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Introducing Portfolio

Tip

Portfolio 4.0 for Macintosh uses
the Appearance Manager and the
Contextual Menu Extension to dis-
play extended keyboard shortcuts
and context menus. These exten-
sions are part of MacOS 8.0 and
above and are available on the
Extensis CD.

Note

Installation instructions and system
requirements for the Portfolio
Server application are given on
page 153.

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 anetwork, or accessed from remote locations using TCF/IP,
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 mediafiles as
thumbnails, as alist, or asindividual 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:

M acintosh:

* Apple® Power Macintoshe or PowerPC compatibles

* Mac OS® System 7.5.3 or later (System 7.5.5 or higher
recommended)

* 6M application RAM, minimum

» 20M 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 largefiles or large catalogs, you
may need to increase the amount of RAM allocated to Portfolio.

Windows:

» 486/33MHz or faster PC (Pentium 133MHz or faster
recommended)

* Microsoft® Windows 95®, Windows 98@ or Windows NT® 4.0

e 6M application RAM, minimum

e 20M free hard disk space

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

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

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

Installation

You can find instructions for quick and easy installation on the
CD-ROM that isincluded with your product or, if you down-
loaded an Extensis product installer from our web site, running the
installer will place an informational Read Me on your hard drive.

Registration

It isimportant to register your copy of Portfolio so we can provide
you with the best possible service. Registered users of Portfolio
are eligible for technical support, information regarding new ver-
sions and products, discounts and specia offers on new products.

Your registration number is located on the back cover of this
manual. You will need to enter that number to personalize your
copy of Portfolio. If you choose not to personalize your copy,
Portfolio will run in a demonstration mode that allows you to use
the product for 30 days. You can purchase additional registration
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 questions regarding Portfolio, please first refer to this manual,
which describes the features and basic operations. We invite you
to visit our Portfolio page on the Extensis website
(www.extensis.com) for frequently asked questions and trouble-
shooting tips.

If you have a question which is not addressed in this manual or
on the Extensis website, Technical Support is available by phone
at (503) 274-7030, Monday through Friday, 8:00 am. to 5:00 p.m.
Pacific time. When calling for technical support, please be at
your computer and have the following information available: your
Portfolio registration number, your computer configuration, and
your question or a description of the difficulty you’ re experienc-
ing—what specifically occurs and when. Take note of any dis-
played error numbers or messages and any other information you
think may be relevant.
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What is Portfolio?

Portfolio isadigital image cataloging application. Using Portfolio
you can take images—including graphics, presentations, movies,
sounds and other digital mediafiles, even documents—that you or
members of your workgroup create and put them into common
catalogs. Y ou 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 imagesin Portfolio cata-
logs because the catal og stores only thumbnail images of the file
(along with whatever additional information you require), rather
than the full document or image. Portfolio creates pointersto 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.

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

e 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 aworkgroup setting, you can alow al users full accessto al
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 can simultaneously search, view, and use
items from catalogs whose source files are located on one or
many network servers, shared volumes, CD-ROMSs or removable
drives. Users can access the Portfolio Server remotely using
TCP/IP, and you can even create Web pages of cataloged items.



Tip

Macintosh users: With Portfolio
4.0 you can now extract thumbnails
and/or text from non-Macintosh
files. See list on page 162.

Windows users: Portfolio now
allows you to extract data from
files. See list on page 162.

What’s New in Portfolio 4.0?

Portfolio version 4.0 is a major upgrade to this popular cataloging
program, adding a number of exciting new features and enhance-
ments. Minor enhancements are too numerous to mention, but the
major new features and enhancements are listed below.

New to Portfolioin version 4.0 are

Record View—Avertically scrolling list of records that alows
you to focus on individual catalog items by allowing the full
text of all fields to be displayed along with the thumbnail.
Slideshow—Allows you to display catalogs as self-running or
manually controlled dlide shows for review and/or presentation.
URL fields—Allows you to build hyperlinks inside Portfolio
records, so you can go to alocation on the Internet right from
the record.

Export to HTML —Gives you the ability to export catalog
items as Web pages, complete with JPEG thumbnails.

Sear ch and Replace—Allows you to change field values using
powerful search and replace technology.

Border s—Gives you the ability to add borders to thumbnail
representations in Thumbnail and Record view.
Scripting—Gives you the ability (using AppleScript on the
Macintosh or Visual Basic on Windows) to automate tasks
inside Portfolio or between Portfolio and other applications,
including using Watch folders for automated catal oging.

I mporting—Adds the ability to map database data to Portfolio
fields, including custom fields.

Client/Server Option—Offers a dedicated Portfolio Server for
improved performance, and to alow more users to connect
simultaneously. Clients access Portfolio served catalogs using
the standard Portfolio application. Note: Portfolio Server isa
separate product.

Enhancementsinclude:

Translator s—Supports additional formats and improved
importing. Adds the ability to view information about source
files, such as the size and resolution of an image.

Splash Screen—L ets you specify a custom splash screen to be
presented when the catalog is opened.

Cataloging Options—Reorganized and more powerful, making
catalog options easier to understand and use.



Getting Started with Portfolio
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Cataloging Steps Summarized

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

images or folders of images into the open Gallery window.

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 anumber 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.

2.
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Portfolio Basics

When you create a new Portfolio catalog or add itemsto an
existing catalog, Portfolio gathers information about the item and
creates arecord 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 alink 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
ason 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 acataloged 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 itemsin awindow 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 Access Level options
(page 133) to limit access to the different cataloging functions.

See pages 11 through 18 for a General Overview of Portfolio’s
major functions and features.

The Sample Catalog

If you have not yet cataloged your own files, or if you'd like to
work with file types that you may not yet have (such as 3D
images, movies, and sounds), you can use the Portfolio Sample
Catalog. The Sample Catalog is located on the Extensis CD.

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 13.

General Overview

To create and view a catalog:

1. Open the Portfolio application by double-clicking its
icon. When the Welcome dialog appears, choose “ Create
a new Portfolio catalog,” then click “OK.”

Welcome to Portfolio!
‘wielcome to Extensis Partfalio.
wialld you like to: - |

@ Craate a new Portfolio Catalog®

¢ Open an existing Portfolio Catalog?

™ Dan't ghaw this dislog at launch

2. Choose a name 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 filesor foldersinto the open
Gallery window.

Photographs.fibh =————FEI B| | ==——— Images =——FH B
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You can also add items to a catalog by choosing “ Add
Items’ from the Catalog menu.

When you add items to a catalog, the Catal oging 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 61.

11
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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 usethe typical
default settings—then click “OK.”

General | Rules I Mappings I File Types I Exclude Strings I
Madifcation Method: [dd and Update =l
Path as Keywords: IFiIe and Folder Mame j

Thumbnail Gualty:  [High =l

Thumbnail Size:

Help
Thiz contrals how zource files are handled. Adding will create new records in the catalog
if a record does not exist. Updating will update a record in the catalog if a matching
record already exists.

0K I Cancel | Spply | Help |

The Cataloging Options dial og 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. Y ou 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 catal ogs using the image thumbnails
rather than by importing the entire image, updating is re-
quired when any of the images have been relocated; 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 image 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

posted in its progress.

Cataloging Status =——-8H

Status
Excarnined :

Remaining :
Updated:
Added:

lgnored :

Errors:
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Tip

To eliminate having to recreate
detailed Find parameters, save
commonly searched-for parameters
as a Saved Find (page 39).

6. Gallery Views: When cataloging is complete, the catalog

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

0 =————— Photographs.ilb "———

=
I
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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 onthe
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 using a

number of different options.

Find - Sample Catalog.fdb E3
Saved Finds: IDefauIt 'l
IKeywords j Istarts with j ||

™ Find in Gallery ™ Display Rezultz in Mew Gallery

More Choices | e Ehoicesl

Findal [[ Find |

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.

13
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8. Keywords and Descriptions: You can add additional
information to theitemsin the catalog, such askey-
words, descriptions, and Custom Fields.

Properties - PHO04.JPG
General |Keyw0rds| Fields |

M arme: PHOO4.JPG
File Size: 24K, File Type: JPG

Location: Magic workPortfolio 4.04Gallery Images

Modify Date: 9/14/95 B:25:03 Ak Catalog D ate: B/20/98 12:02:08 Phd
Create Date: 9414795 6:25:00 A Update Date: 7/10/38 4:21:45 P

D ezcription:

Beautiful white bird in the grass against a dark background ;I

Ok I Cancel | pply | Help |

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

[0 =——-—-—="rPhotographsfilb ="cevu—"-—
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When you close the Properties dia og, the changes are
applied and can be viewed along with the item thumbnail
in any Gallery view that has the keywords, descriptions, or
Custom Fields displayed (thisis set in View > Customize).

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 Vigw | List Viewl Record Viewl

~ Current Font Fields:
Aial
— Thumbmail []E stension Win

[]5hart Filenarme 'win

Image Size: IREXZEE - W olurne
Spacing: [5 [CLast Modified
Border lﬁ []Cataloged
None [ |Last Updated
Background Color: IAqua - l [ ]Keywords

Text Color: I Elack - l [JCreator Mac LI
Save az Default | Festore Defaults | oK I Cancel | Apply |

Customizing views allows 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 r eplace keywor ds, descrip-
tions, and Custom Field data for multiple items using
the Replace function.

Find and Replace

— Contesct
O Replace all ltems in Gallery ’
@ Search Selected lemns

o Search Gallery

— Find

[ Created ij [ on ar after i]
[171792 |
— Replace
| EEEE] |
|z #dd to Multi-valued List

This allows you to select a number 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). is



11.

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

Newsletter
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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 42.

Slideshow Options [ %]
oo
+ Manual
 Timed
|4 Second Delay
— Dizplay Size
& Actual Size
" Full Screen
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11.

To use a catalog image in a document: If the application
allows 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+V (Mac OS) or
Ctrl+V (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 initiate the Slideshow and access Slideshow options
from the Catalog menu. You can also start your Slideshow
using the Slideshow keyboard shortcut: Command+S
(Mac OS) or Ctrl+S (Windows).



12. Multiple Catalogs/Multiple Galleries: You can or ganize
and view 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 Catalogs and
Galleries, see page 27. For information on multiple
Catalogs, see page 46; for multiple Galleries, see page 43.

Export HIML ———— 13. Importing and Exporting:
) s e O s -] You can import field values, such as keywords and data
@ Use Template from other databases, and you can convert entire Cumulus
Photo Gallery |~ | Caal Ogs (M &l ntoﬁ]) to Portfol | 0.
Export options include the ability to: export catalogs as
text files for input into a database; export “pnot” data
(Macintosh); and export an entire catalog or selected items
asHTML Web pages (see page 121).
| 14. Multiple Drives/l 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.

%]

Connect to Servers 15. Multiple Users/Catalog Networking: Using standard
Gt | system filesharing, you can share Portfolio Catalogs
[Een EatsEeg . A

_ between users. For even greater multi-user capability,

use Portfolio Server software.

Add Server.. | In anetwork environment, a shared catalog can be on a
Bemove Sever network file server or on any user's Macintosh or PC, as

long as the Macintosh or PC is properly networked.

For better performance when sharing catalogs, and to
allow more simultaneous users, Portfolio Server software
is recommended. You create and access Portfolio Server
catalogs using the standard Portfolio 4.0 application.
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15. Catalog Security/Access Levels.
Portfolio gives you control over who can make changes

Catalog Access to catalog information using four levels of access: Admin-
zce: [Fotiher I istrator, Publisher, Editor, and Reader. You can change
Corcel_| catalog access level 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 133.

Converting a Portfolio 3.0 Catalog

To access the rich new features added to Portfolio 4.0, catalogs
created in Portfolio 3.0 must be converted to version 4 catalogs.
Portfolio 4.0 can open Portfolio 3.0 catalogs without conversion,
in a limited browsing mode.

Opening aversion 3.0 catalog with Portfolio version 4.0 in
Administrator mode allows the catalog to be converted.

To convert a Portfolio 3.0 Catalog:

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

Thiswill 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 a limited browsing mode.

Windows only: If you have just one catalog to convert,
you can select Administrator mode from the Open dialog.
This opens the current catalog in Administrator mode
without changing the default access mode setting.

2. Open the catalog to be updated.

A Portfolio

“wWarning : Portfolio is about to upgrade gour Portfalio 3.0 catalog to wark
with Portfolio 4.0. Thiz catalog will no longer be uzable in Portfolio 3.0,
Are you sure you want to proceed ®

[cmesr J[_oc ]

You will be asked to confirm the conversion.
3. Click “OK”

18



The catalog is converted and all options (Catal og options,
saved Galleries, etc., are preserved.)

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

To open a Portfolio 3.0 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
This Portfolio 3.0 Catalog will be opened in a Limited Browser mode.  “ou

will not be able to access Porfolio 4.0 features.

To convert the catalog to the Portfolio 4.0 format, make sure that it iz
not locked or on & locked wolurme and open it in Admninistrator mode.

* Open the catalog in Administrator mode and click
“Cancel” when asked to confirm the conversion.

The catalog will be automatically be opened in a limited
browsing mode.

When the catalog is closed it will still be a Portfolio
version 3.0 catalog.

19
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Converting a Fetch 1.2/1.5 Catalog (Macintosh)

Due to the rich new features added to Portfolio 4.0, earlier catea-
logs, such as those created in Fetch, cannot be opened directly. To
convert the catalog Portfolio will create a new version 4.0 catalog
containing the records from the Fetch catal og.

To convert a Fetch 1.2 or Fetch 1.5 Catalog:
1. Open Portfolio 4.0.
2. Open the catalog to be converted.
You will be asked to confirm the conversion.
3. Click “OK."
4. Enter aname and location for the new catalog.

The records will be converted and added to the new
catalog. The original Fetch catalog is left untouched.

If errors occurred during the conversion process, alog file
will be generated. This log file will be given the same
name as the catalog with the extension “.log” added. The
log fileis atext file that lists the record number of each
record which could not be converted. You can use this list
to scroll the catalog (from the Fetch application) to view
the records that did not convert.

You can skip records that are causing errors by pressing the
Option key after specifying the name of the new catal og.
This displays a dialog allowing you to indicate a record
number from which to start the conversion. Choosing a
record number beyond the set of problem records causes
Portfolio to skip the troublesome records and start
cataloging with the indicated records.



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 4.0 catalog, or create a
new Portfolio catalog.

The import process can import records into either a new or
existing catal og.

Select Publisher accesslevel or higher (Catalog > Access
> Publisher).

Choose File > Import > Cumulus Database...

From the Open file dialog, locate and select the Export
fileyou saved in step 3, then click “Open.”

Portfolio will display a progress bar while it converts
therecordsinto its own format. Note that the original
sour ce 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.
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Cumulus O Portfolio
Record name O Filename
Notes [ Description
Categories O Keywords
File Size DO File Size
File DO 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 D Volume

Cumulus Fields not Imported into Portfalio:
» Color Mode (Cumulus' color modes do not match the color

modes used by Portfolio)

» Status
¢ User Name

Additional Notes:

1. The Portfolio field Zone Mac is populated if the path points

to adifferent AppleTalk zone.

2. The Portfolio field Extension Win is generated based on the
filename (the same way Portfolio generates it when cata-

loging).

3. Thethumbnail isimported at whatever size it was saved in

Cumulus.

4. The Portfolio fields “Thumbnail Size” and “ Color Mode”
are left blank. To populate this information, the Portfolio
records need to be updated with the Regenerate Thumbnail
option enabled. This will also reset the thumbnail to a
standard Portfolio size, which could result in space savingsin
the catalog. See page 81 for additional information on

Updating records.



Viewing and Searching Catalogs

»

Sample Catalog.fdb

O

Extensis Portfolio™ 4.0 =E1 B
Jitems, 9.2 ME available

i »

Portfolio™ 4.0 Sample Catalog.fdb

S

‘Welcome to Portfoliol [ =]
‘welcome to Extensiz Portfolio.
‘wiould you like to: Cancel |

 Create a new Portfolio Catalog?

& Open an existing Portfolia Catslog#

I~ Don't show this dialog at launch

Tip

If you have a catalog that you use
frequently, you can specify it as the
Default catalog and have this cata-
log opened automatically whenever
you start Portfolio. Open the cata-
log that you wish to use as the
default, then choose File > Set
Default Catalog.

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 aso learn some tech-
niques for getting the most from Portfolio.

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 cata-
log, refer to “Creating and Managing Catalogs’ on page 76.

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 need to
access a shared catalog on the Portfolio Server, see page 24.

To open a Portfolio catalog:

e Dragand drop a catalog icon onto the Portfolio
application icon.

¢ Double-click a catalog icon.
« Double-click the Portfolio icon. When prompted to open

anew 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 Administr a-
tor mode or with the Portfolio browser. See “ Catalog Access
Levels’ on page 133.
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Welcome to Portfoliol E
‘welzome to Extensiz Portfalio.

‘Would vou llke ta:

" Create a new Portfolio Catalog?

& H{lpen an ewsting Portfolio Catalog®

™ Don't show this dislog at launch

Cancel |

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 catalog, the Portfolio 4.0
application software is referred to as the “client.”

Note: The Portfolio Server is special software that allows you to
share catalogs 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 catal og 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 Server” button (Mac OS) or the
“Servers..” button (Windows).

Open Catalog H

Lookjn: |3 Portolis 4 =l gl |_
Filters

[ Phatos.fdb
B Sample Catalog.fdb

File name: I Open I
Files of type: IF‘ortfoIio Catalog Files [*.fdb] j Cancel |
M ode: IPuinsher 'l Paszsword: I Servers... |

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



Note

You cannot access an item’s
source file (such as Previewing it
or dragging and dropping it into
another application) from a served
Portfolio catalog unless you have
access to that source file using
standard system networking.

If you do not have access to an
item’s source file and you attempt
to perform a Portfolio function that
requires it, Portfolio will ask you to
locate the source file. Contact
your Server Administrator about
getting access to the original
image.

2. Click “Add Server..”
The “Add Server” dialog will be displayed.

ConnectTo Servers

| ] Open Catalog

Cloze

Add Server..

Fermove Server..

-

il

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

connect to.

Add Server E

Flease enter the name or IP address K
of the server:

i

| portfalio.cormpany.com Cancel

Portfolio will connect to the Server and display alist of

catalogs available on the Server.

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

to open it.
Connect To Servers
— 192.00.0 |=| Open Catalog
Alternate fdb -
Composites fdb Cloge

Add Server..

Fermove Server..

1]
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Notes on accessing Ser ved Catalogs from Portfolio (client):

» 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.

