records containing a keyword
that starts with “Com” in the catalog aliased to “Sample” in the
PortWeb settings file. Records containing the keywords “com-
puter” and “communications” would both be returned.

<A HREF="/scripts/PortWeb.dll?quickfind=com&catalog=Sample">...</A>

e This is essentially the same search, but using a form that allows
the user to enter the keywords for which to search. This also
shows all of the optional parameters being used.

<FORM ACTION="/scripts/PortWeb.dl1?QuickFind" METHOD=POST >
<INPUT NAME="quickfind" TYPE="Text" VALUE="">
<INPUT NAME="template" TYPE="HIDDEN" VALUE="Simple">
<INPUT NAME="sorton" TYPE="HIDDEN" VALUE="Filename">
<INPUT NAME="ascending" TYPE="HIDDEN" VALUE="1">
<INPUT NAME="offset" TYPE="HIDDEN" VALUE="10">
<INPUT NAME="catalog" TYPE="HIDDEN" VALUE="Sample">
<INPUT TYPE="submit">

</FORM>
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Query Command

Query Command

The query request is the core of PortWeb. This command causes
a search to be performed in a particular Portfolio catalog, and the

results to be returned in a particular layout. The values that can be
passed in shown in the table below.

Parameter Description
query This is the set of parameters that define the search.
catalog Specifies the alias of the catalog to be used. The alias is mapped

via the settings file to either a catalog on disk or a catalog being
served by a Portfolio server.

template [OPTIONAL]

Specifies the name of the Export HTML template to be used for
the response page. If this parameter is not passed in, a default
Export HTML template is used (a basic thumbnail view layout in
a 4 x 4 grid).

sorton [OPTIONAL]

Identifies an indexed, single-valued field on which the found set
should be sorted. If it is not specified, the order of the record set
is the order returned by the find.

ascending [OPTIONAL]

Specifies the order in which the record set is sorted. A value of 0
indicates ascending, a value of 1 indicates descending. If the
sorton parameter is not provided, this parameter is ignored. If the
sorton parameter is provided and this parameter is not, the
default sort order is 0 (ascending).

offset [OPTIONAL]

A positive integer indicating how many records have already been
displayed from the collection. If the parameter is not specified,
the display starts from the first record in the collection.
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Query Parameter

Query Parameter

This parameter is a set of variables which define the search that
should be executed in Portfolio. Each clause of a query is defined
by three variables: Field, Operator, and Value. Each clause (after
the first) must be joined to the previous using a join variable
(either “and” or “or”).

The acceptable values for each variable are shown in the table
below.

Variable Acceptable Values
field Any indexed field in the specified database. If an unindexed
field is specified, the query will fail.
op The following operators are allowed*:
» Matches / Does Not Match — Works with all fields except Date
fields
» Equals / Does Not Equal — Works only with Date fields
* Greater Than / Greater Than or Equal To — Works only with
Number fields
» Less Than / Less Than or Equal To — Works only with Number
fields
« Starts With / Does Not Start With — Works only with String fields
value Only works with Number fields.

join [OPTIONAL]

Used only when the query has more than one clause, this can
have a value of either “and” or “or”. If this parameter is not
specified, “and” will be used.

*You can use all of the operators supported by the Portfolio
client in PortWeb, however not all operators work with each
field. If your operator does not work with a selected field, the
search clause is skipped. If you're unsure whether an operator is
supported with a specific field, you can verify it using the
Portfolio client's find feature. Choose your fieldname in the
Portfolio client's find dialog, then use the operator pull-down to
see which operators are supported for that fieldname.
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A query is validated by the plug-in based on the following
criteria:

« All three variables must exist for each clause.

 For every clause after the first oneja@in variable must also
be supplied (with the value being either “and” or “or”).

e Eachfield variable andperator variable must meet the
rules set above.

If any of these validations fails for a particular clause, the clause
is skipped. If validation fails for all clauses in a query, the plug-in
returns the “No matching records found” page. If the validation
succeeds, the remaining parameters are evaluated.

A query can contain a maximum of ten clauses.

Example:

The following example shows a two claugeery command.

(The comments are just for clarity). The various parameters can
be hidden or exposed, depending on the site’s needs. In this
example, the first clause’s value field is entered by the user, but
all other values are hidden.

<FORM ACTION="/scripts/PortWeb.dll?query" METHOD=POST >

<INPUT
<INPUT

NAME="template" TYPE="HIDDEN" VALUE="Simple">
NAME="catalog" TYPE="HIDDEN" VALUE="Sample">

<!--This is the first clause, and prompts the user for a keywexd

<INPUT
<INPUT
<INPUT

NAME="field" TYPE="HIDDEN" VALUE="Keywords">
NAME="op" TYPE="HIDDEN" VALUE="matches">
NAME="value" TYPE="TEXT" VALUE="">

<!--This is a second clause (with the required join) that is entirely hidden.

<INPUT
<INPUT
<INPUT
<INPUT
<INPUT
</FORM>

NAME="join" TYPE="HIDDEN" VALUE="and">
NAME="field" TYPE="HIDDEN" VALUE="Extension Win">
NAME="op" TYPE="HIDDEN" VALUE="matches">
NAME="value" TYPE="HIDDEN" VALUE="1jpg">
TYPE="Submit">




Creating Response Templates

The response to a PortWeb command is formatted by a response
template stored in the Portfolio catalog. The response templates
are the same templates that are used by the Portfolio client in the
Export HTML dialog. Response templates are created in the
Portfolio 5.0 client by creating new Export HTML templates.

The Default Template

The simplest response template is simply no template at all. If no
response template is specified in a PortWeb command, a default
response is generated. For example, the following request will use
the default template because no template parameter is specified.
(This is the same query as the first example in the Basic tutorial.)

Macintosh
http://yourserver/.PortWeb?quickfind=com&catalog=S
ample

Windows
http://yourserver/scripts/PortWeb.dll?quickfind=co
m&catalog=Sample

(Where ‘yourserver” is the IP address or domain name of your
web server.)

The response is a four by four grid of thumbnails with the
filename displayed beneath each thumbnail. For some purposes,
this default response may be sufficient.
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Creating a Simple Template

In most situations, a customized response template is necessary.
To create simple templates, you can customize your view in
Portfolio and then add a new Export HTML template. The tem-
plate HTML displayed in the Edit HTML dialog is an HTML
approximation of the gallery you have created.

Example:

1. Open the Portfolio Sample Catalog in the Portfolio 5.0
client. (The Sample Catalog is available on the Extensis
CD or from Extensis’ web site:
http://www.extensis.com/)

2. Load the “Blue text” gallery from the Saved Galleries
button on the toolbar.

3. Choose File>Export>HTML.
4. From the Export HTML dialog, click the Add... button.

5. The Edit HTML dialog is displayed. In this will be the
code Portfolio generated that approximates the view in
Portfolio.

6. Enter a name for the template, such as “blue.”

7. Enter grid settings, such as four rows by one column. In
the case of Record view and List view, you typically
would want one column.

8. Click Save.

9. Upon returning to the the Export HTML dialog, you'll
see the template was added to the list of templates in the
catalog. Click Close to return to Portfolio.

To access this template via the web, it is simply a matter of sup-
plying the template name as a parameter. So, building on the pre-
vious example, we can expand it to:

Macintosh
http://yourserver/.PortWeb?quickfind=com&catalog=S
ample&template=blue

Windows
http://yourserver/scripts/PortWeb.dll?quickfind=co
m&catalog=Sample&template=blue

(Where ‘yourserver” is the IP address or domain name of your
web server.)



Collections

Collections (also known as “shopping carts”) are a common
feature of many web sites, and allow users to keep track of a
particular set of items. This is particularly useful in the context of
an image database, in which a user may want to gather a set of
images from a number of different searches.

PortWeb has built-in support for collections. PortWeb creates a
shopping cart for any user who wants to track items (assuming the
page is designed to make use of shopping carts). PortWeb can
maintain a user’s shopping cart across multiple sessions, and can
maintain separate carts for each catalog a user visits.

Collection record sets are stored in a proprietary database file
named “PortWeb.wdb”. The Administrator has the ability to set
how long collections are kept in the database. Below are the
various commands. Note that the collection requests only work
correctly for users who allow their browsers to accept cookies
(see the end of this section).

Note: Collections are stored separately for different catalogs. In
other words, items from one catalog cannot be added to the same
shopping cart as items from a different catalog.

Working with Collections

The common user experience with a collection in PortWeb is:

1. The user submits a search viadluery command.

2. The user is returned a web page generated by the query request.

3. On the page is a button reading “Add to my shopping cart.”

4. Clicking this generates a Collection request to add one or more
records. If no collection currently exists for the current user in
the current catalog (based on the cookie received in the query),
a new collection record is created.

5. The result of the Add command is a newly generated page
showing the current collection, and a cookie is placed on the
user’s system.

6. From this shopping cart page, the user can choose to remove
items from the cart.

To add collection functionality to a site powered by PortWeb, you
can either use collection macros, or use the collection commands
directly. Normally it is easier to use the macros, as PortWeb will
generate much of the necessary HTML automatically. However,
there may be times when the flexibility provided by using the col-
lection commands is desired.
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Collection Templates

Collection templates are not really any different than any other
response template. The primary difference is that they are
displaying results from a user’s collection set, instead of results
from a particular query. Often the same response templates can be
used for both a query and a collection. Of course, if you want to
provide the users the ability to manipulate the collection, you'll
need to create collection templates that make use of the Add and
Remove commands.

For more information on collection-specific macros, refer to the
PortWeb Templates secti¢page 281)

Collections Tutorial

To see how collections work, you can look at the supplied tutorial
(page 251)@nd examine the Collections example.



Add Command

Collection Commands

Add Command

Theadd command adds one or more records to the user’s
collection set. If no collection set for the user of the particular
catalog exists, then a new collection set is created and a cookie is
returned to the user. The parameters specified are:

Parameter Description

catalog Specifies the alias of the catalog is to be used. The alias is
mapped via the settings file to either a catalog on disk or a
catalog being served by a Portfolio server.

rid Specifies the record ID in the catalog. Record IDs are unique

within a catalog. This can be one record or a list of records
(e.g., .&rid=70&rid=75&rid=85%..).
Any invalid RIDs are ignored.

template [OPTIONAL]

Specifies the alias of the template to be used. If this parameter is
not passed in, a default Export HTML template is used (a basic
thumbnail view layout).

sorton [OPTIONAL]

Identifies an indexed, single-valued field on which the found set
should be sorted. If it is not specified, the order of the record set
is the order returned by the Find.

ascending [OPTIONAL]

Specifies the order in which the record set is sorted. A value of 0
indicates ascending, a value of 1 indicates descending. If the
sorton parameter is not provided, this parameter is ignored. If the
sorton parameter is provided and this parameter is not, the
default sort order is 0 (ascending).

offset [OPTIONAL]

A positive integer indicating how many records have already been
displayed from the collection. If the parameter is not specified,
the display should start from the first record in the collection.
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Remove Command

The remove command removes one or more records from the
user’s collection set. If no cookie exists, or if the ID in the user’s
cookie does not match any records in the collections database, or
if the IDs in the cookie do not match the catalog specified in the
request, then an error is returned to the user on the “No matching
records found” page. The parameters specified are:

Remove Command
Parameter Description
catalog Specifies the alias of the catalog is to be used. The alias is

mapped via the settings file to either a catalog on disk or a
catalog being served by a Portfolio server.

rid Specifies the record ID in the catalog. Record IDs are unique
within a catalog. This can be one record or a list of records
(e.g., ...&rid=70&rid=75&rid=85&...).
Any invalid RIDs are ignored.

template [OPTIONAL] Specifies the alias of the template to be used. If this parameter is
not passed in, a default Export HTML template is used (a basic
thumbnail view layout).

sorton [OPTIONAL] Identifies an indexed, single-valued field on which the found set
should be sorted. If it is not specified, the order of the record set
is the order returned by the Find.

ascending [OPTIONAL] Specifies the order in which the record set is sorted. A value of 0
indicates ascending, a value of 1 indicates descending. If the
sorton parameter is not provided, this parameter is ignored. If the
sorton parameter is provided and this parameter is not, the
default sort order is 0 (ascending).

offset [OPTIONAL] A positive integer indicating how many records have already been
displayed from the collection. If the parameter is not specified,
the display should start from the first record in the collection.
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Show Command

Show Command

The show command displays the records in a user’s collection
set. The parameters are:

Parameter Description

catalog Specifies the alias of the catalog is to be used. The alias is
mapped via the settings file to either a catalog on disk or a
catalog being served by a Portfolio server.

rid Specifies the record ID in the catalog. Record IDs are unique

within a catalog. This can be one record or a list of records
(e.g., ..&rid=70&rid=75&rid=85%...).
Any invalid rids are ignored.

template [OPTIONAL]

Specifies the alias of the template to be used. If this parameter is
not passed in, a default Export HTML template is used (a basic
thumbnail view layout).

sorton [OPTIONAL]

Identifies an indexed, single-valued field on which the found set
should be sorted. If it is not specified, the order of the record set
is the order returned by the Find.

ascending [OPTIONAL]

Specifies the order in which the record set is sorted. A value of 0
indicates ascending, a value of 1 indicates descending. If the
sorton parameter is not provided, this parameter is ignored. If the
sorton parameter is provided and this parameter is not, the
default sort order is 0 (ascending).

offset [OPTIONAL]

A positive integer indicating how many records have already been
displayed from the collection. If the parameter is not specified,
the display should start from the first record in the collection.

Cookies

Whenever a collection requegidd, show, remove) is

successful, a cookie containing the collection’s id number is sent
from the web server to the client's browser. If the cookie is
accepted, it is stored on the user's machine, and sent back to
PortWeb for every subsequent request.

Users can refuse individual cookies, or set their browsers to
refuse all cookies. If cookies are refused, every add request will
create a new, one-item collection in PortWeb’s collection data-
base. In this case, the results of all collection requests (

show, andremove) will act as if the request had been applied to
an empty cart.

Cookies set by PortWeb have an expiration date that matches the
plug-in’s collection expiration setting.
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SQL Connect Administration

Note

This section applies to Portfolio
Network and Portfolio Server
Editions only.

Tip

This section will help you set up
an SQL database for serving as a
Portfolio catalog, and set up the
Portfolio Server to serve this
catalog. For detailed information
on administering the Portfolio
Server, see page 221.
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Portfolio SQL Connect (sold separately) works in conjunction
with Portfolio Server software and the Portfolio client application
to alow you to store data in existing corporate SQL databases,
such as Microsoft SQL Server and Oracle, and to access those
records from Portfolio as if they were served Portfolio catalogs.

Once the SQL database is set up, and Portfolio SQL Connect and
Portfolio Server are running, accessing and administering the
catalogs is the same as if the catalogs were created and stored
directly on a Portfolio Server.

System Requirements

SQL database, running on any Server:

* Oracle 8i
« Microsoft SQL Server 6.5 or Microsoft SQL Server 7.0

Windows NT, required for running the Portfolio Server and
connecting with the SQL Server:

¢ Pentium PC (233 MHz or faster recommended)

« Microsoft Windows NT 4.0 or higher (Server or Workstation)
32MB RAM (64MB RAM or more recommended)

TCP/IP Servicesinstaled

ODBC drivers appropriate for connecting to the SQL Server
« Oracle only: a System DNS that points to the Oracle Server

Server hardware requirements are based on performance. The
Server will function on any WinNT 4.0 system, but performance
will probably be unacceptable if used with any system below the
listed requirements. In addition, the Portfolio Server software will
normally benefit a great deal from afaster processor, more physi-
cal memory, multiple processors, faster network connections, and
faster hard drives (such as Ultrawide SCSI drives).

Note: Extensis does not provide Technical Support for setting up
an SQL database, configuring TCP/IP Services, setting up DNS
services, configuring a firewall, or other networking issues. For
assistance with these issues, please consult your System
Administrator or the product vendor’s technical support.



Getting Started with SQL

Before you can access catalogs through Portfolio, you must verify
that you have the correct ODBC drivers installed on the machine
that will be running Portfolio Server. Then you'll need to set up
the SQL database. When that is done you can install both
Portfolio SQL Connect and Portfolio Server software. There is no
direct interface in either of these Portfolio products. SQL Connect
requires no user interface, and the Portfolio Server is accessed
and administered remotely using standard Portfolio application
software.

Set up the SQL Server

1. On the SQL database computer, create a new SQL
database.

Refer to the user documentation provided with the SQL
application for guidance.

SQL Server 6.5:You must specify a maximum size for
your database. As a general rule, estimate 15K/record for
small (112x112) thumbnails and 30K/record for large
(256x256) thumbnails. Since it is difficult to expand a
database after it is created, it may be useful to leave room
for unexpected growth.

2. Create an administrative user for the database.

SQL Server 6.5 and 7.0A user with administrative rights
must be created for this database. This can either be the
standard “sa” account, or another user with database owner
(dbo) rights. Make sure the “master” database is the default
database for the dbo you've created.

SQL Server 6.5 and 7.0Portfolio Server will create one
connection per user per database. Increase the maximum
number of concurrent connections allowed by the system,

if necessary. For example, if you are serving two Portfolio
SQL catalogs from one SQL server, and each database has
50 users connected (even if they are the same set of users
in each case) you'll need at least 100 concurrent
connections to the SQL server.

Oracle 8i: The administrative user that you create must
have the DBA role assigned to it.
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Install the Correct ODBC Drivers

SQL Server 6.5 and 7.0: Install the ODBC and SQL
Server drivers according to the instructions supplied with
the Microsoft SQL Server.

Oracle 8i: Instal the Oracle Client software (including
ODBC and Oracle driver options). In the ODBC Control
Panel, create a System DSN with the user name you
created in step 2. IMPORTANT! Make sure the “Force
Retrieval of Long Columns” option is checked (enabled).

When the ODBC driver has been verified (and the DSN created if
thisis an Oracle database) you can proceed with setting up
Portfolio SQL Connect and Portfolio Server, page 270.

Oracle Only: Create a DSN
To create a DSN:
a) Open the ODBC (32 hit) Control Panel (Start > Settings
> Control Panel > ODBC (32 bit).

b) In the “ODBC Data Source Administrator” dialog,
select the “ System DSN” tab.

¢) Click “Add.”

% 0DBC Data Source Administrator =]
User 5N Spstem DSM | File DSN | Driversl Tracingl Connection F'oolingl About I

Suster Data Sources:

Add...
MName Diriver |
SOL Server Remove |
MaIS SOL Server
LConfigure... |

An ODBC System data source stores information about how to connect bo
the indicated data provider. A System data source iz visible to all users
on thiz machine, including NT services.

Ok Cancel Ll Help




DOracle ODBC Driver Setup <]

d) Inthe“Create New Data Source” dialog, select the
Oracle ODBC Driver.