* Clients cannot access a served catalog in Administrator mode.
To gain Administrator access to a catalog the catalog must be
closed from the Portfolio Server application and opened in the
Portfolio 4.0 application (either on the server machine or via
filesharing).

» Theclient 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
requiresit.

» For more information on installing and using the client, refer to
the other sections of this Portfolio User Guide.



Tip

To hide the Toolbar, deselect
“Show Toolbars” (Mac OS) or
“Toolbar” (Windows) from the
View menu.

Tip

Saved Galleries 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.

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 cataloged.
A Catalog is therefore a collection of records that provides
information about the items contained in it.

When you view catalog itemsin Portfolio you are actually view-
ing the information contained in each item’ s record, such asthe
item thumbnail, description, and keywords. Y our window to these
recordsis called the Gallery. The Gallery isthe main window in
Portfolio, and a Gallery window is opened automatically each time
you open a catalog. There are three different Gallery views, alow-
ing you to display and view catalog recordsin avariety of ways.

A Toolbar at the top of the Gallery window gives you quick and
R —]E ) o

accessto
some of the more commonly used functions and optionsin

Portfolio. To learn more about the Toolbar, see page 32.

You can specify which catalog items you want to view in the
Gallery by using the Find function (page 34). You can view
all the catalog items at once, or locate items matching specified
criteria.

You can easily switch between Gallery views using buttons on
the Toolbar. The three Gallery views are: Thumbnail view [B8],
List view [, and Record view [&].

Each 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 65.

You can create multiple Galleries |E5| to display as many or as
few cataloged items as you wish, drag and drop items between
Gdlleries, and save Galleries by name for viewing at any time.
This allows you to have a large number of items in a catalog, yet
be able to limit the view to a small number of specific items.

There are a number of other things you can do with cataloged
items in the Gallery window. These procedures are summarized
on page 30, 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). @7 Showing 262 of 262 records

A Catalog Name: If more than one
Gallery window is opened in a partic-
ular catalog, a number (representing
the order in which the Gallery was
opened) is appended to the catalog
name [name.fdb -1 (Mac OS) or
name.fdb:1 (Windows)].

B Number of Items: Shows how many C [;Elntalji:;:l;iorporatl_. DSEr;an;:chGSrSaunpglcs,lnc. Dsygéarggsﬁsrsaupglcs,lnc.
items are displayed in the current (B00] 545- (B00] 255- (300) 255

Gallery window out of how many total wieey digitalztock. com v, dguza com wan, dgusa,. com

items in the Catalog.
C Thumbnail: Displays a thumbnail of @

each item selected for display in the
Gallery. You can change the size of 'I

P Sample Catalog.fdb

the displayed thumbnail from the Cus-
tomize dialog (ClickCustomize ).

D Item Fields: Lists information about
the item. You determine what fields Dynamic Graphics, Inc.  Dynamic Graphics, Inc.  Dynamic Graphics, Ine.

are displayed here by selecting them (800) 2558300 (800) 255-8300 (B00) 255-8400
in the Thumbnails tab Of the V|eW > www.dgusa. com www.dgusa.com AL dgusa.com ;I
Customize dialog.

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.

————— sample Catalogflb —————-FB18

GF | | |.|:I.n§|ﬂ|,©|ij

Filename:  ACTODS4.jpg

A Catalog Name

iiil] »

B TOOlbar: GiVeS qUiCk and eaSy access ::;I:'ords_ TE:ZLB:UTWM‘U Sample Files Digital Stock IMAGES :ACTOOS4 jpg
. N -9
to major catalog commands. @ golf
o o IMAGES
C Thumbnail: Displays a thumbnail view leisure
of the selected catalog item. o e
Deseription :[Goifer in a sand trap. Green grass and some trees in the background.

D Record with Information Fields: Lists EiackTit.

information about the item. You deter- @
mine what information is displayed
here by selecting it in the Record tab
of the View >Customize dialog.

Filename:  ACT2001.jpg

Path: Sunzet Portfolio Sample Files Digital Stock :IMAGES ACT2001 .jpg
Keywords: [ac72001 jpg

IMAGES

outdaor

People

ki

E Number of Items: Shows how many
items are displayed in the current
Gallery window out of how many total
items in the Catalog.

Description:

BIKl

@ TEZofzez 4]
F Field Name: Specify show or hide
Field Names from the Record tab of
the View >Customize dialog. e
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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. (] sample Catalog.fdb HE
' [ ] B8 T
A Catalog Name: If more than one @ D% |7 = 2R % B
Gallery window is opened in a particu- @ Filename Fik Size Last Modified File Type Mac Yolume |~
lar catalog, a number (representing SPEOD12.jpg 2K /9797 110304 M JPEG Sunset
the order in which the Gallery was ® LRSI‘;UDUDS;J}JQ ;E 7411497 155 jggg gunse: =
. .jpa i unze
opened) is appended to the catalog WSPODAT.jps ox o Suneet
name [name.fdb -1 (Mac OS) or 01_DGEPS [ : EFSF Sunzet
name.fdb:1 (Windows)]. 0Z_DG EPS 1K T/T/9T 936 27 AM EFSF Sunset
B Toolbar: Gi ick and 03_DGEFS 1K TTI9T 9FE 2T AM EFSF Sunzet
oolbar. Gives quick and easy access 04_DG EPS 1K |7/7/97 93629 M EPSF Sunset
to major catalog commands. 05_DG EPS 1K 7/7/97 93633 AM EFSF Sunzet
. . 06 _DiE.TIF -1 FIT49T 936 56 AM TIFF Sunzet
C Column Names' Click the name to 07 _DGEPS 1K TITIGT 92659 AM EFSF Sunzet
sort the “‘3'[‘ by Inde)‘<ed fields. Drag a 05_DG.TIF 6K |T/7/97 93659 AM TIFF Sunset ||
column divider to widen or narrow a 09_DGEFS 1K 77497 9F7 48 AM EPSF Sunset -
column. @ Z6zofzez | 4[] »
e . 03_DG.EPS 1 Fillar
D Item List: DISp|§¥S cplumns of infor- P =0 —
mation as specified in View > Pedestal 1
H Fillar 1
Customize. G e 1
E Number of ltems: Shows how many !I
items are displayed in the current | |
Gallery window out of how many total
items in the Catalog. Thuribnail Keywords Dezcription |—///
:
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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Working with Items in the Gallery window

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. The default is the order in which the items were
added to the catalog; catalogs can only be sorted on indexed fields. (See
page 38.) Galleries revert to the order cataloged after each search.

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 Shift (Win-
dows) while clicking the item. To select a contiguous range of items, press
Shift (Mac OS) or Ctrl (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 Item menu.

Display an item’s properties

Select the item, then choose “Iltem Properties...” from the Iltem 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 Item menu.

Edit an item’s keyword list

Select the item, then choose “ltem Properties...” from the ltem menu
and edit the keywords in the Keywords tab.

Edit multiple items’keyword list

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

Add items to a Catalog*

From the Finder [Explorer], 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 79).

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 to cut cataloged items from one Gallery

and paste them in 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 42.

* Requires Publisher or higher level access to the open catalog.
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P Sample Catalog fdb
Showing 4 of 262 records

H. Ammstrong Roberts H. &rmstrong Foberts
(800) 786-6300 (800) 786-6300

PhotoSphere Images ...
(800) BE5-1496
wien photogphere.com

Thurnbiail iew
List Wiew
Record Yisiy

Dusstoimize

Keyinard P_ﬁ]attq.
Sart.

Image Club Graphics
(800) 661-3410
v imageciub. com

b

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 a 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).

=1 E3

|»

Sample Catalog.fdb

H. érmstrong Roberts H. érmstrong Roberts Irmage Club Graphics

(200) T26-6300 (200) T26-6300 (2007 661-9410
Help
Preview Original... #B
Edit Original... M
Cut *®X
Paste Y

Item Properties... 3|

FhotoSphere Images Ltd.
(500) E65-1496

S

4 of 262 [4] [»

Gallery contextual menu: To access the contextual
menu for a Gallery, Control-click (Mac OS) or Right-
click (Windows) anywhere in the unused area of a
Gallery window (Mac OS: You 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.

Preview contextual menu: To access the contextual
menu for an item when the Preview window is active,
Controal-click (Mac OS) 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 Toolbar is a tear-off menu, and the last ten
QuickFinds are listed on the QuickFind drop-down menu.

The Toolbar

A

B

C

New Catalog: Click to open a new
catalog.

Open: Click to locate and open an
existing catalog.

Connect to Server: 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 window.

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) ? ? CT' 00RO
R - e EE )

Windows Toolbar

O
W
G
%
=9
‘6
o
01

L
pal

space
fun

peopls

L Thumbnail View: Click to change to Thumbnail view.
M List View: Click to change to List view.
N Record View: Click to change to Record view.

O 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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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 99,
for information on maintaining 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.

O ::: Master Keywords i

|

pedal

Fedestal

peeling

pen

penalty

Fencil

Feople

people children
people crowd

people men & womnen

1»

A Jui]

Cnly

Searching the Catalog Using Keywords

A keyword is aword 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 65) 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 H =]
Shawing 262 of 262 recards
Filename File Size Last Modified | File Type Mac Volume -
ACTO0S4. jpg Extensis
ACT2001.jpa 1541K 797 JPEG Extensis
ALT20349.jpg 2293K 779497 JPEG Extensis
ANIO00S.ipg 4378K 711497 JPEG Extensis
ANTO00B.pg 3196K 711497 JPEG Extensis
BABOO4E, jpg 2925K 711497 JPEG Extensis
BACOO3E. jpg 3588K 779497 JPEG Extensis
BLS3004.jpg 1635K 779497 JPEG Extensis
CHADD37.ipg 25E6K. 779497 JPEG Extensis =
- ltem Details
Thumbnail: Keywords: Drescription:
& ACTO0R jpg 1 Giolfet in sand trap. Grass and - |
18 golf 2 trees. Backlit
| IMAGES il
leisure ]
Man 42
outdaor |
People 90 ﬂ

The number to the right of the keyword indicates how many other
itemsin the catalog have that keyword assigned. From the List
and Record View you can have Portfolio locate and display al 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.

Y ou can also search for keywords using the QuickFind field on the
Toolbar at the top of the Gallery (Mac OS) or Portfolio (Windows)
window (see page 36).

Sear ching from the Master KeywordsList

If you create alist of Master Keywords for your catalog

(page 136) you can find multiple items with specific keyword(s)
assigned to them using the Master Keywords Palette.

To open the palette, choose View > Master Keywords Palette or
press Command+K (Mac OS) or choose View > Keywords or
press 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.
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Searching the Catalog Using Find Options

Catalog
Fird... Ctrl+F
Fird All Ctrl+'
Replace... Clrl+Shift+H
Add Items. Cirl+E
Update Items Ctrl+LI
Delete Items....
Cataloging Options...  Crrl+l
LCatalog Properties...  Chrl+Shift+)
Mizzing Files. .. Ctrl+Shift+hd
Adminigtration. .. Ctrl+H
Slideshow. .. Chrl+5
Slideshow Qptions...  Ctil+Shift+5
Access. . Clrl+Shift+E

You can search for catalog items by examining the items in any
of the Gallery views, or you can speed your search using
Portfolio’s Find function. You can search any field, including
Custom fields (page 35) and keywords. Creating and adding
keywords is discussed in detail on pages 99 through 106.

You will probably find that you will use different search strate-
gies 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 genera idea of what
you're looking for, you might want to look only at items related
to a particular subject or concept, or of a particular file type.

 If you'rein the final stages of ajob, you probably know exact-
ly 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.
* Choose“Find” from the Catalog menu.
* PressCommand+F (Mac OS) or Ctrl+F (Windows).

To display the entire contents of a catalog:

e Choose“Find All” from the Catalog menu.

—or—

e Open the Find window and click the “Find All” button.
—or—

* PressCommand+' (Mac OS) or Ctrl+' (Windows).



The Find Window

Enter a single search description for a
simple search, or choose “More
Choices” to perform a complex search.
To display the found items in a new
Gallery window, rather than replacing
the contents of the window with the
found items, click “Display results in
new gallery.”

A Find in gallery: Searches the items
in the current Gallery only. Allows
you to perform multiple searches to
narrow the field.

B Saved Finds Pop-up: Specify and
select search criteria for later use.
See “Saving Finds” on page 39.

C Search Field: Select the search
criteria.

D Search Options: Select an option to
focus the search criteria.

E Search Word or Phrase: Type a
value to search for.

F More Choices: Click "More
Choices..." to display the expanded
window. Up to five criteria fields can
be used.

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

H Find All: Click to find and display all
items in the Catalog.

| Find: Click to start the search.

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

K Fewer Choices:Click here to elimi-
nate search criteria line by line and
reduce the Find window.

Notes:1) Find searches both fields
(Title and URL) of a URL Custom Field.
2) Portfolio searches for values in the
Height and Width fields in pixels;con-
vert other units of measure to pixels
prior to entering values in these fields.

* Default
JPEGS of People

Save

Save s,
Save as Default
Edit List. ..

? ©

©

0 =—————"Find - Sample Catplogfdb ———§&

aved Finds : |_Default x I

[ Keywords

i] [ starts with i] |

Find in gallery

More Choices I

|_—_| Display results in new gallery

[ Fnaan | [ Fe

) ©

Find - Sample Catalog.fdb

Saved Finds: | Default =

[H) o

| Keywords

ﬂ | matches

ﬂ people

| Or j | Filenarne

j | starts with

=l |PED

|And ﬂ |E3I0r Mode

™ Find in Gallepy v
More Choices | Fewer Choices |

ﬂ | matches

ﬂ CHYE <z

Findadl [ Find |

(C)

Extension Win
Short Filename 'win
Description

Yolume

Created

Last Modified
Cataloged

I»

File Size:
Keywords

File Type Mac
Creator Mac
Zone Mac
Phone Mumber
Wendar
‘website —
Thurmbnail Size

Calor Mode
- . . -

exists
|does not exist

does not match

greater than or equal
greater than

less than or equal
less than
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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.

N cr— )|
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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.

2. Usethe 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 37 for a description of the attributes you can
usein your search.

0 =——Find - Sample Catalogflb =———H
| [ Keywords 2] [starts with B | |

[ Find in gallery ] Display results in new gallery

l Find A1 ] ” Find ]l

Found items are displayed in the Gallery window, replac-
ing the items there. You can elect to have the found items
displayed 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 by keyword using the
QuickFind field on the Toolbar.

Tofind itemsin a catalog using QuickFind:

1. Typein thekeyword that you want to sear ch 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
combo box.

2. PressReturn or Enter.

This initiates the search. Find searches both fields (Title
and URL) of a URL Custom Field.

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 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 item 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 items

Last Modified

The date of the item’s last modification

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: none (never empty in Portfolio version 4 cata-
logs; empty when version 3 catalogs are converted to version 4, until
thumbnails are regenerated by updating the items), 32 (icon), 112, 256

Volume*

The physical drive or disk on which the item resides

Custom Fields

Any custom fields that have been created for the current catalog

*These fields are indexed for faster searching. For more information on indexed fields, see page 38.
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Streamlining Sear ches

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).

¢ Customize the default search displayed when you open the Find
diaog.

Indexed Fields

Indexed fields are fields that are included in a special Portfolio
look-up table, to speed searching. While indexing speeds searching,
it adds to the overall size of a catalog, so not all fields are indexed.
Fields that are indexed are indicated by an asterisk (*) in the table
on page 37.

Indexed fields appear in bold in the search criteria pop-up menu
(item (C) on page 35). Custom fields can beindexed, if you select
this option when the field is created (see pages 140 through 146).
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 alarge number of items that
match your search criteria.

» Searching using “contains’ or “ends with” is sower when the
catalogislarge.

* You can only search on single-value indexed fields.

You can also sort the Gallery window on any indexed field (such
as Catalog order, File Name, File Type, Creation date, Custom
Fields that are indexed, etc.) See page 41.

Date/Time Fields

Times are aways assumed when searching fields of the type
“Date/Time,” even if atimeis not entered, and when the “ Display
Time” option for thefield isdisabled. That is, if atime value was
entered into the field (either by extraction from the sourcefile
when the item was catal oged or by entering atimein 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 “5/20/98" will not find arecord which contains
“5/20/98 3:00 pm” because the request is interpreted as “5/20/98
12:00:00.” Thisistrue even if thetimeis not being displayed.



Tip

Saving Finds requires Publisher
or higher level access to the open
catalog. See page 133.

® [Default
JFEGS of Feople

Sawve

Save as Default
Edit List...

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 click the icon button on the Toolbar.

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

2. Choose“SaveAs...” from the Saved Finds pop-up
menu.

3. Typeanamefor the new definition in the “ Find Name”
dialog box that appears.

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

Portfolio stores the search definition you just created in the
catalog.

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.

0 =—————=Find - Sample Catalogfib ="="——8H
Saved Finds : [T
JPEGS of People
Save [ matches ij Ipeop'le I‘
Save As...
=t Drefault
|:| Find in gall] E:i\;eL?sst...e = ts in new gallery
T ) e

2. Choose“ Save as Default” from the Saved Finds pop-up.
You can change the Default Find as often as you want.
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Editing Saved Finds

You can change the search parameters of your Saved Finds,
rename them, duplicate, or delete them. You cannot rename or
delete the Default Find.

To change the attributes of a Saved Find:
1. Choose the Find you want to change from the Saved
Finds pop-up menu.

2. Modify the sear ch criteria and choose “ Save” from the
Saved Finds pop-up menu.

The new search criteria are applied to the Saved Find.

To Rename, Duplicate, or Delete a Saved Find:
1. Choose“Edit List...” from the Saved Finds pop-up
menu in the Find window.
The “Saved Finds’ dialog box appears.

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

List Saved Finds

Ok

Cancel

Rename...
Duplicate. ..

Delete

B e B

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

4. Click “OK” toreturn tothe Find window.
The changes are made to the Saved Find.
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Master Keyvwords Palette #K

v 5Show Toolbars

v Thumbnails ®T
List *®L
Record ¥R
Customize... D

by Cataloged
by Filename
by File Type Mac
by BExtension Win

by Other...

Refresh U

Tip

To sort indexed items in List View,
click in the title bar of the indexed
field column. An arrow will appear
next to the name, indicating
ascending or descending order.
Mac OS: Click for ascending order;
Option+ click for descending order.
Windows: Click to toggle sort
order.

Tip

To maintain the new order, save
the items in a Saved Gallery (see
page 48).

Sorting and Reordering Gallery Items

You can sort on any indexed field (page 38) in the catalog such as
File Name, including Custom fields that you have elected to
index. You use the “View by” options from the View menu to
quickly sort items in the active Gallery.