Create New Data Source

Select a driver for which pou want to et up a data source.

Mame | ‘Yersion | Comp
Microzoft Access Driver (“mdb]  4.00.3513.00  Micro
Microzoft dBage Driver [*.dbf] 400351300 Mico
Microzoft Excel Driver [*.xlz] 400351300 Mico
Microsoft DBC for Oracle 2573.3513.00  Micro
Microzoft Paradax Driver [*.db ] 4.00.3513.00  Micro
Microzoft Text Driver [“tat; “.cow] 4.00.3513.00  Micro
Microzoft Visual FoxPro Driver 6.00.8281.00  Micro
Oracle ODEC Driver 8.01.05.00 Orach
SOL Server 3.70.06.23 Micro

1 | i

< Bach I Finizh I

Cancel

e) Click “Finish.”

The Oracle ODBC Driver Setup dialog will be displayed.
f) Enter thefollowing information:

[Data Source Name: IM}'D racleDSN

[or |

Diescription: Il'ﬂ_'r' oracle DSM

Data Source

Cancel |
Hep |

Service Mame:

IDHACLE.EXTENSIS

UserlD: IM}'U BT

Databasze Option
Connect to database in Bead only mode [

Force Retrieval of Long Columns

"Wolkhround Optionz

Il

Prefetch Count: Im
— &pplication O ption

Enable Thread Safety W Enable LOB:

Enable Failover

[V Rety Court: I‘ID Delay: |1D

Enable Result Sets [V

— Tranzlation O ption

Dption: ID

Library: I

Data Source Name: The name of the
DSN you are adding.

Service Name: The name of the Oracle
instance, usually in the format “ database-
name.domain”. Check with the Oracle
Database Administrator for the correct
name.

UserID: A valid user ID for the Oracle
database. This person must have database
ownership rights.

Force Retrieval of Long Columns. Must
be enabled.

All other fields: For the remaining fields,
accept the default settings.

The completed form should look
something like the screen shot shown.

g) Click “OK” to accept the changes and add the DSN.
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Tip

Before you can perform any
Portfolio SQL Administration
operations, the SQL database
must be set up, Portfolio SQL
Connect and Portfolio Server must
running on the server machine,
and the Portfolio 5.0 application
must be running on the machine
from which you wish to access the
Server. See page 272.

Installing Portfolio SQL Connect

Installing Portfolio SQL Connect is quick and easy. Simply
launch the installer and allow it to guide you.

SQL Connect has no interface itself; access to Portfolio Server is
handled through standard Portfolio 5.0 application software

To access a Portfolio SQL Server: Open the Portfolio 5.0
application. From the File menu choose “Administer Servers...”
From the Server Administration dialog you can add and
administer one or more SQL Servers (see page 272).

Serve SQL Database Dialog

Allows you to add, remove, and edit
(change name, IP address, password,
etc.) of SQL Servers, and to serve SQL
databases as Portfolio Catalogs.

To open the Serve SQL Database
Dialog (A), choose File > Administer
Servers > [select Portfolio Server] >
Administer > Serve SQL.

A Serve SQL Database: Allows you to
add, remove, or change set up for
the selected Portfolio Server, and to
open the Server Administration for it.

B Done: Closes the dialog.

C Serve SQL command: Select the
SQL database that you want to serve
as a Portfolio catalog, then click this
button. You will be asked to specify
whether this catalog is to be opened
automatically when the Portfolio
Server is launched. Then you will
need to log on to the database as the
database owner. The database will
automatically be opened in
Administrator mode. To allow other
users to access the catalog, close the
catalog or change access level to
Publisher, Editor, or Reader.

D Add Server: Allows you to add a new
SQL Server to the list.

E Remove Server: Allows you to
remove the selected SQL Server.

F Edit Server: Allows you to change
parameters of the SQL Server (see

()2

Add Server
Portfolio ]
@ Always open an server startup? ODBC Diiver. [SUL Server -

Server Mame: [My SOL Server
1P Addiess: (101280
‘ User Mame: [MyUser

Enter Logon Information
Password: [
UserName: [Myllser —
Bt Flassserd ’7
Password Cancel

Cancel

Serve SQL Database

My SGL Server
Northwind

S0L Sample Catalog
My Oracle Server

Add|Senven.. | @

Bemove Sewer.. | —4@
Edit-Eemvern.. | 746
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Important

You will need to enter the SQL
Connect Serial Code before you can
access the SQL catalog. See pages
275-276.

Important

While you can do so, in network
environments the Server
Administrator password should
never be left blank.

Serving an SQL Database as a Portfolio Catalog

When the Portfolio Server that will be used to serve the SQL
database has been added to the list of servers (page 225), you can
proceed to serve the database as a Portfolio Catalog.

To serve an SQL database (catalog):
1. From the File menu in the Portfolio 5.0 application,
choose “ Administer Servers”
The Administer Servers dialog is displayed.

Note: If no server appears on the list, you will need to add
one before it can be administered. See page 225.

2. From thelist of Portfolio Servers, select the Server that
you will be using to serve the SQL catalog, then click

“Administer..”
The firt time you

access a Portfolio

[=- Portfolio Server Dare | wver as the

Administrator, you
will be prompted to

[asiseer || yialize the Server
Remove Server | (see page 232) At
Edit Server. . | thistime you

should also enter
the SQL Connect
Serial Code (see

page 275).

You will be asked to enter the Server Administrator
password. Thisis the password to the Portfolio Server.

3. Enter the Administrator password for the Portfolio
Server, then click “OK.”

Thefirst timea
5Set Administrator Paszword Portfolio %rver iS
New: | ok | accessed by the

Coie [ Cancel | Administrator, the

password will be
blank. You can enter
a password, or just click “ OK” and set the password later.
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The Server Administration dialog for the selected Portfolio
Server will be displayed. Any catalogs already being
served will be listed, including any active users.

Portfolio Server Administration [ |
Done I

New...

Seve... |
Serve SOL... |
Ursene |
L zer, |
Set Password. . |
Serialize. .. |

If if no catalogs are being served on this Portfolio Server
(which istypically the case the first time you set up an
SQL Server), the list will be empty.

You will now set up the SQL Server.
4, Click the“Serve SQL” button.
The Serve SQL Database dialog will be displayed.

Serve SOL Database

Done |

Add Server... |
Eemoye Senern.. |
EditEemwer.. |

If if no SQL Servers have been set up (such as the first
time you set up an SQL Server), the list will be empty.
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5. Click “Add Server.”

6. Select the appropriate ODBC driver from the pop-up
menu, then fill in therest of thefields.

Add Server [x] Add Server
ODBC Driver: [Oracle DDEBC Driver = ODBC Diver: [SQL Server =]
Server Mame: IMyDracleServer Server Mame: IM_l,l SOL Server
|P ddress: |1n.1.5.12 |P Address: |1u.1.2.80
User Mame: IMyUser User Mame: IMyUser
Password: I ******** Password: I xxxxxxxx
LConfirm Pazsword: I ******* 4 Confirmn Password: I xxxxxxxx
Cancel | al'8 I Cancel | oK I

You will need to enter a name (this should be a different
name than the name you gave the Portfolio Server) and the
I P address of the SQL or Oracle Server.

You will also need to enter a User Name and Password for
the SQL Server. This can be the same name and password
that you used for SQL Database administration in step 2 on
page 267, but you can use a different name and password
for SQL Server administration if you prefer.

7. When you have finished with SQL Server set up, click
“OK.”

Serve SOL Database [ x]

=~ N!y SOL Server Dane |

. /80L Sample Catalog

i ServeSTL

Ldd|Semen. |
Bemoye Server... |
Edit Semwer... |

The SQL Server name, and any SQL Databases (catal ogs)
that you set up on that SQL Server will be displayed on the
list. Now you will serve the SQL catalog.
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Portfolio

@ Always open on server startup?

8.

10.

11

12.

Select the SQL database (catalog) that you wish to
serve, then click “ Serve SQL "

You will be asked if you want to always serve this
catalog when the Portfolio Server is started up.

This allows you to have the SQL database served
automatically each time the Portfolio Server is launched.

Next you will be prompted to enter the User Name
and Password that you created as the SQL database
administrator.

Enter Logon Information

User Mame: IM_',JUSEI QK. I

This must be the same user name and password that you
entered as the database owner (dbo).

Click “OK "

The catalog will be opened in Administrator mode. When
the catalog is in Administrator mode, other users are locked
out. To allow users to access the catal og, either close the
catalog or change to alower access level (page 194).

You can now administer the catalog just as you would
any other Portfolio catalog.



Serialization

Portfolio SQL Connect is activated with a single SQL Serial
Code, and each Portfolio Server is activated with a single
Portfolio Server Serial Code.

To activate Portfolio SQL Connect:After the Portfolio Server is
set up, enter the SQL Serial Code from the Portfolio Server
Administration dialog (File > Administer Servers > [select server]
> Administer > Serialize). Sgeage 276

Note: The first time you attempt to administer a Portfolio Server
you will be prompted to enter the Server Serial Code.

Adding Users

Multi-user serial numbers (licenses) allow users to connect to the
Portfolio Server, up to the limit of users for that serial number.
The multi-user serial number is entered at each workstation when
the Portfolio 5.0 application (client) is installed. The Portfolio
Server tracks how many connections are open at one time, and
limits access to the catalog to the maximum number of connections
for that serial number. To add additional connections, contact
Extensis Customer Service to purchase additional multi-user
serial numbers.
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To add an SQL Connect Serial Code:

1

Open the Server Administration dialog for the Portfolio
Server (File>Administer Servers> [sdect server] >
Administer).