To Sort the active Gallery:

1. Chooseasort “by” option from the View menu.

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.

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

View By Other E3

Indered Fields:

[ataloged

Color Mode
Created

Extenzion Win

File Type Mac
Filzharne

Height

Horizontal Resolution
Wendor

Wertical Fesalution
Walurne

‘Width

@ Ascending ™ Descending

ar. I Cancel |

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: Changesto the Gallery view, such as adding itemsto
the Gallery, may undo these changes (see sidebar Tip).
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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 QuarkX Press X Tensions 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 itemsinto a Drag and Drop
awar e application:

1. Inthe Catalog Gallery window, select theitem(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’sfile type,
the item will be placed in the application.

1. Double-click theitem to open the Item Preview window
(page 52).
2. Mac OS: Usethe crosshair cursor to select an areato

copy, or choose“ Select All” from the Edit menu
(Command+A) to select the entireimage.

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 adocument 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 53) 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).



Tip

Creating new Galleries, then
finding, rearranging, and deleting
the items in them, and moving and
copying items between Galleries,
gives you great flexibility in
displaying your cataloged items.
You can save any number of
Gallery Views (see page 48), so
that you don’t have to re-create
Galleries of items that you view
frequently. To save Galleries you
must have Publisher or higher
level access to the catalog.

Opening a New Gallery

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

Note: You can haveitemsfroma* Find” request displayed in a
new Gallery by clicking the “ Display results in new Gallery”
checkbox on the Find dialog (page 36).

To move and copy items between Galleries, and to delete items
from them, see below and page 45. To copy or move items
between Catal ogs, see page 46.

To open a New Gallery window:

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

An empty Gallery will open in Thumbnail view.

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 46. For information
on creating new catalogs or adding items to catal ogs, see pages
76 and 78.

To Copy items between Galleriesin the same Catalog:

1. Open a Saved Gallery, or createanew 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. From theoriginating Gallery, select theitem(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).



3. Drag and drop theitemsinto the target 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)].

3a. 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.

To Move items from one Gallery to another:

1. Open a Saved Gallery, or createanew 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 clicking it,
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 45).



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 alows 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 47.

To Deleteitemsfrom a Gallery:
1. From the Gallery window, select theitem(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.
2a. Choose “ Delete from Gallery,” then click “OK "

Confirm Delete E

Presz OF. to delete the zelected item. 0k, |
= Delete From Catalog and Galleny

The selected item(s) will be deleted from the Gallery
window, but not from the catalog.
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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). See page 78.

You can use Portfolio to delete an
item’s source file, see page 58.

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 fieldstoiit.

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
theitem(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)].

3a. Activate the receiving Gallery window by clicking it,
then choose Edit > Paste [Command+V (Mac OS) or
Ctrl+V (Windows)].

The items and all 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 catal og—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 Items command
discussed here, but if a number of
items are involved it may be easier
to use the Missing Items command
(see page 85).

Find... *F
Find All £
Replace... SCHR
Add Items... 3EE
Lpdate Items Al

Delete Items...

Cataloging Options... A
Catalog Properties.. “CH)

Missing Files... oM
Administration... #H
Slideshow S
Slideshow Options.. TC3ES
ArCcess.. SR

Tip

To avoid being warned each time
you delete items, deselect this
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 132) 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 theitem(s) that you want
to delete.
2. Choose“Deleteltems’ 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 Catalog.

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

You will be asked to verify the deletion.

i 'j 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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Saving Gallery Windows

Tip
_ _ i _ Once a Gallery window contains the items you want, you can
NN (ERlEES (EUIES PUlalEiEr save the window for future use. For example, you may want to
or higher level access to the open . . .
catalog. See page 133. create a Gallery of itemsto show.to prospective clients. (You can
even present your Gallery as a Slideshow—see page 74.)

Saved Galleries are static. That is, they are not updated when
you display the Gallery and then modify it in any way—such as
adding, rearranging, or deleting items. The Gallery must be re-
saved in order to preserve changes.

Deleted Itemsin Saved Galleries

If itemsin a Saved Gallery window are deleted from the Catalog,
the items will still be displayed when the Saved Gallery is
opened. The thumbnail 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 Savea Gallery:

1. Make surethe Gallery window contains all the items
you want (to also customize the view, see page 65).

You can use Find to change the contents of the current
Gallery window, or to create a new window (see page 35),
or you can copy or drag and drop items from other cata-
logs, other Galleries, or even add new items.

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

Window 3. Choose“ Save Gallery...” from the Window menu, or
Bl Chi+G press Command+Option+A (Mac OS) or Ctrl+Shift+A
List Galleriss... Chil+Shift+G (Windows).

Save Gallen... Chrl+S hift+a,
LCazcade =———— Save Gallery
Tile Horizontally
Tile Wertically Marne : [Exctensis |
Cloze Al
v 1 Sample Catalog fdb Cancel I

The “Save Gallery” dialog box appears.



4. Type a namefor the Gallery window and click “OK”
The Gallery window is saved for later use.

Note: The name you specify for the Gallery does not
appear at the top of the Gallery window. Instead, each
Gallery for a catalog is numbered in the order in which it
was created, and that number appears in the window’ s title
bar with the Catalog name.

To Open a saved Gallery:

1. Choosethe desired Gallery from the Saved Galleries
- pop-up menu in the toolbar.

Lefault

extensis

q=q1
52

1. Choose“List Galleries...” from the Window menu
[Command+Option+G (Mac OS) or Ctrl+Shift+G

Window
New Gallery x0G

List Galleries... (Windows)].
Save Gallery.. TCHA B C
sample Catalogfdb %1 The “ Saved Galleries’ dialog box appears.
¥ Sample Catalog.fdb - 2 %2 2. From thelist, select the Gallery you want to open, then

click “Open,” or double-click a name on thelist.
The Gallery window you selected opens.
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To Edit a Saved Gallery:

1. ChooseList Galleries... from the Window menu, 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.

Saved Galleries

|Default Dione

fukn]l Open
ade —

Rename. ..

g,

Delete

3. Click “Rename...” torenamethe selected Gallery, or
click “Delete” toremovethe Saved Gallery from the
catalog.

4. Click “Done” to closethe Saved Galleries dialog box.



Tip

If you have a catalog with many
items in it, saving a Default Gallery
with just a few records (or none)
will allow the catalog to open more
quickly. You can save other Gal -
leries with your selected items, and
open those after the catalog is
open.

Default Galleries

You can set up your catalog so that a specific galery is displayed
when the catalog isinitially opened. Thisis known as the Default
Gallery.

If you do not specify a Default Gallery of items, each time the
catalog is opened it will automatically create a Gallery in
Thumbnail view and display all of the itemsin the catalog.

To create a Default Gallery:

1. Make surethe Gallery window contains all the items
you want (to also customize the view, see page 65).

You can use Find to change the contents of the current
Gallery window, or to create a new window (see page 35),
or you can copy or drag and drop items from other cata-
logs, other Galleries, or even add new items.

You can also open a Saved Gallery that you created earlier
and make it the Default Gallery.

2. Choose “ Save Gallery...” from the Window menu, or
press Command+Option+A (Mac OS) Ctrl+Shift+A
(Windows).

The “Save Gallery” dialog box appears.

3. Type “ Default” in the Save Gallery dialog box, then
click “OK.”

Save Gallery

Mame: ID efaulﬂ

The saved Gallery becomes the Default Gallery.
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Please insert the disk:
.+ Brtensis
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i
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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 item in
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 53 through 55.

Note: Some file types cannot be previewed. If Portfolio is unable
to preview afile 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.

Before displaying an item in the Preview window, Portfolio must
be able to locate the item’s source file—that is, the original file
from which the catalog entry was made. If the source file cannot
be found (because the disk is not mounted or the file has been
moved or renamed), Portfolio will prompt you to insert the miss-
ing 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 takes advantage of Apple's QuickTime 3.0 capabilities
for previewing many multimedia formats, if QuickTime 3.0 is
instaled. QuickTime 3.0 installers for both Mac OS and Windows
are available on the Extensis CD.



Item Preview—Still Images (Pictures)

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 Original Image: Scaled to 100% or to
Fit to Screen.

B File Name: Displays the file name of

the original image file.

C Image resolution: Displays image res-
olution in dpi. (Not available for all file
types.)

Current Magnification:Displays cur-
rent magnification. Use the Zoom
tools and key commands from the
View menu to examine the image.

Image size (not available for all file
types): Size is displayed in measure -
ment type indicated in Edit >Prefer-
ences. Options are: inches,
centimeters, millimeters, pixels.

1 770

O=—————kna—————— [~

432 % E 72 DP| Fit to wiew

F Contextual Menu: Control+click (Mac :'te"’ —
. . . . em Properties...
QS) nght—cllck (Wmdows)‘ln the Pre- o 0rigi':1al... ey
view windows to access this pop-up. = _
'oom In =
G Partial image selection area (Mac LD -

K . Actual size ® |
0S): Select an area of the image to Fit To Window [
examine or copy.

H Preview window cursor (Mac OS):
Crosshair cursor helps you select an
area.
To... Procedure

Select a portion of the image

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

Select the whole image

Windows: Entire image is automatically selected.
Mac OS: Choose Edit > Select All (Command+A).

Increase both magnification and window size

Choose Item > Zoom In [Command+“+" (Mac OS) or Ctrl+“+"
(Windows)]

Decrease both magnification and window size

Choose Item > Zoom Out [Command+“-" (Mac OS) or Ctrl+“-"
(Windows)]

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

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

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
[Ctrl+A)), then choose Edit > Copy (Command-C [Ctrl+C]).

View the item’s properties

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

A movie item appears in the Preview
window at its actual size with a standard Q
QuickTime control bar that lets you start,
stop, and step through the movie; select
frames; and control the volume. You

cannot resize a movie preview. O= Casablanca Fin =g
A Duration:Displays movie duration. GE 0400

B File Name:Movie file name.

C Movie window:Displays the movie. @

D Play/Stop button: Press to start or

stop the movie.

E Volume control (if movie has sound):
Increase or decrease volume.

F Options menu: Select Looping and @
playback options. @
G Control bar: Shows movie progres- Settings ~| 7|:
sion. Drag to start movie at specified 7
location.
H Step buttons: Allows you to step DS D
through the movie frame by frame. e* F::: S::ectainon 00:19 @ @
Gio To 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.
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 ltem menu.
View the movie's properties Choose "ltem Properties..." from the Item menu.




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. = peocy] —
@ 165:13:29
C y;lltjjgg control:Increase or decrease © @ =——]u[n]
. . Settings ]
D Options menu: Select Looping and = Z

playback options.

E Play/Stop: Press to start or stop the e itoita
Loop Back and Forth

movie. @7 Flay Selection Only

F Control bar: Shows sound progres-
sion. Drag to start sound at specified
location.

6 6 ©

Go To Poster Frame

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

All of the procedures in the table on
page 54 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.

. . " T
A File Name: 3D image file name. Red Chair.3dmf

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 it || @
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 ¥iew O @ @ e
The cursor will change to the grabber Back View
hand and a rotation circle will outline Left View
the image. Right View
Top Yiew
Bottom View
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Item

Item Properties...

Edit Keywords... EY
Preview Original.. ¥B
Edit Original... M
Rotate Thumbnail »
Copy Original... ¥#C
Move Original... xY
Delete Original.. #®X
Find Original 3EF
Rename Original... ¥N
Zoom In =
foom OQut 3=
Actual Size *®°
Fit To Window

Viewing Item Properties

You can view al the information available about an individua
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 also edit the item’ s keywords,
description, and Custom Fields from the Item Properties dialog.
For additional information on the three tabs of the Item Properties
dialog, see page 56.

General | Ke_l,lwordsl Fields I
M ame: FHOO4.JPG
File Size: 24K, File Type: JPG

Location: Magic work\Portfolio 4.0%~Gallery Images

Modify Date: 9/14,/95 6:25:03 A Catalog D ate: 6/20/98 12:02:08 P
Create Date: 9/14/95 6:25:00 A Update D ate: 7/10/98 4:21:45 P

Description:

Beautiful white bird i the grass against a dark background] ;I

oK I Cancel Al | Help |

Toview Item Properties:
e Select theitem, then choose “Item Properties..” from
the Item 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
onetime.



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 sour cefile:

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

2. Choose“Edit Original...” from theltem 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. If 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
filefor editing.

3. Makethe changesyou want, save thefile, 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.

58

To Copy a sourcefile:

1.

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

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

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

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 sour cefile:

1. Inthe 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. Inthefiledirectory 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.

Note: “ Move Original..” movesthe sourcefile fromits
current location to the one you specify. If the sourcefileis
locked, “ Move Original..” does not move thefile, but
makes a copy of it in the new location.

Portfolio automatically updates the catalog after you move
afile.

To Delete a sour cefile:

. Select theitem in the Gallery window.

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

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



1.

2.

To Find a sour cefile:

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

Choose Choose Item > Find Original... [Command+
Option+F (Mac OS) or Ctrl+Shift+F (Windows)].

[} % B
g - | G2 Digital Stock
& Portfolio Sample Files
= Extensis I
B8 acTO0&4 jpg Fr, JuT 1T, 1997, 1:42 PM |« |
%] 4CTZ001 jpg wed, Jul 9, 1997, 10:57 &M [=
T ACT2039.5p Wed, Jul 9, 1997, 10:57 &M
% J4NI0005 jpgl Fri, Jul 11, 1997, 1:42 PM
B anT0008 jpg Fri,Jul 11, 1997, 1:43 PM
PRl B4B0045 jpg Fri, Jul 11, 1997, 1:43 PM
%] BACOOZE jpg Wed, Jul 9, 1997, 10:55 4M
%] BUS3004 i Wed, Jul 9, 1997, 10:58 4M ||
4 [ [»] 2

Rename Original

Marme I Seals.JPG

I Cancel ]

The source file will be located and highlighted. Mac OS:;
If you select more than one item, Portfolio will open a
window for each folder containing found items, and
highlight all the found source files.

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.

@ Partfolic
it least one of the zelected files wasn’t found.

To Rename a sour cefile:

. Select theitem in the Gallery window.
. Choose Item > Rename Original... [Command+

Option+N (Mac OS) or Ctrl+Shift+N (Windows)].

Click “Cancel” if you change your mind or “OK” to
confirm that you want to renamethefile.
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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 101). For
additional information on Catalog Properties, see page 60.

General | Statisticsl General  Statistics |
Catalog Mame:  Sample Catalog.fdb Catalog Keywords Count Yolumes Count
Paszsword Set By: Tie 2 ;I Extensiz CO 262
tied up 1
Language: English tigers y
File Size: 2848k, tiles 2
tirie 10
Create D ate: June 17,1998 Tatal ltems: 262 time expired q 1
Madity Date: July 27,1938 Total Kepwords. 2264 together & =l
Path: IF:\Appl\cations\Portloho 4 Save Kepwards to File |
Ok I Cancel | el Help oK Cancel | Lepli | Help |
To view Catalog Properties:
Catalog » Choose Catalog > Catalog Properties...
Find... #F
) — Oor —
Find All "
Replace... “CHR e PressCommand+Option+J (Mac OS) or Ctrl+Shift+J
Add Items... %E (Windows).
LUpdate Items U

The Catalog Properties for the active catalog will be dis-
played. To view information for another catalog, open it

Delete Items...

Cataloging Options... #]

Catalog Properties... and make it the active window. You can have up to ten
Missing Files... “CEEM “Catalog Properties’ dialog boxes open at one time.
Administration... #H

Slideshow *S . i

Slideshow Options... “CS To view all the Keywordsin the Catalog: Open the Catalog
J— “C%B Properties dialog (Catalog > Catalog Properties), select the

“Statistics tab, then click the to be able to speak with your cus-
tomer service and have not “Calculate” (Mac OS) or “Calculate
Now” (Windows) button. Portfolio will list each keyword and
indicate how many catal oged items have each keyword assigned.
Calculating the number of keyworded items may take some time
to complete.
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These settings

View Defaults

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 62 for descriptions of each User Preference.

Where Prefereces 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 machine. These settings apply to all cata-
logs opened on that machine. Catalog preferences are “ catalog
based” and are stored in the catalog. Catalog preferences apply to
just one catalog, and are shared by all users of the catalog. The
table below shows each Preference setting and where it is stored.

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

Accessed in this location

View > Customize: Save Defaults

Are stored in

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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Preference

Confirm Delete from Catalog

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).

Preferences [ x|

W iConfirm Delete From Catalog
W Show Options Dialog on 4dd/Update
W tutoplap Movies and Sounds

™ Show Welcome Dialog at Startup
W QuickFind Dpens New Gallery
¥ Fit Preview Images to ‘Window

Default open mode: IF'uinsher j

Image Dimensions: IPiHels 'I

Ok I Canicel |

The “User Preferences’ dialog box is displayed.
2. Select the desired options.
3. Click “OK.”

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.

QuickFind Opens New Gallery

When selected, QuickFind (page 36) will display found items in a
new Gallery window.

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.

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.

Default Open Mode

Select the access level with which Portfolio will open the catalog:
Reader, Editor, Publisher, or Administrator (see pages 132-133).

Image Dimensions

Select the unit of measure for displaying image dimensions. Applies to
displays in the Gallery and Preview windows.
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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 aclient,
for example, or to evaluate items for possible use in a document.

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, background
colors, and the like.

When the Gallery is set up, select “Print.” To print a single full-
size image, print from a Preview window.

* If the active window is a Preview window, you see a standard
“Print” dialog box that contains no specia options for
Portfolio.

« If the active window is a Gallery window, the print dialog box
includes the options described in the table on page 64.
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Printer: [ PrintMaster 5SMP w | Destination:

- [ Portfolio™ 4.0 -]

[ Header || |
[ Footer | |

[ Number Pages
Number pages from: I:I

Print Using: @ Actual Images ) Thumbnails in catalog

Quality: @ Best {(slowest)
() Better
() Good {fastest)

cancel | [ Print ||
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Print

Frinter
Mame: IEF’SDN Stylus COLOR 800 j Setup...
Status: Ready
Type: EPSON Stylus COLOR 200
Where:  LPT1
Comment; ™ Print to file
Print rangs Copi
1Al ’VNumher of copies: 1 3:

" Pages from: |1 ta:ll

Header: ¥ Print Page Numbers
Eoater. Starting Page Number: (1

Frintusing: ¢ Actuallmages  © Thumbnais in catalog

Cuiality: 1 Best[slowest]
£ feiter
& Gond (fastest) Carcel |

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. It'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.”

Gallery Window Printing Options

Print Option

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”.

Print Using.... Actual Images 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.
Thumbnails in Catalog Always prints from the thumbnail images available in the catalog.
Quality Best Provides the highest-quality output but the slowest print times.
Better Provides medium-quality output at moderate print times.
Good Provides the lowest-quality output but the fastest print times.




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 67) 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 66.
3. If you are going to modify any of the other Gallery
views, click “Apply” to apply the selections to 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 window background color in List view.

Background Color

Sets the color of the text 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 Flle 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 67). 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.
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Customize Gallery Views—Thumbnail, t, Record

You can customize each of the three
Gallery views (Thumbnail, List, and
Record) using the following options.

A Thumbnails tab: Selections apply to TR T
Gallery window Thumbnail view. % LB EELE7
B Type: Select how the text will be dis- Thumbnails /7 List } 7 Record
played in the window. Options include Tupe i
Font Type, Size, and Style. Font: Helvetica : + Phane Nurnber = o
[ « ‘wWebsite
C Thumbnail:Select Thumbnail Size, (B size: + Deseription
Cataloged
Background Color, Text Color, and o — = Creater
; L e: ain B d
Space Between image thumbnails (in ! Eﬁteg_smn in
h ; ile Size
pixels). From the Border pop-up menu bl Filename
create and select thumbnail Borders. Size: 54 % 64 pixels z s Ksmerds., ”
Last Modified oY
D Apply: Click to apply the selections on EcLEg Rrgzaiiilis 2 Last Updated
the selected tab to the Gallery view (C/ Space Between (Pixels): File Type Mac
. . . Mae Zone
without closing the dialog. st @y | Path
. Short Filename Win
E Save as Defaults: Click to save the Text Color : ] Thumbnail Size I
settings on all tabs as the Default Volume
settings for that Gallery view.
F Restore Defaults: Click to revert set - Apply ] [Save as Defau1ts] [Restore DefauHsI [ 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.

| Information Fields Item: Click an item
to select it for viewing (checkmark

Customize Gallery

T e Thumbnails \ / List Y/ Record
indicates selected for viewing). Drag o
items up or down the list to position G o =  Filename =
. . . ~+ File Size
them in relation to other fields select-  Last Modified
ed for viewing @7 e [N < File Tupe Mao
. ~ Yolume
. . . Style: Bold =z Catsloged
J Information Fields: Displays the full Extension Win
. . . . Description
list of information fields that can be Kewwords
added to the Gallery view. B Wi
. e . Creator Mac
K List tab: S_lmllar select_lons as ) Customize Gallery
Thumbnails tab but without thumbnail List
options. Adds List Background and Baokq N0 MIGTETEIEN /METR  Record i
Text Color. Selections apply to Gallery Texct e _ = — = :
window List view. Fort: Denevs = < Path B 4
— « Keywords s 5
L Record tab: Similar selections as wer | | 5 R 3 2
Thumbnails tab, except that records styte: e 5
are listed in a scrolling vertical —— Exctension Yin 0D
window. :q:a:ﬁ;m 02
’ izl Horizental Resclution 13
M Display as List: Allows you to show i i3
records as a continuous list. Background Colbr-: I e e 18
N Show Field Names:Allows you to add Text Calor . e s
Field Names to the information fields. Shart Filkname fin = |20 |
. R [ Display ssList [ Show Field Names Thumbnail Size
Field Names are shown in bold. !
O Fields List pop-up menu (Mac OS) or [ Apply ] lSave sDerauus] [Restore Defaultsl [ Canel ] |[ oK ]|
Edit Dialog (Windows): Allows you to

specify the number of lines to be used
for displayed information in Keywords, @ m
Description, and Custom Fields that
allow multiple lines (see page 143).
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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 dialog.

All thumbnails in the Gallery window will be displayed with the
selected border. Using the Save Galleries feature (page 48) you
can set up special Galleries of items with borders, and others
without, or specify different borders for different Galleries.

0=—-——————————tordersfilb- I =—F———r——

=)= ] Bordersfdb -8 ——————

NMEEE R EE

ACTO024 jpg

ACTZ001jpg

ANIDOOS. jog

ANTOOOS. jpg

== A | — =) === P20

ACT2033.jpg

BABOD4E.Jpg

Tl »

Til] »

ACTZ001 jpg ACTZ035.jpg

ANIDOOS. Jpg

ANTOODE.jpg

EBABOO4E.1pg

Sof 9 T4T

Sl
Sl

ERE] [« »

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 71). 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.



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 List in the Customize Galleries
dialog (View >Customize: Thumbnail
tab or Record tab).

A Borders List:Displays a list of
Borders available in the catalog.

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).

D Delete: Deletes the currently
selected border.

E OK: Close the dialog box and save
any new or modified Borders.

F Cancel: Close the dialog box without
saving any changes.

G Border Name: Displays name of
border being edited. Enter name for
new border here.

H Thumbnail Size: Select size of
thumbnail border is being created for.

| Dimensions: Displays border size
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
71). The border that you paste is
displayed here.

K Transparency Pixel: Sets the color
map for the transparency (see
page 71).

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.

Borders

Fresentations
Mignette 05

Edit..

=
£
II i

Crelete..

Ok

Cancel I

Borders

r— Bordeir Name : IEHue Button

[~ Thumbnail Size: | 112 % 112 pixels

:]

140 5 140
140 % 140

Border Size:

179

| Actual Size:

Paste }

Clear Al

ces 6o
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To select a thumbnail 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
Thumbnails List Record
— Tupe
= + Mendor s
Faont: Genewva > + Phone Murnbet =
« Website —
Calor Mode
Created
Styte: o
e Extension 'Win
R Description
— Thurnbnail
sl File Size
Size: Filenarne
Fresentations Height
Eorder: Horizontal Resolution
Keywords
Space Between (P Last Modified
Last Updated
Backqground Calor: l:l Creator Mac
File Type Mac
Text Color: - Zane Mac |
Fath &7
[ Apply ] [Save as Defau]ts] [Restore Defau]ts] [ Cancel ] ” 0K ]l

4. Click “OK” to close the dialog and apply the border to

theitemsin the active Gallery.




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

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 available in 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. Paste the border—it will be pasted into the selected sze
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
“OK”

How BordersWork / Border Transparency

Border images are displayed behind the thumbnails. This means
that thumbnails and icons will always 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,
allowing the background to show through certain areas of the bor-
der design (see the Side Border example on page 72). Wherever
the transparency color appears in the border image, the back-
ground is allowed to show through. So you can designate areas of
the border 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
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Border Transparency

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.

Borders

Border Narme : Extensis Slide
Thambnzil Size: | 1123 112 piscels o
Border Size: 140 % 140

140 % 140

Actual Size:

Save

Caneel I

Paste I
Clear I
Clear. 411 I

(OXl>)

T Portiolio 4.0 ‘T

O Borders.fdb - 3

i

DleERr— B ERRE
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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 anywhere 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.
Thiswill be your designated transparency color.

O =frame.bmp @150% ®eE=H B

Center pixels
define -
transparency
color

1505 | 4] [tz

2. Color a4 x 4 pixel areain the center of the image with
the transparency color you selected in step 1.

You could color alarger areawith 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 thetransparency color, color in the areas that
you want to mask.

Everywhere on the Border image that the transparency
color appears will become transparent, alowing 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 istransparent or not.

4. Copy and paste the Border image into the Border Edit
dialog as outlined on page 71.

73



Tip

You can close the Slideshow con-
troller and use the following key-
board 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 slide 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 dlide 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 anitemistoo
big for the screen, it is automatically scaled down.) When running
a Slideshow, if an image is encountered that cannot be found or
displayed, the item is skipped.

You can also have the slide show run automatically (Catalog >
Administration... > Startup tab) when Portfolio is launched; in this
case the last-saved Slideshow Options are used.

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
Portfolio to scale the image up to fit
the display screen. In all cases, if the
image is too large, it will be scaled
down to fit.

C Continuous Loop:Allows you to set

tinuously.

D OK: Close the dialog box and save
the changes.

E Cancel: Close the dialog box without
making any changes.

auto-running slide shows to loop con-

Shideshow Options E3 |
~Contl I 5 )
™ Manual
@

o - (e 1
* Timed

— Digplay Size

(B ™ Actual Size
(ol '

(C v Continuous Loop
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Slideshow Options [ %]
Gl
I anual
& Timed
|4 Second Delay

— Digplay Size

¥ Continuous Loop

Controller
Manual Mode

Mini-controller
Timed Mode

To set up a Slideshow:

1.

2.

Choose Slideshow Options... from the Catalog menu or
press Command+Option+S (Mac OS) or Ctrl+Shift+S
(Windows).

Select the desired settings, then click “OK.”

To run a Slideshow:

1

Configure a Gallery window with theitems you would
liketo be displayed in the dlide show, and arrangethe
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 slide show.

Choose Slideshow from the Catalog menu, or press
Command+S (Mac OS) or Ctrl+S (Windows).

For manually run dlide shows, click the arrowson the
controller to move to the next [»] or previous [4] item.

Click thefirst/last ar rowsto moveto the beginning |E
or theend [»] of the show.

Slideshows begin automatically, but you can stop and
start the presentation (perhapsto elaborate or answer
questions) and restart using the pause button |E| on the
mini-controller.

If the Slideshow is not on “Continuous Loop” it will end
when the last item has been displayed.

To stop the dlideshow and return to the Gallery window,
pressthe 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 manual mode by clicking it's Close Box, then use the
keyboard commands to run the Slideshow.
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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
page 133).

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

@ Create a new Portfolio catalog

O Open an existing Portfolio catalog

oanesr J[_ocJ
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This chapter describes how to create and modify Portfolio
catalogs, including: adding items to a catal og; 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 153. 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 cataloging 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 catalog; to
add items to the catalog, see “Adding Catalog Items’ on page 78.

Note: You'll notice that the Portfolio catalogs you create are
automatically given a “ .fdb" filename extension, even on the
Macintosh. Thisisto 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. When the Welcome dialog
appears, select “Createa New

Portfolio Catalog," then click “OK ” Partfolio™ 4.0

To prevent the Welcome dialog from being displayed each
time you open a catal og, deselect this option in Edit >
Preferences.

1. Click “Cancel” at the Welcome dialog. When Portfolio
opens, select “New...” from the File menu, or click the
“New Catalog” button on the button bar, or press
Command+N (Mac OS) or Ctrl+N (Windows).



Tip

Portfolio automatically opens new
catalogs in Administrator mode.
Administrator mode gives you the
necessary permissions for modify-
ing catalog structure.

You cannot share a catalog when
it is in Administrator mode. Before
sharing the catalog, switch to Pub-
lishing mode or lower (Catalog >
Access). (See page 132.)

New... 3EN
Open... *0
Connectto Server.. "C#0
Close EW
Set Default Catalog
Export 3
Import 3
Recover... Y
Page 5etup... “SCHP
Print... #P
Quit #0Q

2. Specify a name and location for the new catalog, then

click “ Save.”

Mew Catalog [ 7]
Save in; I a Portfalio 4 j gl Ig E=
| Filters
[ Photos. fdb

Q Sample Catalog.fdb

File name: || Save

Save as type: IF'orthIiD Catalog Files [*fdb) ﬂ Cancel |

Portfolio creates the catalog and opens a blank Gallery
window.

3. Add itemsto the catalog as described in “ Adding
Catalog Items’ on page 78.

Specifying a Default Catalog

You can specify a Default Catalog that will be opened automati-
cally each time you start Portfolio.

To specify a Default catalog:

1. Open or create the catalog that you want to use asthe
Default.

2. Select “ Set Default Catalog” from the File menu.

A checkmark appears beside the menu command indicating
that a Default Catalog has been assigned. To deselect the
catalog, select “Set Default Catalog” again, or specify
another catalog as the default.
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Cataloging Options

General | Rules I Mappingsl File: Typesl Exclude Stlingsl

Modification Method: [4dd

Bath as Keywords:  [{=ENSENS

Thumbnail Guality: [ High

Thumbnall Size: | 2564256

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 cataloged 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
cataloging options before cataloging begins. (See page 86.)

Portfolio provides default Cataloging
Options that will serve most needs, so you
can quickly catalog items 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

Help

This controls the size of the thumbnail. 112 2 112 is the standard size, but will result in a
pixelated image when displayed at the largest size. 256 » 256 thumbnails display properly

at all gizes but take up more space.

Portfolio’s Edit > Preferences dialog. With
“Show Cataloging Options’ disabled,

Portfolio automatically applies the default
cataloging options (or the last-saved

o]

Cancel

Lpply Help | options if any were specified in Catalog >
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Cataloging Options) each time you add
items to the catalog.

When the Cataloging Options have been set, Portfolio begins
cataloging the items and displays a progress window so you can
track its progress.

Note: Snce Portfolio works with thumbnails and referencesto
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 81.



To Add itemsto an open catalog:

Note: You must have a catalog open, either a new, empty catalog
or an existing catal og, before you can add items. See page 76.

1. Dragand drop selected files, folders, or volumesinto

the open Gallery window.

0 =——=Photographsfilb "——r—= = Images |8

| q.l | 1 5 B0 9items, 16 MB availabl
DB% |%|=|Q|E| 1em . available =
b17

[<]

Tip

You can select multiple files from
the Open dialog by pressing Shift
(Macintosh) or Ctrl (Windows) as
you select additional items. Mac
OS: You must have Navigation
Services enabled. Windows:
System limitations prohibit select-
ing more than approximately 40
individual files at the same time
(more files can be selected if are
in folders).

1. Choose“Add Items...” from the Catalog menu, then

locate the files, folders, or volumes of items that you

want to add to the catalog.

Preview

(%) Bxtensis

) Extensis Order Form.pdf

) Mask Pro data sheet.pdf

~ eaie | |Frortiolio Box.PSD

TE CyberPress datasheet.pdf
fE] Intellihance datasheet.pdf

T PageTools data sheet.pdf
f) PhotaTools datasheet.pdf

Open “

B4 Show Preview

B4 Include Subfolders [

Select “Extensis”

To add...
A single file

Follow this procedure...

Locate and select the file you want to

add to the catalog, then click “Open.”

All files in a folder

Locate and select the folder or volume

or a volume you want to add. Click the select Folder
button.
All files and Locate and select the folder or

subfolders within
a folder or volume

select Folder button.

volume that you want to add, check the
“Include Subfolders” option. Click the
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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

Macintosh: Once the first
process has started you can drag
additional files, folders, or vol-
umes to a Portfolio Gallery to initi-
ate more cataloging processes
while the first completes. Portfolio
allows up to three cataloging
processes to be active simultane -
ously.
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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 ssimply allow Portfolio to use the
default options presented.

Cataloging Optlions

General | Rules I Mappingsl File Typesl Exclude Stringsl

Modfication Methad: [4dd and Update =l
Path az Keywords: |Fi|e and Faolder Name j

Thumbrail Quality: —[High [

Thumbnail Size:

Help
Thiz controls how source files are handled. Adding will create news records in the catalog
if a record does ot exist. Updating will update a record in the catalog if a matching
record already exists.

Ok I Cancel | Al | Help

Catal oging Options are discussed on page 86.

. 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
Examined: 98

Rernaining: 174

Updated: a
Added: 98
lgnoted : o
Errors: o

kz2552 JFG

File Location

Sunzet :Portfolio Sample Files:H Armstrong
Roberts :HAROODT :k=2552.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 Item Source Files”
starting on page 57.

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 catalog to reflect the changed
information. Y ou can update items individually, or update whole
folders and volumes at the same time. Y ou 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 catalog.

Two Waysto Update
There are two ways to initiate an update:

1. Using the “Add Items...” command (or by dragging and drop-
ping filesinto 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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— Status
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Remaining: 15
Updated: 2
Added : o
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Errors: o
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— File Location
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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 itemsin the

Gallery window, then choose Catalog > Update Itemsto 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 Catal oging 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 atogether 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 volumesthat you want to
have updated.

Refer to the chart on page 79 for instructions on specifying
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 86.

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 Iltems 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. Inthe Gallery window, select the itemsthat you want

updated. To update all the items, choose Edit > Select
All [Command+A (Mac OS) Ctrl+A (Windows)].

. Choose Catalog > Update Items... [Command+U

(Mac OS) Ctrl+U (Windows)].

. 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 EHE
Loak jr: IaTextures j gl IE

.&omehapsd ﬁ Carpet. pzd E Denim1. pzd ﬁ Footprtz. ps
Bark.psd ﬁ Caviar. pzd E Denimz. ped ﬁ Frstdglz. pz
Bliztpnt. pzd ﬁ Clouds. psd ﬁ Dagnscls].psd @ Frzrrain.ps
Brick.s. pad ﬁ Chdrblks. ped ﬁ Dagnscls2 psd @ Gauze. psc
Burlap. psd ﬁ Concrete. psd E Drvnznow. ped '@ Glassblk. p

Canvas.pad ﬁ Confetti.ped E Feathers. psd '@ Irshathr. ps
2
File name: I_isdel.exe Open I
Files of type: IAII Files [*%] j Cancel |

Pleaze locate the file "ANI0005.jpg" that was 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 left
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.

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. Rulestab). Regenerating during
an update offers the same options: by extracting the thumbnail
from the source file or by building a thumbnail. See page 90 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 Rules tab, then choose
“Update Items.” The Cataloging 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.” Thiswill open the
Cataloging 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 Maodify Method setting during an update,
it only changes the modification method for that session. That is,

if “ Add” was set as the Modify Method previoudly, it will still be

setto “ 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 cataloged 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 thosefiles.

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 Fileswerelocated, select each item, then
click either the Update or the Delete button at the
bottom of the dialog to update the catalog.

Missing Files

Mizging files on currently mounted volumes.

Magic rwork Portfolio 4.0:Gallery Images Moved Images DOZADD0E.JPG | &
Magic swork Fortfolio 4.0:"Gallery Images FHO04 PG |
FMagic rwork Mask Pro 2.0: From Extensis prepsm.mosy

l Update... ] [ Delete ] .

Update: Initiates a catalog Update (see page 81). Allows
you to manually locate the missing source file.

Delete: Deletes the item from the catalog (see page 47).
Allows you remove items from the catalog if the source
file cannot be located.
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Tip

The important Cataloging Options
when updating are: Thumbnail
Quality, Thumbnail Size, Updating
options on the Rules 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 Cataloging
Options settings are checked any time that you add itemsto a
catalog or update the items in a catalog.

Refer to the Cataloging Options dialog boxes and Options lists on
pages 86 through 98 for descriptions of the available options.