Click “ Serialize..”

The Serial Codes dialog is displayed.

Sernial Codes E

Done |

Delete.. |

. Click “Add..”

The Add Serial Code dialog is displayed.

. Enter the SQL Connect Serial Code, then click “OK.”

When you click “OK” you will be returned to the Serial
Codes dialog. The newly entered code will be listed.

. Click “Done€” toreturn to the Server Administration

dialog.

Toremove an SQL Connect Serial Code:

1

g~ D

276

Open the Server Administration dialog for the Portfolio
Server (File>Administer Servers> [sdect server] >
Administer).

Click “Serialize..”
Select the Serial Code that you wish to remove.
Click “Delete..”

Click “Done’ toreturn to the Server Administration
dialog.



Templates and Macros

Export HTML Templates

The three HTML data tabs in the Edit HTML dialog represent the
three portions of an HTML document (Header, Item, Footer). The
Header is the set of tags at the top of the file, the Item is the set of
tags written once for each record being written into a page, and
the Footer is the set of tags written at the end of the file.

[ EditHTML ="————1———H
Mame:  [uUntitled |
Table Grid: Rows by Columns Web Page Layout
Header Itermn Footer
Header tab

<HTML >
<HEAD: [ ]
<TITLE> Partfalio ~Tpage® / BTotalPagesT < /TITLE> » Header
<HEAD>
<BODY BGCOLOR=*FFFFFF TEXT=#000000
<FORM:
<Table Border = 0 CELLSP ACING = 30> ltem tab I I I

»

Footer tab

= ‘ Footer

Irnport. ..

J [

Export...

| —c—

The following rules apply to each block:
Header:

Header \/m/ Footer \

<HTML=

<HEAD >

<TITLE> Fortfolio -%page® B TotalPages® </ TITLE>
<HEAD>

<BODY BGCOLOR=*FFFFFF TEXT=*000000

<FORM:

<Table Border = 0 CELLSFACING = 30>

1. The header must contain the <HTML> tag and the <BODY > tag.

2. Because the grid layout is generated as a table, the Header
must end with a<TABLE> tag.

3. See the “Export HTML Macros’ section (page 279) for
acceptable macros within the Header.
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Item:

Header \/m/ Footer \

<TD Align = left Width = 200%

<FONT F ACE="Geneva" SIZE=2<IMG src = "®thumbnail®" »<BR>
BF ilenarme % <BR>

</FONT>

< TDx

1. The item tab should contain all of the formatting for a particu-
lar table cell, including the opening <TD> tag and the closing
</TD> tag.

2. Portfolio will generate the row tags (<TR> and </TR>) on its
own, based upon the grid dimensions. Do not include these tags
in any of the cells (unless you are adding your own rows at the
top or bottom of the table).

3. The key to properly configuring the Item tab isin using
macros. Please refer to other parts of this section for informa-
tion on how to use macros.

Footer:

Header \/ﬁ\/ Footer \

</ Table>

<I-—Portd-FprevB--»

< HREF ="Bprev®E">Previous Page /A
<l-={Portd-FprevFE--»
<I--Port4-FpagelistE—-»

(FEpage list%
<l-={Portd-Fpagelist®--»
<I-—Portd-Tnext B>

< HREF ="®next® ">Next Page</ i
<l-—/Portd-Tnext®--»

</FORM>

</BODY>

<AHTML>

1. The Footer must start by closing out the table with a
</TABLE> tag.

2. The Footer should close out with </BODY > and </HTML>
tags.

3. See the “Export HTML Macros’ section (page 279) for
acceptable macros within the Footer.
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Export HTML Macros:

Portfolio uses a macro language in the HTML Templates to allow
for substitution of variable data at the time the HTML files are
actually generated. All macros start and end witghs@n, so the
proper use would b&macro%. To display a %” sign in the actual
HTML, use two consecutive signs in the template (i.e2%” in

the template produces on®’‘in the generated output). The
macros are case-insensitive.

The following tables list the supported macros within the different
blocks:

All Blocks

gprevs Link to previous page. This will be the name of the previous file generated in the series
of files. If this is the first file in the series, the name of the current file is substituted.
Example: <A HREF="%prev%">Previous Page</A>

Results: A hyperlink ("Previous Page") is displayed. When clicked, it
takes the user to the previous page in the generated series.

gnext% Link to next page. This will be the name of the next file generated in the series of files. If
this is the last file in the series, the name of the current file is substituted.

Example: <A HREF="%next%">Next Page</A>

Results: A hyperlink ("Next Page") is displayed. When clicked, it takes
the user to the next page in the generated series.

gpages Substitutes a number indicating which page in the series is being generated.
Example: <TITLE>Portfolio Search - %page%</TITLE>

Results: The text "Portfolio Search — 1" is displayed in the title bar of the browser win-
dow. (Assuming this is the first page in the series and assuming this tag is placed in
the header prior to a <BODY> tag.)

Technical Notes on Exporting HTML

1. Using thezfieldname%@x (page 280)makes use of two
different form controls (the drop-down menu and the scrolling
list box). Because of this, the page must contairGrRM> tag
for these tags to be interpreted properly.

The<rorRM> tag can be either in the Item block or in the Header.
If you plan to have a separate set of form controls on the page,
put the<rForRM> tag towards the beginning of the item block
(usually just after theTD> tag) and the</FORM> tag towards

the end (usually just before tkeTD> tag). This will prevent the
controls from accidentally causing data to be submitted via your
Submit control.
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Item Block Only

¢thumbnail® Substitutes a relative path to the thumbnail file for the current record (located in the
Images subfolder). This is most commonly used to display the thumbnail on the page.
Example: <IMG SRC="%thumbnail%">
Results: Thumbnail is displayed on the web page.
$fieldname$ Substitutes text data from the named field in the current record. For multi-valued fields,
the text will be displayed as comma-delimited values (the same way it is displayed in
Thumbnail view).
Example: <B>%filename%</B>
Results: "image001.jpg" is displayed in bold. (Assuming the record’s filename is
"image001.jpg".)
$fieldname”x$% Substitutes the value x from a multi-valued in the current record. If there are less than x
values in the field, an empty string is substituted. x can only be a value between 1 and 9.
The primary use of this field is for URLs.
Example: <A HREF="%myurl%"2”>%myurl%”1</A>
Results: A hyperlink is generated in which the source is the URL value of the field (i.e.
the second value in MYURL), and the text displayed on screen is the title value (i.e
the first value in MYURL.)
$fieldname%@x Substitutes text data from from the named field in the current record. However, the data
in the field will be displayed as either a drop-down list or a scrolling list box. This macro
is intended primarily for multi-valued fields. Substituting a value of 0 for x results in a
drop-down list being generated. Substituting a value of 1 through 9 for x results in a
scrolling list box of x lines being generated.
Example: $keywords%@0
Results: The keyword list for the record is displayed as a drop-down list, with the first
keyword displayed.
Example: $keywords%@5
Results: The keyword list for the record is displayed as a scrolling list box that is
5 rows in height.
2.To display a large text box for a multi-line field, wrap the field
Tip in a TEXTAREA tag.
. . Example:<TEXTAREA COLS=50 ROWS = 3 WRAP ="SOFT"
For more information on the T O
specifics of creating pages for NAME="Description”>%Description$</TEXTAREA>
L8 e el EREly T, Results: This will cause a scrollable box 3 rows by 50

consult any of the excellent
tutorials and reference guides

characters to be drawn with the contents of the record’s

available on the Internet, or Description field displayed. Note that this is also a FORM
check your local bookstore or control, so the previous note regarding FORM tags applies here

library for additional information.
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as well.

3. As with any HTML code, results will vary based on what make
and version of browser the viewer is using. It is recommended
that you test the generated results with any browsers with which
you anticipate your visitors might access the pages.



Note

PortWeb features apply to Portfolio
Network and Portfolio Server
Editions only.

PortWeb Templates

Exported HTML templates define the HTML that is generated by
PortWeb in response to a request. They can contain virtualy any
HTML code of which you can conceive.

PortWeb does not analyze the HTML you enter, other than to
verify that you have used |egitimate macro names. Therefore, any
HTML you can create can be used, including JavaScript,
DHTML, XML, etc.

There are three key aspects to an Export HTML template that are
unique to PortWeb: Template Blocks, Template Macros, and
Macro Blocks.

Template Blocks

PortWeb’'s HTML templates are made up of three blocks. You can
define HTML for the Header, Item, and Footer. The Header
section is placed at the beginning of each generated page, the item
section isinserted into each table cell, and the footer is placed at
the end of each generated page. In Portfolio’s Edit Template
dialog, you can either type the HTML directly into each block or
paste it in using Paste from the Edit menu.

The following rules apply to each block in a PortWeb template:

Header:

1. The header must contain the <HTM_> tag and the <BCDY> tag.

2. Because the grid layout is generated as a table, the Header must
end with a <TABLE> tag.

Footer:

1. The Footer must start by closing out the table with a </ TABLE>
tag.

2. The Footer should close out with </ BODY> and </ HTM_> tags.

Item:

1. The item block should contain all of the formatting for a
particular table cell, including the opening <TD> tag and the
closing </ TD> tag.

2. PortWeb will generate the row tags (<TR> and </ TR>) onits
own, based upon the grid dimensions. Do not include these tags
in any of the cells (unless you are adding your own rows at the
top or bottom of the table).
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Template Macros

Portfolio uses a macro language in the HTML Templates to allow
substitution of variable data at the time the HTML files are
actually generated. All macros start and end withs@n, so the
proper use would bemacro%. To display a %" sign in the actual
HTML, use two consecutive signs in the template (i.e2%” in

the template produces on#’‘in the generated output). Macros

are case-insensitive.

The complete list of acceptable macros is shown in the table below.

PortWeb HTML Template Macros
Macro Name Description
$fieldname$ Any field available to the user can be inserted into the item block.

At the time of export, the value of the field for the particular record
being processed is substituted for the macro.

$thumbnail® Substitutes a thumbnail request. Note that this is different
functionality than the existing Export HTML mechanism (which
was putting a path to disk).

$RID% Inserts the Record ID for the particular record. The Record ID is
unique in the catalog and is used by commands such as
Thumbnail, Add, and Remove to reference specific records in
the catalog.

gprevs Substitutes a relative link to the previous HTML file generated in
the series. If the file being generated is the first file, an empty
string is substituted.

gnext$ Substitutes a relative link to the next HTML file to be generated in
the series. If the file being generated is the last file, an empty
string is substituted.

gpagelist® Generates HTML for a set of page number links
(ie.12345)

$pages Inserts the number of the current page into the HTML.

$totalpages$ Inserts the count of the total number of pages that could be
generated, given the grid size and the count of the found
record set.

$totalitems$ Inserts the count of the total number of found records for the

submitted query.

%collectionadd% Generates the HTML for a Collection Add request.
%$collectionremove$ Generates the HTML for a Collection Remove request.
%Ccollectionshow$ Generates the HTML for a Collection Show request.
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Special Macros

A few sets of macros behave differently, depending on whether
the Portfolio client or PortWeb is generating the results.

Page Macros
[$prevs, %next%, and %pagelist%]

The HTML generated by the Portfolio client feprevs,

Next%, andsPageList% macros generate links to other HTML
pages on disk. When these macros are handled by PortWeb, the
generated HTML is instead new quickfind or query commands
with the appropriate offset parameter.

For example, a template that generates two rows by four columns
will use the following macro:

<A HREF = "$Nextg%'">

to generate this HTML:

<A HREF=".PortWeb?quickfind=test&catalog=Sample&template=Simple&offset=8">

The catalog name, quickfind value, template name, and offset are
all automatically determined based on the original request. When
the user clicks on the link, a new quickfind command is submitted
to PortWeb that instructs PortWeb to start generating results with
the ninth item. This powerful feature means PortWeb only
generates results for one page at a time, meaning response times
are kept to a minimum.

While you could conceivably create these links manually,
Portfolio automates all of this for you.
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Thumbnail Macro
[$thumbnail%]

The $thumbnail% macro, when handled by PortWeb, generates
a Thumbnail command (described jpege 28% and fills in the
appropriate parameters.

For example, a template that contains the following macro:

<IMG SRC="%$thumbnail%">

will generate the following HTML.

<IMG SRC="PortWeb.dll?thumbnail=20&catalog=WebTest">

The Record ID specified for the catalog and the catalog name are
automatically determined based on the original request.
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Thumbnail Command

The thumbnail request is used to request a JPEG data stream of a
particular thumbnail. This allows PortWeb to stream thumbnail
data from a particular record in a catalog back to the web browser
without ever having to write the data to disk first. Typically, these
requests will be embedded in the HTML results from the query
request. This will cause the browser to submit these requests back
to PortWeb, allowing it to return each thumbnail as an individual
JPEG stream.

The thumbnail command should always be part of an image link:

<IMG SRC="PortWeb.dll?thumbnail=80&catalog=WebTest">

The two parameters that must be supplied are shown below.
Thumbnail Command

Parameter Description

thumbnail Specifies the record’s unique ID in the catalog. This parameter
must appear first when doing a GET request.

catalog Specifies the alias of the catalog is to be used. The alias is
mapped via the settings file to either a catalog on disk or a
catalog being served by a Portfolio server.

Usage

There are two Export HTML macros you can use to supply the
record id:¥thumbnail® and%rid%. The$thumbnail% macro
provides the entire path for the image’s SRC parameter, while the
3RID% supplies only the record’s id. Examples:

<IMG SRC="%thumbnail%">

<IMG SRC="PortWeb.dll?thumbnail=%rid%&catalog=Sample">

Normally it is easier to use the %thumbnail% macro, since it
automatically encodes the RID and catalog name, but there may
be times when you want to use the additional flexibility of manu-
ally establishing the other parameters.
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Collection Macros

[%CollectionAdd%, %CollectionRemove%, and
%CollectionShow% ]

These commands have no purpose when using Export HTML
with the Portfolio client, as they are dynamic commands that are
built so that PortWeb can remember users’ selections. For more
information on using these commands with PortWeb, refer to
“Collections” onpage 261.

Macro Blocks

Export HTML allows for markers to delineate the beginning and
end of “macro blocks.” Macro blocks define the beginning and
end of a section of HTML that surrounds a Portfolio macro. If the
macro evaluates to an empty value, then none of the HTML text
within the macro block is generated. Macro blocks are defined
using HTML comment tags in the following structure:

<!——Port4-%macro%--> and<!--/Port4-%macros——>

where the first comment opens the block and the second comment
closes the block. As PortWeb processes the template, each time it
encounters an open comment, it evaluates the macro defined
within. If the macro has a value of nil (for example, if the field is
empty), PortWeb skips the HTML code until the corresponding
close comment is found (or the end of the section is reached).

The most common use for the macro blocks is the “Previous” and
“Next” macros, so that additional information does not get gener-
ated. Take the following example:

<!--Port4-%prevs-->
<A HREF="%prev$%">Previous Page</A>
<!--/Port4-%prevs-->

When PortWeb processes this section for page one of a search, if
it were on the first page, thgrevs macro would evaluate to
“nothing.” Therefore, PortWeb would not generate any text until
the close comment is encountered.



Another example would be to add a field name in front of a field
macro, but not display the field name if there was no value for the
field:

<!--Port4-%filename%-->
File Name: %filename% <BR>
<!--/Port4-%filename%-->

A more elaborate possibility would use the macro of one field as
a logic flag for determining whether to display a completely dif-
ferent piece of information:

<!--Port4-%$HasSource%-->
<A HREF="%path%">%filename%</A>
<!--/Port4-%HasSource%—->

The preceding example would insert a hyperlink to the source file,
but only if there was a value in the field “HasSource.”

Note that it is possible to nest macro blocks, but it may result in
unanticipated results if the blocks are not properly nested or if the
blocks are not properly terminated with a close comment, since
PortWeb simply stops generating text until it encounters the
appropriate close block or the end of the section.

Special Macro Blocks

Several macro blocks are set to evaluate to empty in particular

situations:

» 3prevd Will evaluate to empty if the page being generated is
the first page in a record set. This is useful for omitting a
“Previous” link from the first page of a set.

» 3next% will evaluate to empty if the page being generated is
the last page in a record set. This is useful for omitting a “Next”
link from the last page of a set.

¢ 3collectionadd$, $collectionremove$, and%collec—
tionshow% will evaluate to empty if the page is being generat-
ed by the Portfolio 5.0 client. Since these commands only work
with PortWeb, this can allow you to use the same templates
with both the Portfolio client and PortWeb.

* %totalitems$% will evaluate to empty if no items are returned
by a request. This is useful for generating HTML when there is
a found set and you want to hide text, formatting, or buttons
when no records are returned by a search.
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Working with Templates on Disk

The Portfolio 5.0 client has the capability to save Portfolio’s
HTML Templates to disk. This is particularly useful if you are
working with larger amounts of HTML code, as you can then edit
the HTML in an HTML-savvy text editor. In addition, it makes it
much easier to move templates between catalogs or share tem-
plates with other users. Note that Portfolio’s custom formatting
makes it difficult to work with these templates in visual page edi-
tors, such as Macromedia Dreamweaver or Adobe PageMill.

Template File Structure

When templates are written to files on disk, Portfolio inserts
specific comment tags to define the beginning and end of the
three template blocks. The tags are:

Header Start <!—Port4-Header-->
End <!—/Port4-Header-->

Item Start <!—Port4-Item-->
End <!—/Port4-Item-->

Footer Start <!—Port4-Footer—-—>
End <!—/Port4-Footer-->

In between each set of tags is the contents of each block. Other
than these block tags, the HTML is identical to the HTML dis-
played in the Edit HTML dialog.

When the template is imported, Portfolio looks for the same tag
pairs to determine into which blocks to place the HTML code.
The tags themselves are stripped.

Exporting Templates

To export a template, simply click the Export... button in the Edit
HTML dialog. You will be prompted to name the file. Once it is
exported, you can open the file in any text editor.



Importing Templates

To import a template, simply click the Import... button in the Edit
HTML dialog. You will be prompted to locate a file to import.

Once you select a file, Portfolio scans it for the block tags and
imports the information into the appropriate fields. If the appro-
priate start and end tags are not found, Portfolio will not import
any of the data. All three sections do not need to be present in the
file; if a section is missing, the block in the Edit HTML dialog

will be untouched.

Note: Portfolio uses thez" sign to denote special macros, and
will not handle %" symbols that may be part of your HTML (such
as 'width=100%"). When importing HTML generated by other
applications, convert eactg" sign in the HTML source file to

two consecutiveg" signs in the template (i.ewidth=100%" in

the source file should be changed #ddth=100%%" in the
template).
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Using Collection Macros

The three collection macros are %collectionadd%, %collectionre-

move%, and %collectionshow%. These macros behave differently
depending on whether they are placed in the Item block or in the

Header or Footer blocks.