Cataloging Options—General tab

A General tab

B Modify Method: Controls how source
file information affects the catalog.
“Add” creates new records for items,
if a record does not exist. Update
updates the item record, if a matching
record exists.

C 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.

D Thumbnail Quality:Sets thumbnail
compression. A higher quality thumb-
nail uses less compression, but takes
up more space in the catalog.

E Thumbnail Size: Controls thumbnail
size. 112x112 takes up less space in
the catalog, but may appear pixelated
when displayed at 256x256.

F Help: Displays information about an
option when the mouse is placed
over it.

G OK: Closes the dialog and accept the
settings. Starts the cataloging or
updating process if displayed in
response to an add or update items
request.

H 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.

I Apply (Windows): Apply changes.
J Help (Windows): Access online help.

Cataloging Options

General l Rules ] Mappings] File: Types] Exclude Strings]

@ Modiication Method: [4dd and Lipdate =l
07 Path az Kevwords: |File and Folder Warme ﬂ
®—— ThumbralQualty:  [High =l
@7 Thumbnail Size:

Help

Thiz controls how source files are handled. Adding will create new records in the catalog
e if a record does not exist. Updating will update a record in the catalog if a matching

record already exists.

ak | Cancel | | Help |
|

| I 1

© o o o
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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.

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.
256x256 Generates a 256 x 256 pixel Thumbnail.

* A flow diagram of Modification Method logic is given in Appendix D, page 164.
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Tip

Flow diagrams of Modification
Method logic are given in Appen-
dix D, pages 164 and 165.

M odification Method

When you add items to the catalog, or update existing items
(using either the Add Items/Drag and Drop method or the Update
[tems method as described on pages 81 and 82), you can select
from the following options:

e Add

e Add Unconditionally

e Add & Update

« Update

» Update Unconditionally

Which method you select will depend on what you are trying to
accomplish. If you are only adding items, choose “Add” or “Add
Unconditionally.” If you are only 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: Addsitem 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 arecord for the file already existsin 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
isfound 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. See also page 89.



More About Update Unconditionally

Update Unconditionally determines a source file match based
only 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 catal og 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. Thisis
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 catal og. 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:\Artwor K\Box.jpg with the thumbnail for C:\Photos\Box.jpg.
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Cataloging Options—Rules tab

B

A Rules tab

When Adding: Controls which, if any,
embedded information is extracted
when items are added to the catalog.

Help: Displays information about an
option when the mouse is placed
over it.

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 accept the
settings. Starts the cataloging or
updating process if displayed in
response to an add or update items
request.

When Updating: Controls which, if
any, embedded information is extract-
ed when items are updated. Also indi-
cates how the extracted information
should be handled. Also controls
whether Thumbnails are regenerated.

—When Adding when Updating
V¥ Estract Keywords ™ Begenerate Thumbnail
@7 ¥ Eutract Description ¥ | Evtret Tz 7"6
) ¥ Estract Dezcription
W Extract Thumbmail & Replace  ( Append
™ Skip Files without Thumbnails ¥ Estract Keywerds
 Replace

O Check thiz option to look for any keywords stored in the zource file. If they are found,

Cataloging Options

General  Rules | Mappings | File Typesl Exclude Stringsl

—Help

they are added ta the Partfalio recard's keyword list.

Cancel | Aoy Help
|

o

I
®
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Thumbnails: Extracted vs Gener ated

An Extracted Thumbnail is one that already exists in the source
file. If “Extract Thumbnail” is enabled (Catalog > Catal oging
Options > Rules tab), Portfolio will look for and extract
Thumbnails from various file types, such as:

» Photoshop files

+ EPSfiles

* Adobe Illustrator 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 Thumbnail is one that is created by Portfolio by
reading the source file with an appropriate trandator. If “Extract
Thumbnail” is disabled, Portfolio will always attempt to generate
athumbnail, even if athumbnail exists in the source file. Depen-
ding on the type of embedded thumbnail, Portfolio may be able to
render a better thumbnail than that supplied in the source file.

Note: Extracting thumbnailsis faster than generating them.
For information on Thumbnail size, see page 91.



Cataloging Options—Rules (Data Extraction)

Option
When Adding

Choices

Extract Keywords

Extract Description

Extract Thumbnalil

Skip Files without

Description

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

Thumbnails or generated.

When Updating Regenerate 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.

Thumbnail Extract Thumbnail: Controls whether Portfolio looks for an

Extract Description

Extract Keywords

embedded Thumbnail 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.

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 thumbnailsis asyou
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 pixelsto 128 x 128 pixels. Portfolio will
scale these extracted thumbnails to the closest size, typically 112
x 112 pixels. So if you elect to save thumbnails at 256 x 256, you
will probably want to also disable extracting thumbnails and
allow Portfolio to generate the larger thumbnails.
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Tip
Macintosh: To quickly enable or
disable mappings, click and drag

in the checkmark column. This
also works in the Action column.

State:

92

Mappings
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 a file
(Photoshop’s File Info is a good example) assigns a numeric ID,
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 read 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 163). 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 aready listed in the Mappings table, al 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:
Mappings), 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 placeit 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.



Cataloging Options—Mappings tab (Macintosh)

Mappings tab Q
B List Headers:On/Off, Title, Code,
Field, Action (see item descriptions

(H) through (L)). ataloging Options
C Add: Opens the Mapping dialog to Genera]\/m\/r‘ﬂappings VFi]e Types VExc]ude\
add a mapping. B Title Code Field Action
e B H TIF - Docurnent Marne 269 Replace | &
D Ed'lt' Opens the Mappmg d|a|0g to TIF - Image Description 270 Replace [=|
edit the selected mapping. TIF - Scanner Make 271 Replace
. . TIF - Scannet Model 272 Replace
E Cancel: Closes the dialog without TIF - Page Mame 285 Replace
changing any settings. Also cancels IFTEC - News Wire =86 Replace
. . . . TIF - Creating Software 305 Replace
the cataloging operation if the dialog TIF - Date & Time 206 Replace
was displayed in response to an add ¥ TIF = Artist 315 Artist Replace
R TIF - Hozt Computer £ Replace
or update items request. TIF - Ink Narnes 333 Replace
. B TIF - Target Printer 3T Replace
F OK.' Closes the dialog and'accept the IFTE - Objeot Name oy Reptane 12
settings. Starts the cataloging or IPTC - Urgency 522 Replace | ¥
updating process if displayed in (a | [ e | oo | @
response to an add or update items
request.
d |
G Delete:Deletes the selected mapping. ]

H Title: Enter a title for the mapping. é

| Code: Enter the IDcode for the
source file field to be mapped.

J Field:Select an existing Portfolio cat- @ @
alog Custom Field from the pop-up.

K State: On enables the mapping; Off
disables it. You can also enable and

disable mappings frpm the checkmark Mapping
column in the Mappings tab.
L Action:Replace replaces any existing @ | e [mEans | T |
data in the catalog Custom Field with
— "77 : 215
the data from the source file field. Fode Cancel I
Append adds data from the source file @ e [Artist z
field to any existing data in the cata- . -
log Custom Field. iz Action:

s o

Notes about M appings:

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

Description. These tag codes cannot also be used to map to a
Custom Field.

4.You cannot map one tag code to multiple Custom Fields.
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Cataloging Options—Mappings tab (Windows)

A Mappings tab

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

General | Rules  Mappings | File Typesl Exclude Stlingsl

D Edit: Opens the Mapping dialog to @* Title | Code | Fisld | State [ Action =] Add... l@—
edit the selected mapping. IFTC - Time Created 572 off —
pping IPTC - Transmissia... 515 Off Ed.. ®
E Delete:Deletes the selected mapping. IPTC - Urgency 522 it Delete —| @
. Phatoshop - URL 1035 ff EE8 |
OK: Closes the dialog and accept the 5 Adtist On  Append
settings. Starts the cataloging or TIF - Copyright 335 uli] J
updating process if displayed in TIF - Creating Soft.. 305 Off

response to an add or update items HE ) gﬂfuf‘n;ﬁ ggg g:: -
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.
| Help (Windows): Access online Help.
J Title: Enter a title for the mapping.

K Code: Enter the IDcode for the
source file field to be mapped.

Cancel | Apply | Help |

L Field:Select an existing Portfolio cat-

alog Custom Field from the pop-up. o Title: |T|F-Artist oK I
M State: On enables the mapping; Off -

disables it. L @ ek [ _ Cocel |
N Action:Append adds data from the ®  Eeld o =l

source file field to any existing data :

in the catalog Custom Field. Replace State: On | action: [append 7]

replaces any existing data in the cat- | I

alog Custom Field with the data from

the source file field.

To Map an existing Tag Code to a Custom Field:

1. Createa Custom Field (Catalog > Administration >
Tip Custom Fields) for each source file tagged field that you

want to extract.
Since you cannot export a tagged

data field without a Custom Field 2. Select Catalog > Cataloging Options (Command-J

to map it to, the Mappings tab will [Ctr1+J]). Click the Mappings tab to select it.

be blank until you have created at . . .

[ cUstyom Field. 3. Select thefirst sourcefile Tag Title/Code that you want

to map, theclick “Edit.”

The “Mapping” dialog will be displayed, showing the
selected Tag and its ID Code.
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Mapping

Title:  [TIF = artist | [ oK ]
Code: [21 o ]
Field: [ Artist =]

State: Action:

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 instructs Portfolio to import the data from the Tag. Off
instructs Portfolio to ignore the Tag.

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
Mappingstab.

Repeat steps 3 through 6 for all the tagged fields that
you wish to import.

ToAdd a Tag ID Code to the Mappings list:

1.

Create a Custom Field (Catalog > Administration >
Custom Fields) for each sour ce 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 Titlefor the Tag.

Datais extracted using the ID Code. Thetag Titleisinfor-
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 State to On or Off, and select the appropriate
Action from the Action pop-up.

Click “OK™” to accept the settings and return to the
Mappings tab.

Repeat steps 3 through 7 for all the tagged fields that
you want to map.
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To catalog all File Types, select
“Catalog All Types” from the File
Types tab of the Cataloging
Options dialog (Catalog > Cata-
loging Options).

HMao File Tupe:

B Store in Preferences

Excluding Files from being Cataloged

Using Portfolio Cataloging Options, you can tell Portfolio to skip
files of a certain 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 Catal oging Options Exclude tab (page 98).

File Types

Portfolio recognizes and catalogs all file types, regardless of
whether the file type appears on the File Typeslist or not. You
only need to add file types to thelist if you want to exclude atype
that does not appear on thelist, or if you will be excluding some
types and including other types that do not appear on the list.

The File Typestab is described onpage 97. The default File
Typeslist is shown in Appendix B, page 162.

To add a File Type:

1. Choose Catalog > Cataloging Options [or press
Command+J (Mac OS) or Ctrl+J (Windows)].

2. Click theFile Typestab to select it.
3. Click “Add.”

3. Enter thefiletypeinformation, or click “ Same As..”
and locate a file of the same type. Portfolio will copy the
parameters of thisfiletypeinto thefields.

4. Click “OK” to add thisfiletypeto thelist.



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 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.

E OK: Closes the dialog and accept the
settings. Starts the cataloging or
updating process if 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” 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 Cata-
log” 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 162.

Cataloging Options

]

General] Rules ] Mappings File Types ]Exclude Strings]
CC
% Catalag anip the Following 1 ypes

v Adobe Acrabat = Add
w]Adobe Framet aker

vAdobe Pagemaker B.5

wlAdobe Pagemaker 6.5 Template

v Application
AL Audio =l
oK | Cancel | Help
g g
File Type

@7 Extenzion:
“7 Mac File Type:

Description:
|Ad0be Frametd aker

3—'7 V¥ Stare Locally

lfmf— Same Az.. [
Frag

I Store in Catalog

oK | 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 Catal oging Options Exclude tab you can exclude files

with
Speci

a specific File Name by creating an “exclusions” list that
fies an explicit set of file names or patterns.

To add a File Name to the exclusions list:

1

. 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 sear ch parameter from the pop-up

menu: Beginswith, Contains, or Endswith.

Enter the filename or partial name that you want to
exclude from cataloging. L etter case (upper casef/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.

?

=—————— (ataloging Options E
Genetal \@/Mappings \/Fﬂe Types VExcllude \
(B [Engswith | =] [37 ] [ s |
Begins With DUFP = Delete I e
[ Cancel ] [ QK ]
I

°© o
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Tip
For information about searching
using keywords, see page 33.

Note

You must have Editor level access
or higher to modify keywords. See
page 133.

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).

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 isa
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. In a network environment,
using catalog access level permissions (page 133) a catalog
Administrator can control who is allowed to edit item keywords.

A catalog can also 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 Mas-
ter Keyword list, which helps maintain consistent keywording
among items in a catalog or across multiple catalogs. See “Cata
log Administration,” (page 136) for information on creating and
maintaining a Master Keywords list.

Adding Keywords by Extracting Them from Sour ce Files

If you have selected the “ Extract Keywords® option (Catalog >
Cataloging Options: Rules) 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. Asitems are cataloged or updated, extracted keywords
are added to the item’ s keyword list according to the settingsin
the Rulestab (page 90).

Viewing Item K eywords

You can view the keywords associated with a selected item in the
following locations:

* Inthe Gallery window List view (View > List)

* Inthe Gallery window Record view (View > Record), if key-
words have been included in the view (View > Customize).

« In the Keywords tab of the Item Properties dialog (Item > Item
Properties: Keywords)

* In the 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.
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Viewing Keywords for the Selected Item

A Keywords for the selected item as
displayed in the Item Properties
dialog (Item >Iltem Properties:
Keywords).

B Keywords for the selected item(s) as
displayed in the Edit Keywords dialog
(Item > Edit Keywords).

C Keywords for the selected item as
displayed in the Gallery List view
(View >List).

For information on adding keywords to
the selected item, see page 103.

For information on viewing keywords for
the entire catalog, see page 101.

For information on extracting keywords
from an item’s source file, see page 99.

For information on creating a Master
Keywords list, see page 136.

Edit Keywords

Edit Keywords

State:

[tem Keywords:

golf
IMAGES
leisuire:
Man
outdoor
People

Item Properties
Properties - ACT0084.jpg
General  Kepwords l Fields |
ltem Keywords: Master Keyword List:
’ 1776 i’
- 1930
ACTO0S4.jpa 1 1 90s
golf Z 1940
Q IMAGES 50 1 950s
leisLre 5 19605
Ian 42 il
outdoor ] > cent
People 30 202
- |
Lol i Hemawve i ] i
ak. l Cancel ! Apnly ! Help i
Gallery Window
[0 =——— sample Catalog.fdb
DRl P EaR|E
=] Filename File Size [ Lastriogities | File Type =
ACTOOS4.jpg 4k T4 /97 1 4226 FH JPEG =
ACT2001.jpg 2K 749797 105747 AN JPEG
0K I ACTZ20Z3.jpg 3K 749497 10:57:17 A JPEG
ANIDDDT jpg 3k TA1/97 142 26 Fr{ JFEG
Cancel | ANTODDE. jpg aK 7411797 1:43:33 Pt| JPEG
EABOD4S.jpg i TH1/97 14336 PN JPEG
1 item(z] B&CO0ZE. jpg 4K T/2/97 10:553:18 AN JPEG L |
selected EUSZ004. jpg 2k 749497 10:95:19 &f JPEG -
- 26201262 | 4[] ]
Assign | ? ACTOO24 jpg 1 Golfer in a sand
golf 20 [trap. Green grass [
Delete | IMAGES 30| land sorme trees in
Teisure 5 [the background.
Man 42| [BackTit.
iele) outdoor 29
— People 30
Thurnbnail Keywords Description |—//;
;

o
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To display the keywordsfor an item:

1. Select theitem, then choose Item Properties... from the
Item menu, or press Command+l (Mac OS) or

Alt+Enter (Windows).

2. Intheltem Propertiesdialog, click the Keywordstab.

The item's keywords appear in alist box on the left.
Master Keywords appear on the right.

3. Click “OK™ when you ar e finished viewing the keywor ds.




Tip

You can export a catalog’s key-
words to a text file by clicking
“Export Keywords....” on the Sta-

tistics tab of the Catalog Proper-
ties dialog (Catalog > Catalog

Properties: Statistics). This is use-
ful if you want to import those key-

words into a catalog's Master
Keywords list.

To display the keywordsfor an entire catalog:

1. Choose Catalog Properties... from the Catalog menu,
or press Command+Option+J (Macintosh) 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 I
LCatalog Keywords Count Yolumes Count
Tie 2 |a| [Estensis CD 262
tied up 1
tigers 1
tiles 2
time: 10
time expired 1 —
together B -
Save Keywords ta File... |

0K | Cancel | Ll | Help I

The keywords for al 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 catal og, the longer
this process will take.

Adding, Assigning, and Deleting K eywor ds

You can manualy 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 least
oneitem.

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 103.

e Multipleitems. From the Edit Keywords dialog, or from the
Master Keywords Palette. See page 105.
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Adding and Assigning Keywords to Selected Items

From the ltem 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 - kz2552JPF6=———H
B Remove:Select a keyword assigned General \/ Keywerds /' Fields
to the selected item, then click e (s Master Keywords
Remove to remove it from the item’s @ [Ere ] [otenna -
. Anti =]
keyword list. animal 15a] ar:‘ti‘c?r:warrinr =
C Assign:Select an item from the i T | e
Master Keywords list, then select Iﬂafk ; 3 AnuEaTkground
. . color appare
Assign to assign the keyword to the endangered spectes B hatite
item. faline b apple
fur 2 Appliance
. H i HARDO1 L hival
D Cancel:Closes the dialog without s b e
applying any changes. horizontal 25§ irizona
kz23352 11— ArFow |
E OK:Closes the dialog and applies the kz2552 PG 1| larson =
keyword changes to the item record. T g )| | [ remore ) | [ oemim
From the Edit Keywords dialog you can
work with multiple selected items: 1 [ Ca"‘“‘ ] °"< J
F Keyword field:Enter keywords to ‘ ‘
assign to the selected items. @ O

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

I Assign:Adds the selected keyword

(which is assigned to one or more of =—————Fdit Keywords
the selected items) to the rest of the tem ’ stat
lected items (see page 105) b =
> ' & N ——
J Delete:Deletes the selected keyword -
ACT2039, .
from all selected items. ation assion [ 0
africa
K Selected Items:Shows how many ©® ANIDODS g (o @
catalog items are currently selected. ANTO0S. g
t Add
L OK:Closes the dialog and applies aBS»\\g;?‘tn;gJ:pg S itemiz) | @
the keyword changes (indicated in g;}jg?js'm e
the State column (N)) to the selected Eiﬁ]
h ubbles
items. cat —@®
. . Child
M Cancel:Closes the dialog without coin i @
applying any keyword changes. IMAGES = i
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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To Add keywordsto asingle 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.