Collection Macros in the Item Block

When the macros are placed in the Item block, a partial GET
request is generated. For example, entering#a@ lection-
add% macro results in the following HTML being generated:

.PortWeb?add&rid=75&catalog=Sample

For this to be useful, the macro needs to be inserted into an
anchor of some type. For example, consider the following
template code:

<A HREF = "%collectionadd%é&template=myCart">Add to Cart</A>

The resulting generated HTML is:

<A HREF = ".PortWeb?add&rid=75&catalog=Samples&template=myCart">Add to Cart</A>

This is then a valid link that, when clicked, would add Record ID
75 to the user’s collection and display the contents of the cart
using the “myCart template.” Note that the

“stemplate=myCart” parameter had to be specified separately,
as the system does not know what template you want to use to
display the cart. If the template parameter had been omitted, the
default 4x4 thumbnail response would have been used. For more
details on the parameters that are used by each collection com-
mand, refer to the section below, titled “Collection Commands.”

The %collectionremove% and%collectionshow$ macros

behave in much the same way when placed in the Item block. The
%CollectionRemove$ macro will automatically generate the rid
and catalog parameters; you must supply the template and other
optional parameters. Theollectionshow% macro will auto-
matically generate the catalog parameter; again, you must supply
the template and other optional parameters.



Collection Macros in the Header and Footer Blocks

When the collection macros are placed in the Header or Footer
blocks, the generated HTML is different. This is because these
commands have different meaning in this context, because there
are no particular records that can be referenced from these loca-
tions.

Instead, PortWeb generates the start of an HTML Form block. For
example, placing thecollectionadd% macro in the header
results in the following HTML being generated:

<FORM ACTION=".PortWeb?add" METHOD=POST>
<INPUT TYPE=HIDDEN NAME=catalog VALUE="Sample">

While at first glance this may not appear particularly useful, this

is actually a very valuable feature. Because PortWeb is capable of
handling multiple items in an Add add or Remove remove com-
mand, you can set up the template so that multiple records can be
submitted in one form. For example, add the following line to the
item block.

<INPUT TYPE="checkbox" NAME="rid" VALUE=%rid%>Add to Cart

And then place a Submit button and a close Form tag in the
footer.

<INPUT TYPE="submit" NAME="send" VALUE="Add Selected Items">
<INPUT TYPE=HIDDEN NAME=template VALUE="Sample">
</FORM>

The generated HTML will have a checkbox for each item. If you
check a set of these boxes and click the “Add Selected Items”
button, all of the checked records will be added to the shopping
cart and the results will be displayed using the “Sample”
template.
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Appendix A: Keyboard Shortcuts

Command Macintosh Hotkey Windows Hotkey
Create a new catalog Command+N Ctrl+N
Open an existing catalog Command+O Ctrl+O
Connect to Server Command+Option+0O Ctrl+Shift+O
Print a Gallery Command+P Ctrl+P

Page Setup Command+Option+P Ctrl+Shift+P
Cut Gallery Iltems Command+X Ctrl+X
Copy Gallery Items Command+C Ctrl+C
Paste Gallery Items Command+V Ctrl+V
Undo (text entry only) Command+Z Ctrl+z
Select all items in a catalog Command+A Ctrl+A
Save Gallery Command+S Ctrl+S

Save Gallery As... Command+Option+S Ctrl+Shift+S
Master Keywords Palette (Open/Close) Command+K Ctrl+K
Thumbnail view Command+T Ctrl+T

List view Command+L Ctrl+L
Record view Command+R Ctrl+R
Customize Gallery Command+D Ctrl+D

Sort by Other Command+Option+D Ctrl+Shift+D
Find specific items in a catalog Command+F Ctrl+F

Find all items in a catalog Command+' Ctrl+'
Replace Command+Option+R Ctrl+Shift+R
Add items to a catalog Command+E Ctrl+E
Update items in a catalog Command+U Ctrl+U
Cataloging Options Command+J Ctrl+J
Catalog Properties Command+Option+J Ctrl+Shift+J
Slideshow Command+; Ctrl+;
Preferences Command+Option+E Ctrl+Shift+E
Recover Command+Option+V Ctrl+Shift+V
Export Text File Command+Option+T Ctrl+Shift+T
Export HTML Command+Option+H Ctrl+Shift+H
Administration Command+H Ctrl+H
Change access level Command+Option+B Ctrl+Shift+B
Close a catalog Command+W Ctrl+wW
Quit / Exit Command+Q Alt+F4
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Command Macintosh Hotkey Windows Hotkey
Item Properties Command+| Alt+Enter
Preview Original Command+B Ctrl+B

Edit Original Command+M Ctrl+M
Copy Original Command+Option+C Ctrl+Shift+C
Move Original Command+Option+Y Ctrl+Shift+Y
Delete Original Command+Option+X Ctrl+Shift+X
Find Original Command+Option+F Ctrl+Shift+F
Rename Original Command+Option+N Ctrl+Shift+N
Rotate Thumbnail 90° CW Command+] Ctrl+]
Rotate Thumbnail 90° CCW Command+| Ctrl+[

New Gallery Command+G Ctrl+G

List Galleries Command+Option+G Ctrl+Shift+G
Online Help Help F1
Function Shortcut

Preview an item

Double-click the item in any Gallery view
Double-click the item thumbnail in the “Item Properties” dialog

Search using keyword

Double-click the keyword in List or Record view

Double-click the keyword in the “Item Properties” dialog box
Double-click the keyword in the “Catalog Properties” dialog box
Double-click the keyword in the Master Keywords Palette

Remove item from Gallery window

Select the item and press Delete

Remove item from catalog

Select the item and press Option+Delete (Macintosh)
Select the item and press Ctrl+Backspace (Windows)

Function
Move between Gallery items

Shortcut
Arrow keys

Scroll one screen at a time

Page Up / Page Down

Go to Top of Gallery window

Home (Macintosh) or Ctrl+Home (Windows)

Go to Bottom of Gallery window

End (Macintosh) or Ctrl+End (Windows)

Go to First item in the Row

Home (Windows Thumbnail view only)

Go to Last item in the Row

End (Windows Thumbnail view only)

293



Appendix B: File Types

Mac Windows  Extract QuickTime Portfolio 5 Liberty
Format File Type Extension Thumbnail 4.0 Native Systems Inso
Adobe Acrobat PDF .pdf vt v
Adobe lllustrator 3.0 - 7.0 TEXT .ai v v
Adobe lllustrator 8.0 TEXT .ai v v
Adobe PageMaker 6.5 ABG65 Vixx
Adobe Photoshop 2.5 - 5.5 8BPS .psd vt vk
AIFF Sound file AIFF .aif v
AutoCAD .dwg v
AVI Video .avi v
CorelDRAW 3.0 - 8.0 .cdr v
CorelDRAW Presentation Exchange .cmx v
Encapsulated Postscript EPSF .eps v 4
FlashPix FPIX fpx v
Graphics Interchange Format (GIF) GIFf .gif v
GIF Animated Graphics GIFf .gif v
Joint Photo Experts Group (JPEG) JPEG Jpg v v
Kodak PhotoCDt+ PCDI .pcd
Macintosh Picture PICT .pct v v
Macintosh Sound file sfil .snd v
Macromedia Freehand 5.0 - 8.0 AGD2 Vs
Microsoft Powerpoint 2.0 - 8.0 SLD8 .ppt 4
MIDI Sound file MIDI .mid v
MPEG Sound/Video MPEG .mpg v
Multi-Ad Creator MuAd Vs
Portable Network Graphics PNGf .png v
Postscript Interpretive TEXT .ps v
QuarkXPress 3.3 - 4.0 XDOC .qxd vt
QuickDraw 3D Metafile 3DMF .3dmf v
QuickTime Movie MooV .mov v
Tagged Image Format (TIFF) TIFF tif v v
Truevision Targa TPIC tga v
Windows and OS/2 Bitmap BMPp .bmp, .dib v v
(Microsoft) Windows Metafile wmf v v
WAVE Sound file .wav v

* Translator does not support multi-layer files without Composite Layer/2.5 Compatibility turned on.