O =———————"FProperties -kz?552.JFG=————H
m Keywords Fields
Itern Keywords Master Keywords
I cirous I 1776 |
1920° =
anirnal 15| & 1920=
animals 45| |1940s
big cat 1 1950=
black 10) 1960z
calor 24 2
endangered speoies 1 2 cent
feline 2| 20s
fur 2| z
HARDOO1 36| I8 Special
HARS &0 £
harizontal 25 Zdrnf
kz2552 10—l |4 -
kz2552 JPG 1= 4t of July i
” idd " [ Remove ] [ Ae=ign ]
[ Cancel ] [ OK ]

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 havea Master Keywordslist, select a keyword
from the Master Keywordslist, then click “Assign,” or

: double-click the Master Keyword.

General Keywords | Figlds I

Item Keywords: Master Keyword List:

animal 158

animals 4

big cat 1

black 10

calor B4

endangered species 1

feline 2

celebrate
fur RS | =
Sl | HEemove | Assign |

QK. I Cancel | Lppll | Help |
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4. When you arefinished 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 add keywordsto, then
choose Item > Item Properties[or press Command+|
Mac OS or Alt+Enter (Windows).

The “Item Properties’ dialog is displayed.
2. Click the Keywordstab to select it.

3. From theitem’skeyword list, select the keyword that
you want to remove.

4. Click “Remove.”

[0 =——————Properties - Ceramic Sunlowtii =———H

m Ezywords Fieldz

Itemn Keywaords Mazter Keywords

[ ] [177e
1930's =]
1930s
1940s
1950s
1960s

2

2 cent
20s

3

38 Special

1D

Ceramic

Ceramic Sun
Ceramic S....low tif
Culturals

Gear

Heat

Light

Mad

Mask

Mexican

Object

Object Gear
Objects - .solution

4 -
4th of July -

[ Add ] [ Remove ] [ Azsign ]

[ Cancel ] ” 0k ]l

5. When you have finished selecting all the keywordsthat
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
keywords, you can click “Cancel” to close the dialog with-
out 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.



To Add a keyword and assign it to multipleitems:

1. Inthe Gallery window, select the itemsthat you want to
add keywordsto.

2. Choose Item > Edit Keywords... [or press Command-Y
(Macintosh) 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.

Edit Keywords — 3. Typeakeyword in the text box, then click “Add.”
ttern Keywords State The “State” of the keyword is changed to “Add,” indicat-
[eireus | ing that it will be added to the catalog and assigned to the
o g selected items.
ook Note: You do not need to click “ Assign” after you add a
osor o keyword—* Add” implies “ Assign” (that is, all keywords
e - with either Add or Assign in the Sate field will be assigned
HigoD1 seeted to all selected items in the active Gallery when the dialog
bor sental isclosed. “ Add” just tells you it's a new keyword).
k232 . . .
Ke2SSZ.IPG o 4. When you havefinished adding keywords, click “ OK”
outdoor = e 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.
Totakeakeyword 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 itemsthat you
want to assign the keyword to.

2. Choose Item > Edit Keywords... [or press Command+Y
(Mac OS) or Ctrl+Y (Windows)].

Edit Keywords . .

A o The Edit Keywords dialog opens.

[ ] [ w | All the keywords assigned to the selected items will be
B Plagus ] displayed in the keywords list.

e md Mouse i 3. Locatethekeyword that you want to assign to the
EELDa;gered species = %IECted Iterns

fr = 3 (s 4. Click “Assign”

HARODD1 selected

o ] The “state” of the keyword is changed to “Assign.”
Izontents

MAGES o« ] 5. When you have finished assigning keywords, click
ke2552 G o (o ] “OK” to close the dialog and assign the keywor d(s) to
the selected items.

105



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.

B List of Keywords: Select a Keyword
from the list, then click Assign to
assign the keyword to the selected
items. You can also double-click a
keyword or drag it to a Gallery to
assign it to the selected items.

C 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

Master Kepword List [x]

care N
career
carefree
Caribbean ]
caning
@7 carpet
carpeting
Carriage

carrot
cart
carton

Casing

Cast

casual

Cat

Cat Aind Mouse
catch

catching

Cats

the list, then click Find to locate all Cats Paw =

the items with that keyword assigned, O : @
and display them in the Gallery ﬂlﬂ

window.

_ To assign keywords to items using the Master Keyword list:
Tip 1. Inthe Gallery window, select the itemsthat you want to
To jump to a particular part of the assign Master Keywordsto.
list, start typing the keyword in the .
lti [hoe %/ﬁe ﬁ]st will jmp to the 2. Choose Master Keywor ds Palette from the View menu,
first word beginning with the text (or press Command+K (Macintosh) or Ctrl+K
that you entered. (Windows).

The Master Keywords Palette will be displayed, showing
all the Master Keywords in the catal og.
Tip 3. OntheMaster KeywordsList, locate and select the
You can drag multiple keywords keyWOl‘d(S) that you want to aSSgn to all the selected
from the Master Keywords list and items. [Press Command-click (Mac OS) or Ctrl-click
drop them on the thumbnail of any i ~ i
e T et s e (Windows) to select keywor ds non-contiguously.]
assign them to all the selected 4. Click “Assign.”

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.
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The keywords are assigned to all the selected items
immediately.

Tofind all itemsto which a keyword is assigned:

1

2.

3.

Open the Master Keywords Palette[View > Master
Keywords Palette, or press Command+K (Mac OS) or
Ctrl+K (Windows)].

Select the keyword that you want to change, then click
“Find,” or double-click the wor d.

In the Gallery window, all the items with that keyword
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 mar-
keting 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 (see page 133.)

Adding Descriptions by Extracting Them from Sour ce Files

If you have selected the “ Extract Descriptions” option (Catalog >
Cataloging Options: Rules) for Adding and/or Updating,
Portfolio examines all source filesfor descriptions created in
their native applications when you add and/or update itemsin a
catalog. Asitems are cataloged or updated, extracted descriptions
are added to the catalog according to the settings in the Rules tab
(page 90).

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 theitem to which you want to add a description,
then choose “ Item Properties...” from the [tem menu.

The “Item Properties’ dialog box appears with the General
tab selected.

2. Type adescription 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 administr ator.
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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 140 for information on creat-
ing special Custom Fields.

Note: You must have Editor level access or above to a catalog in
order to change its Custom Field values. Creating new Custom
Fields requires Administrator level access. See page 133.

Item Properties—Fields Tab

A
B

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
(see page 110).

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 - FLWD088,jpg % B
General Y 7 Kegwords %/ Fields 'y
Marne Tupe Yalue
Artist String Charlotte
Dretails String Gloss phota, .. availability[— |
@,,, In Stock Integer 5
Phone Mumber String (200) 545-4514
Sale Price Decirnal 25.00,50.00
Ship Date Date/Time  8/20/98 12:00:00 AM
Yendor String Crigital Stock Corporation
‘Website URL www digitalstock com

(AJ

e ]

[ et [ ok ]

© & o
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To Edit existing Custom Fields:

1. Select an item in a Gallery window, then choose Item >
Item Properties.

2. Intheltem Propertiesdialog, click the“Fields’ tab to

select it.

0 =——~——"Properties - IWIDB8jpg =—"———1H
Genetal \ J Keywords \ / Fields \

Narne | Type | Yalue

Artist String Charlotte -
Details String Gloss phata, ... availability[ |
In Stock Inteqger =]
Phone Nurnber String (300) 545-4514
Sale Price Decimal £5.00,50.00
Ship Date Date/Time  S/20/95 12:00:00 AM
Yendor String [rigital Stock Corporation
Webzite URL wowrw digitalstock.com

All custom fields for the catalog are displayed, even if no
datais currently entered in afield for the selected item.

3. Select thefield you want to change, then click “Edit..”

The “Edit” dialog box for the field will be displayed. This
dialog differsfor the different field types— see page 110.

4. Typetheappropriate value in 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:  Vendor |T|
Integer 100 IE:-ctensis
Cancel |
String Text

URL www.extensis.com

If you enter avalue that isincorrect 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 >ltem
Properties). The following six editing
dialogs are available. See “Adding
Custom Fields” starting on page 140 for
add-itional information on field types.

A Single-line string: Enter text strings.
Number of characters allowed is set
when the custom field is created.

B Multi-line string: Enter text strings that
can be displayed on multiple lines.

C Pre-defined list: Select an entry from
the pop-up list of pre-defined 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 mm:ss.

F URL: Enter a title for the URLand the
URLstring. The text in the Title field is
what will appear in the URLfield for
the item. Clicking the Title launches
the selected browser and opens the
indicated URL.

Edit String

Field Mame:  Yendor

Single-line String

Extensiz

Pre-defined List

Edit String

Field Mame: Artist

[_Charlotte 3]

Cancel ] ” Ok ]l

Multi-value List

Edit Decimal

Field Mame:  5ale Price oK
25.00

Cancel

3500

f bl

Delete

Date/Time

Edit Date/Time

FieldMame:  Publish Date
8/28/98 4:20 pm

oK I
Cancel |

Multi-line String

Edit String

Field Mame: Details

Gloss photo, Two sizes - large and srall, year
round availability

Cancel ] ” Ok

URL
=
=——————Fdit URL
Field Mame: ‘Website
Title: | www extenziz.com
URL: http o/ Fwewew extensis .com
[ Cancel ] ” 0Ok "
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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 al the affected images
at once. You can even search on adifferent field than the field
being replaced, and you can choose to search all theitemsin the
active Gallery, or limit the search to only the selected items.

Find and Replace

A Context: Determines search context.
Options are:

Replace all Items 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. Indexed
fields are displayed in bold (Indexed
fields yield faster searches).

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 113.

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.

Find and Replace =————

Contesct
O Replace all [terns in Gallery
Q | @ Search Selected [terns

O Search Gallery

Find

[ Yendor i] [ matches i]f

o oo

|D1'g1'tal Stock Corporation |

Replace

Phane Nurber x
|200-555-6789 |

r Add to Multi-vwalued List

Cataloged
Created

Extension Win -

Description exists . ?
File Size does not exizt
Filename ® matches

* Keywords does not mateh Description
Last Modified qreater than or equal Keywords
Last Updated qreater than #® Phone Nurnber
Creator Mac lez= than or equal Yendor
File Type Mac Tess than Website
Mac Zone starts with
Path does not start with
Fhone Mumnber ends with )
Short Filename %in does not end with
Thurnbnail Size containz
Yendor does not contain
Yolume
‘Website
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Replace [ X]
— Contest
: : Feplace I
" Replace all items in Gallary
(ol ] Cloge |
" Search in Gallery
— Find
IVendor j Icontains j

IPhotoQuick Corporation

—Replace

IPhone MHumbrer - I

ISDD-ESS-B?SS

I | 5 b f ultiealived (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: Disablesthe Find and
forces the Replace value into all records in the Gallery.

 Search Selected Items: For the selected items, Replace
the value for al records matching the search criteria

» Search Gallery: For all itemsin the Gallery, Replace
the value for al records matching the search criteria.

Unselected records are not affected.

. Enter the parameters of the Find by selecting the field

to be sear ched and a sear ch clause from the pop-ups,
then enter thetext string to search on.

Note: This step does not apply if you selected “ Replace all
Iltemsin Gallery” in step 2.

. Enter the parameters of the Replace by selecting a field

to be replaced 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 valuefield.

Note: Exercise caution when you perform a Replace where
the Find field is different than the Replace field and “ Add
to Multi-valued List” isunchecked, 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 Portfoliois
replacing field data in item records that are already being
displayed, and is not (like the Portfolio “ Find” command)
searching for itemsto display, the “ Replace” command
has no effect on the Gallery (other than to show any field
data that was r eplaced 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 Mult-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 itemsit: “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. Thisresultsin 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 resultsin 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 amulti-value list containing only “snake” and “dog.”

Option 4: Y ou 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
resultsin amulti-value list containing only 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 aregular Find to locate all the items
with that value and add the other list items in the normal way.
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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 and 4.0.x, and 5.0.x

You can save thumbnails, keywords and captions from your
Photoshop documents for use in Portfolio catalogs.

Toinclude 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”

(Catalog > Cataloging Options: 3. In the Image Previews section of the dialog box, select
Mappings tab) to extract all user . N

added data in the File Info fields Always Save.

of Photoshop files. See page 92 4. Click “OK”

for details. ' '

Toinclude keywords and captionsin Photoshop:

1. Choose“Filelnfo” 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.

o~ D

Adobe lllustrator 7.0 and 8.0
[llustrator automatically saves a thumbnail that Portfolio can
display into native (.ai) files.

For Illustrator EPS files, in the Save Options dialog, choose to
save both a thumbnail and a preview.

Adobe PageM aker 6.5 (Macintosh only)

PageMaker saves thumbnails that Portfolio can display in the
catalog.
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Tip

Macintosh: Included on the
Extensis CD for Portfolio users is
a free Quark XTension “Extensis
QX-Drag&Drop.” This powerful
XTension gives QuarkXPress the
ability to accept drag and drop
items, such as the items in your
Portfolio catalogs. Before you can
use this XTension you must run
the QX-Drag&Drop Installer to
install it in your Quark XTension
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.)

QuarkXPress 3.31 and above (Macintosh only)

You can save thumbnails of your documents for use in Portfolio
catalogs.

To attach a thumbnail in QuarkXPress;

1. When saving a QuarkXPress document, make surethat
“Include Preview” is selected in the QuarkXPress Save
dialog box.

Thiswill save a black-and-white thumbnail of the first
page of your Quark document.
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Tip

The Macintosh 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.
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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.



Importing and Exporting

This chapter describes how to Import field values from a database
into Portfolio catalogs, allowing you to automate some of your
keyword and field entries, as well as convert existing catalogs
into Portfolio catalogs. Also covered is the Portfolio Export
function, which allows you to export catalog data to atext file, to
create simple Web pages of catalog items, and to export “pnot”
data (Macintosh only).

Data can only be imported into keywords, description, and
Custom Fields. Built-in fields, like Color Mode, Created, etc.,
cannot be changed on importing.

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 119).

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 6

YCCK 7 (JPEG)

4. Custom Fields of type Date/Time always import/export Time,
even if the “Display Time" checkbox is Off. (See page 143.)

5. Custom Fields of type String always import/export carriage
returns, even if the “Multi-line Display” checkbox is Off. If
multi-line data is imported and you do not turn this checkbox
On, only the first line of data may be visible.

0
1
2
3
4
5

(TIFF; also known as'Y CbCr)
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Connect to Server...
Close EW
Set Default Catalog
Export »

1
Recover...

Field ¥alues...
Cumulus Database...

Direct Search...

Page Setup...
Print... ®P
Quit ¥0Q
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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 be not be imported.

To Import Field Values:

1. From the File menu in Portfolio, choose Import > Field
Values.

2. Locatethetext file to beimported.

3. Match each Import File Field headers from the data-
base (these should bein thefirst record) with the
appropriate Portfolio Catalog Field name.

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 allowsyou to select the appro- | Import ¢-»
priate import operator: Key, Import, or Skip. |_Zkip (=]

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 X Last Modified
Cataloged ¥ Cataloged
Last Updated ¥ Last Updated
File Size ¥ File Size
Eeywaords -* Keywords
File Type Mac ¥ File Type Mac
Creator Maz ¥ Creator Mac
Maz Zone W Mac Zone |
Thumnbnail Size ¥ Thumbnail Size i
D Replace Multi-valued Field Cata
Saved Sets:[ FPhoto Irport Ternplate i] [ Cancel ]




Saved Imports

FPhato Import Template -

Q

Ok l]

Delete I

Symbol Function

= Key
--> Import
X Skip

Description

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, and only Portfolio Indexed
fields can be designated as the Key
field.

Indicates that the Import File Field will
be imported into the Portfolio Catalog
Field indicated to the right of the
arrow.

Indicates that the Import File Field will
not be imported.

4. When you have finished setting up
theimport fields, you can save the
settings for future use. To do so, i L

® Photo Import Ternplate

Save As. .

select “Save As.” from the Saved Sets pop-up menu.

5. When you areready to import the database, click

“Import.”

Portfolio will examine the field value data in Record #2
(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 118). 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, if datain any field of arecord does
not match the paired Portfolio field type, that data 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 afield, asit 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 asin atext 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.



Export to HTML

The Portfolio Export to HTML function allows you to export
catalog items as static Web pages, for posting on a Web 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 on
page 124.

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 posi-
tioned just as they are in the Gallery, so you may want to
reorder the items to create just the right display.

2. Select therecordsthat you want to export.

You must indicate which items in the Gallery you want to
export.

0 =———————————Sample Catalogfib - 2==————H B

[STI=E=3 A | —] == P2

-

BABOO4E. jpg FLWODSS.jpg WSPOO2S,jpg

kj13231.JFPG ACT2001.j

kg12143 PG WSPOO41 jpg kil 2654 JPG

12 of 262 [4]




Export HTML
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=) s Template;

Export...

Cloze

Wuplicate...

Edite

[z
[ od |

[elete
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Portfolio Web Pages = B B

2iterns, 75.1 MEB available

-

SIE

3. Choose File> Export > HTML [Command+Option+H

(Mac OS) or Ctrl+Shift+H (Windows)].
The Export HTML dialog will be displayed.

. Inthe Export HTML dialog, choose “Use Current View

Settings,” then click “ Export.”

. Portfolio will ask you to enter afile namefor thefirst

HTML page, and locate whereto savethe HTML file
that are created.

Save first HTML file as:

Savejn:laExport j g| =

File narne: ILeisureT e bl Save I
Save as type: IHTML Files [* htm;* html) j Cancel |

If more than one page of HTML isrequired (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 a folder 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 thislocation, 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.

[[] =——————————"Netscape: Portfolio -1

v A /4 2 £ 4 o £

Forward Reload Harne Search Guide Images= Print  Security

E.

&

Stop

v Location: & |ﬁle -/ 4 /EtensisB20Por talio® A d /Portfolic B2 0Web B20Pages /Leisure Time htm

WSPDDZS.jpyg

kj13331.JPG

ACTZ001.jpg

kg1 2143.JPG

Previons Page Hext Page

ACTZ039.ipg

HCTO0B4ipg

Klim

=

Portfolio's HTML Export process generates relative links.
This allows you to upload the folder of exported items (all
the HTML pages and the Images folder) to your Service
Provider or to a Web 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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Export HTML

& Use Current Yiew Settings

1 [Use Tiemplate:

Export...