T Preview multiple pages
** Mac OS only
11 PDC Translator
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Appendix C: Mappings

The following entries in the Mappings list are created automatical-
ly when a new catalog is created. To map these fields and tags to
Portfolio Custom Fields (or enter additional fields), page 92

Type Field Code
TIFF Document Name 269
Image Description 270
Scanner Make 271
Scanner Model 272
Page Name 285
Creating Software 305
Date & Time 306
Artist 315
Host Computer 316
Ink Names 333
Target Printer 337
Copyright 33432
Photoshop  URL 1035
IPTC News Wire 286
Object Name 517
Urgency 522
Category 527
Supplemental Category 532 (multiple)
Keywords 537 (multiple)
Instructions 552
Date Created 567
Time Created 572
Byline 592
Byline Title 597
City 602
State 607
Country Code 612
Country 613
Transmission Reference 615
Headline 617
Credit 622
Source 627
Copyright 628
Caption 632
Caption Writer 634
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Index

3D files
previewing 81

A

“Access..” command 194
access levels 15, 192-201
about 192
changing 194, 197
defined 192
exporting user list 201
Level-based 194, 197-198
listed 193
passwords 197,199
features supported in 193
listed 193
User-based 194, 199-200
“Add Items..” command 119
Add options tab 134
adding
by dragging 119, 171
catalogs to a Portfolio Server 228
Custom Fields 206-208
items to a catalog 118-120, 134-136
keywords 148-155
multiple items 119
single items 119
“Administer Servers..” command 226
administration
Custom Fields tab 206-208
Keywording tab 202
of catalogs 192-220
of Portfolio Server 221-235
of SQL catalogs 266-275
Passwords tab 195
Previews tab 214
Startup tab 213
Adobe Acrobat
viewing multiple-page PDF documents 79
Adobe lllustrator 167
Adobe PageMaker 167
Adobe Photoshop 167
“Always on Top” command 35
icon, on Toolbar 35
AppleScript 177see“Scripting”
assigning keywordsee“keywords”
Automations 126see“Background Cataloging”
Autoplay Movies and Sounds preference 95

296

Background Cataloging 126

Basics, of Portfolio 12

borders, adding to thumbnails 102-109
“by Extension Win” command 57

“by Filename” command 57

“by FileType Mac” command 57

“by Other..” command 58

C

Catalog Access Levels list 193
Catalog Administration 192-220
“Catalog Properties..” command 92
catalog properties
General tab 92
Statistics tab 92
viewing 92
Catalog startup options 213
“Cataloging Options...” command 130
Cataloging Options dialog box 130
cataloging options
Add tab 134
adding file types 143
Exclude Strings tab 145
File Types listed 294
File Types tab 144
General tab 130
Mappings 139-143
Mappings tab 140, 141
Update tab 138
Cataloging Steps Summarized 11
catalogs
adding items to  118-120
administering see“administration”
Catalogs palette 115
connecting to a server 24-26
converting see“converting catalogs”
creating 13,113-114
damaged catalogs, recovering 216
default catalog, specifying 116
exclusions see“exclude”
exporting as text 184
fdb extension 113
Gallery items, viewing 28-35
getting started with 11
keywords in 16, 39, 28-33, 39-40, 148-155
locating missing files in 125
maintaining 215-216



missing files, identifying 125

Madification Method option explained 312-138

multiuser see“multiuser catalogs”
new, creating 113-114
on a network 24,217
opening 23,24
options see“cataloging options”
palettes 36
properties see“ltem Properties”
see“Catalog Properties

records, viewing see“Gallery”
records, searchingee“searching”
recovering 216
removing items from 75
searchingsee“searching”
security 192-201
sharing 217 see asld'Portfolio Server”
startup options 213
steps to cataloging summarized 11
thumbnails, regenerating 124
thumbnails, size 130, 131, 136
updating items in  121-124
viewing 13-15, 28-33

Catalogs palette 115

Categories palette 169

Confirm Delete from Catalog preference 94-95

“Connect to Servers.command 24
icon, on Toolbar 35
connecting to an SQL Servesee“SQL Connect”
Contextual Menus 34
converting catalogs
Cumulus 182
Fetch 1.2/1.5 21
Portfolio 3.0 and 4.0 21
“Copy Original..” command 84
copying
border for thumbnails 106
items between catalogs 74
items between Galleries 71
source files 84
Custom Fields
adding data to 160-162
adding, to a catalog 206-212
Date/Time 161, 162, 209
Decimal 161, 162, 209
defined 160
dialog boxes 162, 207
editing 160-162, 206-212
Field Type/Data Example table
Fields tab 108
Integer 161, 162, 206, 209

161, 206

Master Palettes 156-158
Multiple Value Lists 211
Number 161, 162, 206
Pre-defined Lists 210
restrictions 208
and searching 41
and sorting 57
String 161, 162, 206, 209
tab described 160
Text Block 161, 162, 206, 212
types 162, 206, 209-212
URL 161, 162, 206, 210
custom listssee alsdMaster Palettes”
accessing from Master Palettes 156-158
creating 156, 206-210
pre-defined lists 210
“Customize..” command 99
Customizing Gallery windows 17, 99-108
borders, adding to thumbnails 103-108
List view tab 101
options listed 100
Record view tab 101
Saved Options tab 102
thumnail size/border size table 106
Thumbnail view tab 101

damaged catalogs, recovering 216
Date/Time fields 161, 162, 209
Decimal fields 161, 162, 209
default

access level, setting 94-95

catalog, specifying 116

find, setting 49

gallery, specifying 70, 95
“Delete Original...” command 84
deleting

items from a catalog 75

items from a Gallery 73

keywords 150

saved Galleries 69

source files 84
descriptions 16, 28-32, 82, 159

adding, in Record view 146

adding, to items 159

adding, to a Gallery view 82

defined 159

entering 159

extracting 159
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Digimarc watermarks 86-89, 134-135, 137-138 F
detecting 87, 134-135, 137-138 fdb extension 113

embedding 89 Fetch, converting catalogs from 21

reading 88 ; Field Values, importing 178-181
Disable Link to Original option 213 file descriptions see“descriptions”
Disk Previews option 214 file types
Display Welcome Screen preference 95 adding 143
dragging and dropping items excluding 143

between Catalogs 74 File Types tab 144

between Galleries 71

into other applications 59

into QuarkXPress 18, 59, 168

to add items to a catalog 119, 171

removing 143

supported 294
filenames 113
filesharing 217

to Categories palette 171 wpe "
to update cataloged items 122 ﬁan d1A5|,| 4(:10mmand 4l
E all 41
catalog items, how to 41, 44, 50
“Edit Original..” command 83 Catalogs tab (Mac OS) 42
Editing in place option 146-147 Criteria tab (Mac OS) 42
enabling 100, 101, 147 Default Find 49
using 147 Document Text 56
Editor access level Editing Saved Finds 51
features available in 193 Find window 42, 43
electronic registration 8 Finds palette 50
Enhancements, in Portfolio 5.0 10 icon, on Toolbar 35
exclude indexed fields 47
by Name 143, 145 keywords 39-40
by Type 143 Master Keywords 40
File Types 143-145 options 45, 46
File Types tab 145 palette 50
“Export..” command 178 QuickFind 35, 44
“Export to HTML” command 185 replacing 163-165
“Export pnot Data” command 190 Saving Finds 48
“Export to Text File” command 184 Search Criteria Options table 45, 46
exporting 178, 184-191 Streamlining Searches 47
catalogs 184 text 56
HTML 185-189, 277-280 using keywords 39, 40
keywords 204-205 using the Master Keywords list 40
Master Keywords 204-205 window 43, 44
pnot data 190 window, opening 41
to Text File 184 “Find..” command 41
Extensis, contacting 2, 8 icon, on Toolbar 35
Extensis Fetch, converting catalogs from 21 finding see“find” see alsd'searching”
extracting Finds palette 50
descriptions 159 Fit Preview Images to Window preference 94-95

Digimarc watermarks  86-88, 134-135, 137-138
keywords 148
thumbnails 135, 136, 138
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Galleries palette 62
Gallery see alsd'Customizing Gallery Views”
background color 99-100
customizing 99-108
described 16, 28, 99
List view 31
“New Gallery..” command 60
New Gallery icon, on Toolbar 35
Open at Startup 70
options 100
printing 96-98
Record view 32
renaming 69
removing items from 73
reordering items in 57
saving 61-63
sorting 57
thumbnail borders, adding 103-108
Thumbnail view 30
views 16, 30-32
windows 30-32, 99
Gallery Views 16, 28-33see alsdGallery
Gallery windows see alsd'Gallery”
background color, adding 99, 100
customizing, how to 99-108
options 100
General Overview 13
Getting Started 11

hardware requirements
Portfolio 5.0 client 8
Portfolio Server 222
PortWeb 236
SQL Connect 266
Help
accessing 35
icon, on Toolbar 35
hotkeys 292-293
HTML see alsd'exporting” and“PortWeb”
about the HTML template 188
and active Gallery 185
and PortWeb 236, 281
exporting records as 185-189
macros 277-291
technical notes about 188, 279-280
template, creating 188-189
using template to export 185-189
Web pages discussed 185

Illustrator 167
Image Dimensions preference 94-95
images see alsditems”
preparing for cataloging 167
previewing 76-81
“Import” command 179
importing 19, 179-181
Field Values 179
keywords 204-205
Master Keywords 204-205
Index Node Size preference 95
Installation
Portfolio 5.0 client 8
Portfolio Server 222
PortWeb 236
SQL Connect 270
“Iltem Properties..” command 82
items
adding 118-220, 134-136
copying, between catalogs 74
copying, between Galleries 71
descriptions 159
displaying see“Gallery”
drag and drop see“Dragging and Dropping
file types of see“File Types”
finding 39-56 see alsd'searching”
previewing see“previewing”
printing 96-98
properties, viewing and editing 82
removing from a catalog 75
removing from Gallery 73
sorting 57
source files see“source files, working with”
updating 123, 130, 132, 137-138

”

J
Java 177

K

keyboard shortcuts 292-293
keywords 16, 39, 148-155
about 148
adding 148, 150, 152, 155
assigning 150, 152, 155
creating 150-154
creating Master Keywords list 202
defined 148
deleting 150
displaying, for items 149
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displaying, for catalog 150
editing 151
entering 148, 150, 154
exporting 204-205
extracting 148
importing 204-205
list of, in catalog 150
Master 40, 148, 155, 202

see alsdMaster Keywords”
parsing phrases 202, 205
removing 153
replacing, using search parameters 163-164
search using 39
viewing 28, 29, 39, 148, 149
where to view 148