Close

Edit... |
Dplicate.. |
elete |
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Technical Notes about Exporting HTML

1. Portfolio does not export borders in 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 all 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 Pagesfrom 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 givesyou
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 asWeb pagesusingan HTML
Template:

1. Intheactive Gallery, select the recordsthat you want to
export as Web pages. The records will be exported in
the order they aredisplayed in the gallery, so rearrange
therecordsif desired.

2. Select File> Export > HTML (or press Command-
Option-H [Ctrl+Shift+H]).

The Export HTML dialog will be displayed.

4. Inthe Export HTML dialog, click “Add..” to createa
new HTML Export Template.

The Edit HTML diaog will be displayed, showing the
HTML codes and tags representing the current Gallery
view.

5. Enter a namefor the template.



Export HTML

= Use Current View Settings

& Use Template:

e

Export...

i

Cloze

Add
Edit...
Duplicate..

Delete

6. Choose the number of rows and columns of thumbnails
that you want to display on each page.

Edit HTML

Name: IF‘hoto Gallery S ave I
Table Grid: |4 Bows by Iq Elmis Cancel |

Header:

<HTML> ﬁ’
<HEAD><TITLE> Portfolio -%page%</TITLE></HEAD»><BODY
BECOLOR=HFFFFFF TEXT=HO00000> ¢FORM> <Table Border = 0w |

Item:

<TD Align = left Width = 200>

<FOMNT FACE=""5IZE=3<IMG src = "%thumbnail%': <BR >
endoriZ<BR>

#Phone Number%<BR >

wiebsiteX<BR>

KO 1

Footer:

</T able>»
<8 HREF ="%previ"»Previous Page< bz
<A HREF ="%next®'>Next Page< /b

L bl |

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.

7. Edit theHTML as necessary to produce your desired
result. See the following section for details about the
threeHTML data blocks.

8. Click ‘OK’to savethe Template and return to the
Export HTML dialog.

9. Inthe Export HTML dialog, choosethe “ Use Template”
radio button and select your template in the list.

10. Click “Export” to generate the Web page(s) based on
the information you configured in the template.
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TheHTML Template

Thethree HTML data blocks in the Edit HTML dialog represent
the three portions of an HTML document. The Header is the set
of tags at the top of thefile, 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 thefile.

Edit HTML
Marne : IPhoto Gallery I .
Table Grid: El Feows by El Cals Web Page Layout
Header:
<HTML= ) =
o7 ot w0 ) || Header
(CELLSP ACING = 303 -
Itern :
<TD Align = left width = 200> - I I I
<FOMT FACE="Geneva" SIZE=2><IMG src = "Fthumbnail® "> <BR > 1
»
= I 1 I
Footer :
<4 Tablex -
<4 HREF ="%prev® " sPrevious Page </ 4> 1
| = || Foute
The following rules apply to each block:
Header:
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 “Macros’ section (page 127) for acceptable macros
within the Header.
Footer:
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 “Macros’ section (page 127) for acceptable macros
within the Footer.
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All Blocks

%PREV%

Item:

1. Theitem block should contain all of the formatting for a par-
ticular table cell, including the opening <TD> tag and the clos-
ing </TD> tag.

2. Portfolio will generate the row tags (<TR> and </TR> on its
own, based upon the grid dimensions). Do not include these
tagsin 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 block isin using
macros. Please refer to the following section for information
on how to use macros.

M acr os:

Portfolio uses a macro language in the HTML Templatesto allow
for substitution of variable data at the time the HTML filesare
actually generated. All macros start and end with a % sign, so the
proper use would be %macro%. To display a"%" sign in the
actual HTML, use two consecutive % signs in the template (i.e.
"%%" in the template produces one "%" in the generated output).
The macros are case-insensitive.

The following tables list the supported macros within the
different blocks:

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: <AHREF = "%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.

Y%NEXT%

Link to next page. This will be the name of the previous 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: <AHREF = "%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.

%PAGE%

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.)
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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: <AHREF=%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%@Xx

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.
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Technical Noteson HTM L

1. Using the %FIEL DNAME%@x makes use of two different
form controls (the drop-down menu and the scrolling list box).
Because of this, the page must contain a <FORM> tag for these
tags to be interpreted properly.

The <FORM> 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 <FORM> tag towards the beginning of the item
block (usually just after the <TD> tag) and the </FORM> tag
towards the end (usually just before the </TD> tag). This will
prevent the controls from accidentally causing data to be
submitted via your Submit control.



2. To display alarge text box for a multi-line field, wrap the field
inaTEXTAREA tag.

Example: <TEXTAREACOLS=50 ROWS = 3 WRAP =
"SOFT" NAME = Description>%Description%</TEXTAREA>

Results: Thiswill cause a scrollable box 3 rows by 50 characters
to be drawn with the contents of the record’ s Description field
displayed. Note that thisis also a FORM control, so the
previous note regarding FORM tags applies here 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.

For more information on the specifics of creating pages for the
Web and coding in HTML, consult any of the excellent tutorials
and reference guides available on the Internet, or check your local
bookstore or library for additional information.
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Tip

Macintosh: Click and drag in the
checkmark column to quickly add
or delete checkmarks for multiple
entries.

Ezport

Catalag Fields

Filename N
Path 2l Cancel

Extension Win
Shrt Filenarme Wwin
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Yolume
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Last Modified
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Last Updated
File Size:
Keywords

File Type Mac
Creator Mac
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Export to Text File

You can export your Portfolio catalog data to atext 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 as text:

1. Inthe 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 atab-delimited text
file containing information from each item record that you
selected. In thefile, 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 ASCII
11 asthe Vertical Tab character. This character will be used to
denote a linebreak within afield (such asin atext block like the
Description field). Portfolio also 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.



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.

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 sour ce 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.
Choose File > Export > pnot Data...

Select the data you would like to add to the source files.
Optionsare: Thumbnail, Description, and Keywords.

Export pnot Data
|z Description -
Replace Keywords
[ rep y

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.

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 a summary of how many records were successfully
updated.

For more information on the Macintosh “pnot” resource
search the Apple’'s Developer website at:
http://www.apple.com/devel oper
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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:”

Catalog Access

Access Mode : | Administrator =

[ Cancel ] ” 0l

=

J

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, see page 153.

For information on network access to shared catalogs, see page
150. For information on accessing a Portfolio Server, see page 24.

Catalog Security / Access Levels

Catalog Access L evels

There are four access levels that can be established for a catalog:
Administrator, Publisher, Editor and Reader. Each level can have
its own password.

Administrator level alows access to al catalog functions, includ-
ing creating Custom Fields and editing the Master Keyword List.
Other users can enter data in the Custom Fields, and apply key-
words 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 accessto al the
features functions necessary to set up the catalog.

Important: A shared catalog cannot be accessed by other users
when it isin 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) but only one person at a time can access the catalog
when it isin 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 menu (page 133).



Catalog Access Levels

Catalog Feature

View a catalog

To change your Access Level to a catalog:
1. Open thecatalog.

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, then enter the correct
password (if a password has been set).

Reader Editor Publisher Administrator

c
c
c

c:

Search a catalog

Preview items

Copy item source files

Run Slideshows

c.c c c

Assign keywords to items

Create and edit thumbnail borders

Edit keywords, descriptions
and custom field values

c|Iccocccc
clclicicoacocc

ococooac

Import field values

c:

Replace field values

c:

Add items to an existing catalog

Delete or Rename an item'’s source file

Export to HTML

Export "pnot" data

Export text file

Import Cumulus database

Move item source files

Set Slideshow options

Save Galleries

Save Finds

Update cataloged items

c|lcccoccoooocoocoocoococ

Define Custom Fields

Assign Passwords

Create a Master Keywords List

Set Startup Options

cl|lcccocccoococooacoocoocoocococ
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Setting Catalog Passwords

Multiple users can use a catalog simultaneously across a hetwork,
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.

Catalog Administration—Passwords tab

A

Passwords tab: Allows you to add,
delete, or modify Access Level pass-
words for the active catalog.

Password buttons:Click to add,
delete, or modify a password for the
indicated Access Level.

Catalog Access Levels: (Listed high-
est to lowest) Administrator, Publisher,
Editor, Reader.

History: Indicates Administrator who
last changed passwords, and the date
and time of the change.

Catalog Administration

Keywording Passwords I Custom Fields I Startup I

Administrator:

E Publizher: Set Password... | —
Editor: Set Password... |
Feader: Set Password... |
Histany
@ Last Changed By:  Unknown User
Last ChangesOn:  8/5/98 5:26:13 PM

u] Cancel Help
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To set or change catalog passwor ds:
1. Open the catalog.
2. Select " Administration..." from the Catalog menu.
The Catalog Administration dialog box is displayed.
3. Click the Passwordstab.
4. Click " Set Password..." for thedesired AccessLevel.
The "Set Password" dialog box is displayed.



5. Typethe new password in the appropriate text box,

Tip typeit again in the Confirm box, then click “OK.”

You can use a higher level pass- Enter the new password in the Confirm field to verify that
word to access all lower levels. you entered it correctly. Passwords must be between 4 and
For example, if you know the 12 charactersin length.

Administrator password, you can
enter it to access Publisher level.
This is handy if you need to

Set Passwords

switch out of Administrator mode "
in order to share the catalog with : [sosvseersees ]
other users. Confirm:

Cew ) C=J

6. Repeat steps 4 and 5 for the other passwordsthat you
want to set.

7. Click "OK" to close the Catalog Administration dialog
box and save the new passwor d(s).

8. Closethe catalog and reopen it to put the passwor d(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 Vl Pazsword: I
oK I

(Eublisher

Cancel |

Note: Even if you set only a Reader password, userslog-
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.
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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

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.

?

=———— catalog Administration ———
I
Keywaording VPasswords VCustom Fields VStartup \
Master Keywords
R ®
Animals
© | -
People @
®
[~
@ B Allow Only Keywaords firom Mazter Keyword List
@ B Parse Keyword Phrases
Cancel ] [ Ok ]
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To add keywordstothe Master K eywordslist:

1. Choose Catalog > Administration...[Command+H
(Mac OS) or Ctrl+H (Windows)].

2. Click the Keywording tab to select it.

Catalog Administration

Keywarding | Passwordsl Custam Fieldsl Staltupl

— Master Keyword:

Ioutdoors

Export.. |

Iv iallow Dnly Keywords from Master Keyword List

V¥ Parse Keyword Phrazes

ak | Cancel | Help |

3. Type new keywords into 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. Sdlect thekeyword 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 M aster
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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Catalog Administration

Keywording \ / Passwords % / Custom Fields /" Startup

— Master Keywords
C = ]
actar -
ctars B
actress —
e
adults Rename...
adventure
Advertising
s
asrospace
affection —
actionate -
[ altow omly Keywords from Master Keyword List
A Farse keyword Fhrases
cancal || oK ]
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 catalog, then work with the list to rename, add, or
remove keywords to build a suitable Master Keywords list.

Portfolio exports keywords to a file 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 containsthe 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 K eywordslist:

1. Open thecatalog 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 keywordsthat you
want to export. (You do not need any special permis-
sionsto export standard keywords).

2. Choose Catalog > Catalog Properties... [Command+
Option+J (Mac OS) or Ctrl+Shift+J (Windows)].

3. Select the Statisticstab.



4. Onthe Statisticstab, click “Calculate..” (Mac OS) or

“Calculate Now” (Windows).

Catalog Properties
General Statistics I
Latalog Kewwards CoLint Wolunies CoLint
Tie 2 d Extensiz CD 262
tied up 1
tigers 1
tiles 2
time 10
time expired 1 =l
together B -
Save Keywords ta File... |

0k | Cancel | Aol | Help I

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 138).

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 phrasesis it 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

URL http://www.extensis.com

Tip

Macintosh: Portfolio uses Internet
Config (installed with QuickTime
3.0) to determine what application
handles the URLtype. Refer to

your Internet Config documenta-
tion 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 catal og, alowing 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.

There are five 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.

» Decimal: Enter decimal point numeric values. Thisfield type
would be useful for custom fields containing stock image prices.

* Integer: Enter regular numeric values. Thisfield typeisideal
for custom fields containing catalog part or stock numbers (as
long as they contain only numeric values).

e String: Enter text values. This field type can be used for any
number of custom fields, including photographer or artist
names.

* URL: Thisfield typeisused for Web and other URL addresses.
It creates an active hyperlink on Windows and on Mac OS
systems with Internet Config properly set up. Y ou can enter any
reference in URLformat 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 amail
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 > Catal oging 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 Access Level pass-
words for the active catalog.

B Custom Fields list

Add: Click to access the Custom
Fields Definition dialog to add and
define Custom Fields.

D Edit:Select a Custom Field from the
list, then click here to access the
Custom Fields Definition dialog to
edit the selected Custom Field.

E Delete:Select a Custom Field from
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 143 through 146.

H Indexed:Click to indicate that this is
an indexed field.

| 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-
tom List dialog.

L Entry Box: Enter field list values one
at a time in the text box, then click
“Add” to add it to the list.

M Field data list: Displays the predefined
data list for the selected Custom
Field.

N Add:Click to add the value entered in
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
removed from the Predefined Data
list, but not from any items that they
have been assigned to.

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
exported from another catalog

A

Catalog Administration
Eey warding VPasswords VCustom Fields { Startup 5
Narne Type Add... ‘F
Contact String
» ®
e
l Cancel ] H Ok ]I

Custom Field Definition

67* Marne : IUntit]ed I ” ok ]l
Length: [ Mutiline Display

@77 [ indexed

“7* D Multiple Yalues

@ | Edpregerined List

Edit Custom List

I

(T

077|anthia
i

James
John
Fary

— Delete 1 4@

Irnport. ..
P

Expart...

] Bl

K

[~ Cancel I
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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), Multiline Display (String fields only),
and Predefined List options can be changed.

1. Choose Catalog > Administration...[Command+H
(Mac OS) or Ctrl+H (Windows)].

2. Select the Custom Fieldstab.

3. Click “Add..."
The “Custom Field Definition” dialog box appears.

4. Enter anamefor thefield in the“Name:” text box.

Custom Field Definition

Narne:  [Untitied | [ =«
Tupe

Length: [ tuttitine Display

Dlndexed

D Pultiple Yalues

B Predefined List Edit List...

5. Choosethefield type from the“Type:” pop-up menu.

The field type determines the values that can be entered
into thisfield. (See page 143.) Field types cannot be
changed once they are defined.

6. Select theappropriateremaining optionsfor thefield
typeyou selected, then click “OK” toreturn tothe
Custom Fieldstab.

7. When you have finished adding Custom Fields, click
“OK?” to closethe Catalog Administration dialog and
save changes made on any of thetabs.

For more information on setting up each Custom Field
type, see pages 143 through 146.

Custom Field Restrictions

1. Multi-valued String cannot be displayed as multilined.

2. String fields with a predefined list cannot be displayed as
multilined.

3. URL fields cannot be set up with a predefined list.

4. URL fields cannot have multiple values.

5. URL fields cannot be indexed.



Custom Field Definition

Hiarne s { Ship Date | ” oK ]]
Tupé: | DatedTime =

Canoei I
|2 Msplay Time
[ mdaxed

[ Futtiple Yalues
[ Predefined List Tt L1st _i

Custom Field Definition

fiamne: | Sale Price | ” ok ]]
Tupe: @ m
Precision: [z 3

[ idesed

[ Futtiple alues
[ Predefined List Tt List _i

Custom Field Definition [x]
Hame: I\n Stack oK I
Tvpe: Integer - Cancel

7 indexed
I~ Multiple Values

I~ Predefined List (= el |

Custom Field Definition

Name: IArtist oK, I
Tvpe: Shing - Cancel
Lenathe |15 1= | Fultline Display:

I~ Indexed

I~ Multiple Values

[ B Edit List |

Custom Field Types

Date/Time

This field 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 can be indexed, 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 is interpreted as “ 5/20/98 12:00:00”
Thisistrue even if the time is not being displayed.

Decimal

Thisfield type allows you to enter decimal point numeric values
with a precision up to 8 decimal points. Decimal fields can be
Indexed, include multiple values, and/or be configured as a
predefined list. To set the Precision, select it from the pop-up.

Integer

Thisfield type alows you to enter regular numeric values. Integer
fields can be Indexed, include multiple values, and/or be config-
ured as a predefined list.

String

Thisfield type alows you to enter text values. You can specify a
maximum string length for the field by entering the number of
allowable characters in the Length text box. String fields can be
indexed, include multiple values, and/or be configured as a
predefined list. You can elect to have String fields displayed on
multiple lines up to by enabling the “Multiline Display” option.
This option is disallowed if the String field has been set up with
multiple values or as a predefined list.
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Custom Field Definition

Narne: [ web Site | ” oK ]]
Tupe: [ URL % [:lcaml

Edit URL

Field Name : Website

Title: | www extensis.com

URL: ttp o weowew esctensiz.com

ID

<]

= J

Cancel ]

Cusztom Field Definition E3

URL

Thisfield type allows 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/publ/filel.zip;
http://www.extensis.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), Portfalio 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 117.

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. All of the Custom Field types except URL can be set up
with a predefined list.

Edit Custom List E

IAmanda Add

Mame: IArtist

oK I

Delete

abri

Tupe: I Sting

Length: I1 il

™ Indexed
™ Muli

le Walues

Edit Lizt

: |

j Cancel |

I= | fi e Difsplay

Jonathan
Import...

Export...

0K
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Like the Master Keywords list, this 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.

Multiple Value 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 Pecimal
Field Mame Price
—— Custom field Pefinition =—"—

12500 | |[ Add "
Narne: | Price | " oK ]] e :
Tupe: Devimal ¥ I5.50
Fracision:[ 2| 3]
D Indexed
B Huttiple Yalies
[ Predefined List et List |

E Cance] 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, 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 data in 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 (O) on page 67). 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 defaults to 1.
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Multiline Display

Enabling Multiline Display gives you a multiple-line scrolling
text box when you edit the field (Item > Item Properties: Fields
tab). This allows you to add as much information in the box as
you have alowed for in the Length field. The Multiline Display
option applies only to String fields, and only to String fields that
do not have multiple values and do not use a predefined list.

Custom Field Definition [x] Edit String [<]
Mame: INotes oK I Field Mame: Mates ’TI

Type: I String

I= | EredefinedList Edit st |

=

Glozsy photo; Two sizes - Large and Small; Year ;I
Cancel | raund availability Cancel |

¥ Multiline Display

|

To create a Multiline display Custom Field: Open the Custom
Fields Definition dialog (Catalog > Administration: Custom
Fields tab, click “Add”). Choose field type “ String” and click the
“Multiline Display” checkbox.