Language preference 94-95
“List Galleries..” command 63
List view 31 see alsdGallery”

accessing 28-29, 35
customizing 99-102

Mac OS requirements, Portfolio 5.0 7
macros 277-291
maintaining catalogs 215-216

recovering catalogs 216
removing items 75, 215

Mappings 139-142, 295

adding Tag ID codes 142
Custom Fields and 139, 141
described 139

disable a Mapping 139
enable a Mapping 139

list 295

notes about 140

tab, Mac OS 140

tab, Windows 141

Master Keywords
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adding, how to 203
assigning to items 155
creating, how to 202
defined 155

deleting 203

exporting 204-205
finding items with 40, 155
importing 204-025

List, creating 202
palette 155

Parsing Keyword Phrases 202, 205
described 202
renaming 203
search using 40
Master Palettes 156-158
creating 156, 206-210
predefined list 210
using 157
Microsoft PowerPoint
viewing multiple-page presentations 79
“Missing Files..” command 125
Modification Method 132-138
Add 132, 134-135
Add & Update 131, 132
Add Unconditionally 131, 132, 134
Update 132,137-138
Update Unconditionally 130, 131, 132-133
“Move Original..” command 84
movie files
previewing 80
moving
items between catalogs 74
items from one Gallery to another
source files 83
multimedia files 80-81
multi-page documents, viewing 79
multiple catalogs
searching 53
moving and copying items between 74
mutiple Galleries 19, 61-64, 71-72
Galleries palette 62
saving 61
moving and copying items between 71-72
multiple users, networking 16, 24, 217, 220
see alsdMaster Keywords”
multiuser catalogs
access levels 192-201
administration 192-220
Catalog Access Levels list 193
changing passwords in  194-201
networking discussed 217-218
Portfolio Server application 221
security levels 192-193
setting passwords for 194-201
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naming source files 219

networks see alsdPortfolio Server”
connecting to served catalogs 24
filesharing 217
security 192-201

new features 10

“New..” command 113

“New Gallery..” command 60

Number fields 161, 162, 209

o

OLE automation 177
“Open Catalog on Startup..” command 116
Open Find Dialog on Startup option 213
Open Gallery at Startup option 70
Open Gallery with Catalog preference 95
Open MKL Palette option 213
opening

catalogs 13-15, 23, 24

Find window 41

Gallery windows 60, 62

palettes 36
OSA compliant scripting 116177
overview, of Portfolio 11, 12, 13-20

P

PageMaker 167
palettes
Catalogs 115
Categories 169
docking 36
Finds 50
Galleries 62
Master 156
Master Keywords 155
opening 36
Sorting 57
parsing keyword phrases 202, 205
passwords
catalogs 194-201
changing 195-196
entering 194
length of 198
Passwords tab 195
removing 195-196
Server 232
setting 195-196
SQL 267,274

Path as Keywords option 130-131
Path as Category option 130-131
Photoshop
and Mappings 139
including keywords in 167
including thumbnails in 167
Placeholder Records
creating 55
finding 90
playing
movies 80
sounds 81
pnot data, exporting 190
Portfolio Basics 12
Portfolio Server 221-235
accessing catalogs on 24-26, 235
adding a server 225
administering 223-235
client system requirements 7
closing 230
connectingto 24
creating catalogs on 228
installing 222
logging off users 231
opening as Administrator 194, 226-227
password 232
port number 230
serialization 232
server system requirments 222
serving catalogs 229
unserving catalogs 230
PortWeb 236-265
administration module, using 244
collections, working with  261-265
components for catalog mapping 246-248
Installation 236
memory usage and 237
Overview 238
plug-in communication methods 239-243
Required Knowledge 236
Setup and Administration 244-250
simple template, creating 260
System Requirements 236
tutorial 251-253
predefined custom lists 156
Preferences 93-95
Setting 94-95
where stored 93
Preparing images for cataloging 167
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Preview windows 76-81
3D images 81
magnification in  77-78
movies 80
multi-page documents 79
pictures 77
printing from 98
QuickDraw 3D 81
selecting in 77
sounds 81
still images 77
previewing see alsdPreview windows”
3D images 81
described 77
images, how to 77
movies 80
pictures 77
sounds 81
Previews, saving to disk option 214
“Print..” command 96-98
Printing
actual images, print using 98
source file from Preview window 96
thumbnails in catalog 98
technical notes about 98
Prompt on Untitled Close preference 95
protected catalogs, about 23
Publisher level access
features available in 193

Q

QuarkXPress
attaching thumbnails in 168

dragging and dropping items 18, 59, 168
XTensions included on Extensis CD 18, 168

QuickFind 44
displaying results 44
icon, on Toolbar 35
preference 95
using, how to 44

QuickFind Opens New Gallery preference 44-45

QuickTime
5.0, advantages and multimedia 76
installer, where located 76
exporting slideshows as 191
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Reader access 192-193

features available in 193

Record view 32 see alsdGallery”

accessing 28, 29, 32, 35
customizing 99-102
editing fields directly in  xx146

“Recover..” command 216
recovering catalogs 216
Registration 8

removing items

from catalogs 75
from Gallery windows 73

reordering Gallery items 57
“Replace..” command 163-166

see alsdfinding”

see alsd'searching”

items based on field values 163
multi-value fields checkbox 165
replace all in Gallery 166

using 17, 163-166

Run Slideshow on Startup option 213

S

Sample Catalog 12

“Save Gallery..” command 61
Saved Find Gallery 64-69
saved finds

default find 49

deleting 52

duplicating 52

editing 51

Finds palette 50

how to 48

icon, on Toolbar 35
pop-up menu 35, 42
renaming 52

Saved Find Gallery 64-69

saved Galleries 61-69

customizing 99-102
default 70

deleting 69

editing 50

Galleries palette 62
howto 61

icon, on Toolbar 35
listing 63

opening 62-63
renaming 69
standard versus Saved Find Gallery 65



saving
Galleries 61-69
Finds 48-52
Scripting
Macintosh 177

scripts menu in Portfolio catalogs 177

Windows 177
searching 39-57
Default Find 49
displaying results 41-44
Editing Saved Finds 51
faster 47
Finds palette 50
keywords 39-40
Master Keywords 40
options 45-46
QuickFind 35, 44
replacing 163-166
Saving Finds 48
Streamlining Searches 47
using keywords 39
using the Master Keywords list 40
security see alsd'access levels”
levels 192-201
network protection 218
serial number
Portfolio 5.0 client 8
Portfolio Server 232
SQL Connect 275
Server see alsdPortfolio Server”
accessing catalogs on 24-26
client system requirements 7
connectingto 24
installing 222
managing 223-235
server system requirments 222
Setting Preferences 93-95
sharing catalogs 217
shortcuts, key commands 292-293
Show Options Dialog preference 94-95

Show Welcome Dialog preference 94-95

“Slideshow..” command 112
“Slideshow Options..."ammand 112
slideshows 18, 109-112

adding display field to 109

controls 111

creating 112

described 109

dialog box 110

exporting as QuickTime movies 191

keyboard shortcuts 109

manual mode 111, 112

Run Slideshow on Startup option 213

showing 112

timed mode 111, 112
Software Requirements

Portfolio 5.0 client 8

Portfolio Server 222

PortWeb 236

SQL Connect 266
sorting 57

Sorting and Reordering Gallery ltems 57

Sorting palette 57

manually reordering 57
sound files, peviewing 81
source files, working with  83-85

copying 84

deleting 84

editing 83

finding 85

locating 85

managing 219

missing, locating 125

moving 84

naming 219

organizing 219

printing 98

renaming 85
Splash screen

customizing 213

enabling at startup 94-95
Startup Options

for catalogs 213

for application 94-95
String fields

creating 206-208

described 209

editing 146-147, 160-162
supported file types 294
System Requirements

Portfolio 5.0 client 8

Portfolio Server 222

PortWeb 236

SQL Connect 266
SQL Service 266-276

DSN, creating (Oracle) 268-269

Installing 270

ODBC drivers and 268

password 267, 274

Serving an SQL Database 271

setting up an SQL Server 267-269

System Requirements 266
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Tag Codes IDsee“Mappings”
Technical Support, contacting 8
template examples
for exporting HTML 185, 277
for PortWeb 251, 281
Text Block custom field 206, 212
described 212
editing 146-147, 160-162
text file, export to 184
Thumbnail Quality 131
Thumbnail view 30 see alsdGallery”
accessing 29, 30, 33
customizing 99-108
thumbnails
borders, adding 103-108
extracted vs generated 136
extracting 135, 136, 138
printing 96, 98
Quality 131
Size 130, 131, 136
regenerating 124
specifying quality 131
updating 124
Toolbar 28, 35
translators 294

unserving catalogs 230
“Update Items..” command 123
Update options tab 137-138
updating
by drag and drop 122
by “Update Items” comand 123
cataloged items 121-124
Modification Method 132-138
thumbnails 136

unconditionally 130, 131, 132-133

Update tab 137-138
URL Custom Field 38, 110, 140, 143
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viewing
catalog items 28-35
catalog properties 92
Gallery items 28-32
item properties 82
keywords 28-33, 39-40, 148-155
views
customizing 99-108
Visual Basic 177
Visual C++ 177

W

watermarks 86-89see alsd'Digimarc”
website addresses
Digimarc 89
Extensis 2
PortWeb 236
Technical Support 8
What is Portfolio 9
What's New 10
Windows requirements 7

Y 4
zooming, in Preview window 77-78
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