You can specify how many lines are made available to display the
multiline datain Record view (View > Customize: Record tab). In
the Record tab Fields List, fields that have (or can have) multiple
lines of data display a number in the right-most column (see (O)
on page 67). 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 additional lines
have been selected, this number defaults to 1.

Indexing Custom Fields

You can elect to have any number of Custom Fields indexed so
that searching these fields is faster. You can aso sort on single-
value fields that are indexed. See page 38 for more information
on indexed fields.



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

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
which, if any, processes are run auto-
matically when the catalog is opened.

B Open Find Dialog: Automatically
opens the Find dialog when the cata-

log is opened.
C Open MKLPalette: Automatically
opens the Master Keywords List — -
Palette when the catalog is opened. =—— ratalog Administration ‘g
Handy if you publish catalogs and = - -
4 wotding Pazswords Custom Fields Startup
want to present the Master Keywords AVA N A \_
palette automatically to your users. I S (B SPEEEERea

D Open Find Dialog

D Run Slideshow: Opens the catalog O
Open MEL Palette

and automatically initiates a Slide-
show based on the items in the active
Gallery and the Slideshow Options. [ mizable Link to Original EX e
The source files must be available for te“ﬂs

the slideshow to work.See page 74
for more information on slideshows.

D Run Slideshow

(mIoYolw)

E Disable Link to Original: Disables the
ability to preview the original image.

This is useful when you are distribut- [ open.. | [ clear | (G)
ing a catalog to clients without the
source files.

F Custom Splashscreen: Import a JPEG [ comea ) ” — J

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.

G 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.
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Confirm Delete

Press OK to delete the 2 selectad items. oK, |

£ Delete From Gallery

% Delete From Catalog and Gallens

Cancel
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Maintaining a Catalog

Catal ogs—especially large ones—that are heavily used and
frequently updated can become out-of-date. In addition to
routinely backing up all 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 130.

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. In the catalog Gallery window, select the items that 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. Inthe 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 85 for more information on the Missing Files command.



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 run 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. Typeanew name for the recovered catalog, select where
you want to saveit, then click “ Save”

Recover Database

Recovaring..

Rebuilding Records

A progress window is displayed as Portfolio checks the
catalog and attempts to repair the damage.

5. When the completed status report isdisplayed, click
13 OK .l)

Open the recovered catalog to verify that all the items are
intact.
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Tip

If someone deletes an item from
a multiuser catalog and that item
is in one or more of your saved
Galleries, an “Item 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.
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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
volume password when required.

If asourcefileis stored on removable media, such as floppy
disks or CD-ROMSs, Portfolio 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-
alog fileitself 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 a record, 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 catalogs simultaneously. Catalog operations like searching
are much slower than with Portfolio Server software installed.

Client/Server: In this networking scheme, special Portfolio
Server software is used to manage catalogs on an NT 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 connected to the server
users can select catalogs to open. The server software then con-
trols al catalog access. Portfolio Server software allows a larger
number of simultaneous users, and most catalog operations are
performed significantly faster. Note: The number of users permit-
ted to connect simultaneously is set by the multi-user license
agreement. Additional connection requests will be refused by the
Portfolio Server when thislimit is reached.



Network Security Protection

Y our 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 humbers 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 atypical network scenario, many users would open Portfolio,
locate items they want, and |eave 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 Portfalio.

If you want to limit who can write to or read from a catalog, you
can set passwords as described in “Catalog Access Levels’ on
page 133. Whether or not your catalog is password-protected, it is
essential that you also set up the network access conditions
described in the table below.

If you are experiencing performance problems in a multi-user net-
work environment, your situation may benefit from installing a
Portfolio Server to manage catal og access.
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Managing Source Files

There are many ways to organize the source files for itemsin 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
usefulness 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, arational 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 Sour ce Files

One of the most obvious ways to organize files into foldersis to
set up a series of folders for each project, client, or category (for
example, travel, business or architecture). Within afolder, 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 filesinto folders, it’s easy to include
the files into Portfolio catal ogs.

Naming Sour ce 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 aternatives for naming
them:

» Usefile extensions to indicate file type. Thisis 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.



Server Administration

The Portfolio Server is a powerful catalog server, allowing users
to access Portfolio catalogs using standard Portfolio 4.0
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 4.0 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
« Ability to connect remotely (using TCP/IP)

When used in conjunction with the Portfolio Server, the Portfolio
application is referred to as the “client” application.

System Requirements

 Pentium PC (233 MHz or faster recommended)

» Microsoft Windows NT4.0 or higher (Server or Workstation)
* 32M RAM (64M RAM or more recommended)

* TCP/IP Servicesinstalled

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 agreat deal from afaster processor, more physi-
cal memory, multiple processors, faster network connections, and
faster hard drives (such as Ultrawide SCSI drives).

Installing the Server

Installing the Portfolio Server is quick and easy. Simply launch
the installer and allow it to guide you.

Note: Extensis does not provide Technical Support for configuring
TCP/IP Services, setting up DNSservices, configuring a firewall,
or other networking issues. For assistance with these issues,
please consult your System Administrator or the product vendor’s
technical support.
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Getting Started

The Portfolio Server application consists of a single dialog that
controls which catalogs are being served. From this dialog you

can also see how many users are connected to each catalog, and
optionally display alist of connected users.

Note: Portfolio catalogs are created using standard Portfolio 4.0
software. Refer to other sections of this Portfolio User Guide for
assistance in creating, managing, and administering catal ogs.

To get the Server up and running:
1. Launch the Portfolio Server application.

When the Portfolio Server application is launched, it looks
for afolder named “Catalogs’ located in the same directo-
ry as the server application. Any catalogs stored in this
Catalogs folder are opened and served automatically.

The Portfolio Server dialog is then displayed.

#= Portfolio Server =& B
File Help:

¢+ Fields (0) fdb = Open... |

i Fieldsempty tdb
Fields with data.fdb

- Copy of MKLZ folb

i+ Copy of No MKLfdb

- MELT b
bKL2 fdb

Mo MELfdh

- adminidb |P Acldrass:

i all passwordsfdb il 108.0.00
editfdb

i publishidb

+ read.fdb

=l fells .:}

Server MName:
PoitTest

The Open button allows you to locate and open Portfolio
catalogs not located in the Catalogs folder when Portfolio
Server was launched, or to open additional catalogs after the
Portfolio Server is running. The Close button allows you to
close selected catal ogs and take them off line. The box on
the left lists the open catalogs by name and the number of
users accessing each one.



2. Drag and drop catalogs that you want to open into the
open Portfolio Server dialog.

The catalog names will be displayed in the list, indicating
that those catalogs are now being served.
2. Click “Open..”

3. From the Open File dialog, locate and select a Portfolio
4.0 catalog that you want to share, then click “Open.”

The catalog name will be displayed in thelist, indicating
that the catalog is now being served.

Notes on Serving Catalogs:

» The Portfolio Server cannot serve Portfolio 3.0 catalogs. To use
these, convert them first with the Portfolio 4.0 application (see
page 18).

» The Portfolio Server cannot serve a catalog that isin use by
either the Portfolio application (via filesharing) or another
Portfolio Server, or one that is locked or on alocked volume.
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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 sum-
marized here.

To access ser ved catalogs:

1. Notethe |IP address of the server machine.

This number is displayed on the right side of the Server
dialog.

2. GivethelP addressto the users of the Portfolio 4.0
client.

3. On theuser's machine, launch Portfolio 4.0, then
choose File > Connect to Server ...

The Connect to Server dialog will be displayed.

4, Choose“Add Server..” and enter wither the IP address
or the name of the server.

The client applicaton will poll this IP address and display
any catalogs being served at this address.

5. Double-click on the desired catalog to open it.

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 cannot access a served catalog in Administrator mode.
You must close the catalog on the Server and open it in the
Portfolio 4.0 application viafilesharing to gain Administrator
access.

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
requiresit.

For more information on installing and using the client, refer to
the other sections of this Portfolio User Guide.



Managing the Server

The Portfolio Server was designed to be as simple to administer
as possible. Catalogs are displayed in the list. If any users are
connected to a catalog, a plus sign will appear to the left of the
catalog. Clicking on this causes alist of usersto be displayed
beneath the catalog. Thislist can be collapsed again by clicking
the minus sign to the left of the catalog.

#= Portfolio Server HEE B3
File Help:

Dpen.,

i

Close

Server Mame:
PortTeast

|P Address:
188000

L ogging Connections

This command (in the File menu) allows you to track who is
connecting to which catalogs. When enabled, the Server will log
each time a user connects to, or disconnects from, a catalog. The
Logging setting is remembered between sessions.
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Closing Catalogs

1. On the Server, select the catalog in thelist that you
want to close, then click “Close.”

2. If clients are connected to the catalog, you will be
prompted to enter a delay period for the server to wait
before closing the catalog.

An aert will be broadcast to all connected users, informing
them that the catalog will be closing. It is generally recom-
mended that you allow the users several minutes to exit the
catalog, so that they can complete any actions that they
may be performing at the time.

Thete are users connected tothis
catalog. Flease enterthe number of

mintites o waitheiore closing the Cancal I
catalog:

15 minutes

3. After thedelay time has expired, the Server will close
the catalog.

Note that this will not close the catalog on the user’s end.
If auser tries to perform a catalog task that requires
communication with the Portfolio Server (such as updating
or searching), an aert will be displayed on their machine
indicating that the catalog is unavailable.

Noteson Closed Catalogs:

 Client access: Clients should disconnect from closed servers.
If they do not, they may run into unexpected errors if they
continue to try to use a closed catal og.

 Portfolio Server and source images. Aswith 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 10). What this means is that the
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client machine must have access via the file system to the
origina filein order to work with it (Preview, copy, €tc.).

See page 150 for tips on filesharing in a mixed Macintosh and
Windows environment.

Server Port number: The Portfolio Server operates via port
8793. 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.
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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+O Ctrl+Shift+O
Print a Gallery Command+P Ctrl+P

Page Setup Command+Option+P Ctrl+Shift+P
Cut Gallery Items Command+X Ctrl+X
Copy Gallery Items Command+C Ctrl+C
Paste Gallery Items Command+V Ctrl+V
Undo Command+Z Ctrl+Z
Select all items in a catalog Command+A Ctrl+A
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
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+W

Quit / Exit Command+Q Alt+F4
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Command

Macintosh Hotkey

Windows Hotkey

Item Properties Command-+l 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
Save Gallery Command+Option+A Ctrl+Shift+A
Slideshow Command+S Ctrl+S
Slideshow Options Command+Option+S Ctrl+Shift+S
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)
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Appendix B: File Types

Mac Windows Extract QuickTime Portfolio 4 Inso
Format File Type Extension Thumbnail 3.0 Native  ImageStream
Windows and OS/2 Bitmap BMPp .bmp, .dib a ¥
FlashPix FPIX fpx a a
Graphics Interchange Format (GIF) GIFf .gif a
Animated Graphics (GIF) GIFf .gif ua
Joint Photo Experts Group (JPEG) JPEG Jpg a ¥
Kodak PhotoCD PCDI .pcd Qa
Macintosh Picture PICT .pct a a
PC PaintBrush .pcx u
Portable Network Graphics PNGf .png a
Adobe Photoshop 2.5 - 5.0 8BPS .psd a U=
Truevision Targa TPIC .tga a
Tagged Image Format (TIFF) TIFF tif U U
Adobe lllustrator 3.0 - 7.0 TEXT .ai a Uxx
Adobe lllustrator 8.0 TEXT .ai a
CoreIDRAW 3.0 - 8.0 .cdr a
CoreIDRAW Presentation Exchange .cmx u
Micrografx Drawing .drw a
Micrografx Designer .dsf a
Encapsulated Postscript EPSF .eps a a
Adobe Acrobat PDF pdf V]
Microsoft Powerpoint 2.0 - 8.0 SLD8 .ppt a
Postscript Interpretive .ps a
Microsoft Windows Metafile .wmf a
QuickTime Movie MooV .mov u
AVI Video .avi a
AIFF Sound file AlFF .aif V]
WAVE Sound file WAVE .wav a
MIDI Sound file MIDI .mid ]
Macintosh Sound file sfil .snd a
QuickDraw 3D Metafile 3DMF .3dmf a
Macromedia Freehand 5.0 - 8.0 AGD2 Ukxx
Adobe PageMaker 6.5 AB65 Ulxx
Multi-Ad Creator MuAd Uerx
QuarkXPress 3.3-4.0 XDOC Urx
Deneba Canvas drw5 Uexx

* Translator does not support multi-layer files without Composite Layer/2.5 Compatibility turned on.

** Inso translator only supports through version 7

*%x Mac OS only
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Appendix C: Mappings

The following entriesin the Mappings list are created automatical -
ly when anew catalog is created. To map these fields and tags to
Portfolio Custom Fields (or enter additional fields), see 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
Time Created
Byline

Byline Title
City

State

Country Code
Country
Transmission Reference
Headline
Credit

Source
Copyright
Caption
Caption Writer

567
572
592
597
602
607
612
613
615
617
622
627
628
632
634
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Appendix D: Add/Update Flow Diagrams

Portfolio Add/Update
Logic
How Portfolio
determines whether to
add a file as a new
record or update an — No
existing record

Incoming File
(Either via Add Items or
a drag from the OS)

Does Filename
Exist in Catalog?

Is the Mod
Method "Add
Unconditionally"?

WHY? [ Yes
Add Unconditionally
indicates that the user
doesn't care if the file
already exists in the
catalog as a record,
and wants the file
added as a new

WHY?

Update Unconditionally indicates that the
user really wants the found record to be
updated with the information from the
file, even if another file still exists at the
location specified in the Path of the
record. This also bypasses the check for
whether the file has changed since it

was last updated.

WHY?
If the file is not newer,
the file has not changed
and should not be

updated.
record.
Is the Mod
Method "Update
Unconditionally"?
No
. Is the file's
Does the file's
- Mod date greater Yes
WHY? path ga{chtlhhoe Yes than the record's
If the full path matches, | | record's path? Mod date?
this is the same file as is
in the record.
No
Skip the Fil WHY?
The selg)clez r;;rd is If one of the file dates
WHY? Does another file up-to-date. (Date Created or Date
If another file does not [~ Yes exist at the path in

exist at the original path
in the record, then the

file is probably the same | —|
file. If another file still
exists at the path, then
this file is definitely not

the same file and should

be added.

the record?

Is the Modify or

Modified) matches, then
it has been verfied that
the file is the same as in
the record, even though it
has a different path.

Create date equal?

Is part of the Mod
Method "Add"?

Is part of the Mod

Skip the File
Yes The selected
modification method
does not apply to this

Add New Record situation.

Method "Update"?

Update Existing Record



Portfolio Update ltems Logic
How Portfolio updates a selected

record in the catalog

Selected Record

Does a file exist at the path in
the record?

No

WHY?

The Update Modifier mimics the Update
Unconditionally logic in Add/Update,
causing Portfolio to bypass the check for
whether the file has changed since it was
last updated.

Present a File dialog asking the Is the Mod Method "Update

— Cancel — ) o
user to locate the file. Unconditionally”
Located File
Does the file name in the Is the Mod date of the file
record match the filename Yes i E— Yes greater than the Mod date of
selected? the record?
Present an alert warning the user No
—— Cancel — ) — OK R
that the file name does not match.
A A
o Skip the File.
Do not update record Update Existing Record .
The selected record is up-to-date.
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tab 141
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“Export..." command 122, 130, 131
“Export to HTML” command 121
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keywords 138-139
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Field Values, importing 117-121
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adding 96-97
excluding 96, 98
removing 97
supported 162
filenames
filesharing 150
“Find All” command 34
find 13,34
al 34
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Default Find 39
displaying results 34-36
Editing Saved Finds 40
Find window 35
icon, on Toolbar 32
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Master Keywords 33
options 37
QuickFind 32, 36
replacing 111-113
Saving Finds 39
Search Criteria Options table 37
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using keywords 33
using find options 34
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window 35
window, opening 34
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background color 65-66
customizing 65-73
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views 13, 67
windows 67
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General Overview 11
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importing 13, 117-20
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Instalation 6
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drag and drop see “Dragging and Dropping”
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previewing see “previewing”
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removing from a catalog 47
removing from Gallery windows 45
selecting
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updating 81-84

J
Java 116

K

keyboard shortcuts 160-161
keywords 14, 33, 99-106, 136-139
about 99
adding 99, 101, 105, 106
assigning 101, 105, 106
defined 99
deleting 104
displaying, for items 100
displaying, for catalog 101
editing 101
entering 99, 101, 105
exporting 138-139
extracting 92, 99
importing 138-139

L

list of, in catalog 101

Master 106, 136 seealso “Master Keywords’
parsing phrases 139

and Photoshop 92

removing 104

replacing, using search parameters 111
search using 33

viewing 27-28, 33, 99, 100

where located 99

“List Galleries...” command 49
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accessing 27, 29, 32
customizing 65-66

Macintosh requirements 5
maintaining catalogs 148-149

recovering catalogs 149
removing items 148

Mappings 92-95

adding Tag ID codes 95
Custom Fieldsand 92, 94
described 92

disable aMapping 92
enable aMapping 92

list 163

notes about 93

tab, Macintosh 93

tab, Windows 94

Master Keywords

adding, how to 137
creating, how to 136
defined 136

deleting 137

exporting 138-139
finding items with 33, 106
importing 138-139

List, creating 136

paette 136

Parsing Keyword Phrases 136, 139
described 136

renaming 137

search using 33

“Missing Files..” command 85
Modification Method 87-89

Add 87,88

Add & Update 87, 88

Add Unconditionally 87, 88
Update 87, 88
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Update Unconditionally 87, 88, 89
“Move Original...” command 58
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previewing 54
moving

items between catalogs 46

items from one Gallery to another 44

source files 58
multimedia files 53-55
mutiple catalogs, working with 12
multiple drives, cataloging itemson 17
mutiple Galleries, working with 12,
multiple users, networking 17, 24, 150, 153
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access levels  132-133

administration 132-152

Catalog Access Levelslist 133

changing passwordsin 134

networking discussed 150-151

Portfolio Server application 153-159

security levels 133

setting passwords for 134
Multi-value Fields checkbox 111, 113
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networks see also “Portfolio Server”
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filesharing 150
security 151
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“New..” command 76
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Number fields 38, 110, 140, 143

o

OLE automation 116
Open Find Dialog option 147
Open MKL Palette option 147
opening

catalogs 23

Gallery windows 43
OSA compliant scripting 116
overview, of Portfolio 9, 10-18
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recovering catalogs 149
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