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INTRODUCTION

A Digital Asset Management System (DAMS) is a centralized repository for large collections of digital materials.  The DAMS enables the retrieval, storage, and long-term preservation of these items.  Benefits for implementing a DAMS include:

· Central storage location for the assets

· Facilitates consistent branding

· Quick search, retrieval, and access 

· Dynamic sharing of the assets

· Improved workflow efficiency 

· Facilitates making use of existing content, saving time and resources
Coordinating with University Marketing and Creative Services (UMCS), the College of Liberal Arts Department of Public Affairs will implement a DAMS to house their digital assets, namely digital images and PDFs of completed publications.  The DAMS will aid in the department’s activities, enabling employees to quickly and efficiently locate and employ content they have already created for use.  

This guideline was developed based on digital preservation best practices and the particular needs of the College of Liberal Arts.  

Any questions should be sent to Rachel Appel, Digital Asset Manager (rappel@austin.utexas.edu, 512-232-2324). 

ASSESSMENT
There are approximately 6,043 digital items currently located on the College of Liberal Arts’ server, Boris, and Michelle Bryant’s personal hard drive.  These objects include digital images (jpgs, tiffs, nef), EPS, and PDF files.  There is minimal metadata attached to the majority of the assets.  The images taken by professional photographers have more robust metadata.

CoLA’s server Boris holds the majority of the assets: 5,508 images.  The server is separated into two sections: LA Headshots and LA Public Affairs.  LA Headshots consists of four folders: 100x125, Faculty, Insider, Staff.  The digital images they hold follow the naming convention first_lastname.jpg or give a descriptive name for the few that are not headshot images.  The digital assets are sprinkled throughout LA Public Affairs in the Life & Letters, Web, Photos, and Events folders.  The assets here do not follow a standardized naming convention.  Some have meaningful and descriptive names, however, the majority retain the camera-assigned numbers. 

The other portion of the assets is currently located on Michelle Bryant’s hard drive.  The assets identified for migration into the DAMS are located within two areas of her hard drive: Life & Letters archive and UT Wordmarks files.  Life & Letters archive is separated into folders for each issue.  The images are located in various places within each issue folder, primarily within files titled Links.  There is no standardized naming convention for these assets as they range from descriptive names to camera-assigned numbers.  The assets in UT Wordmarks are all given meaningful and descriptive names.  

DASe was also assessed in preparation for the DAMS.   DASe is the online library of images, video, and audio files for the entire college.  Liberal Arts ITS implemented the online library in 2010.  DASe is accessible to all current UT Austin students, faculty, and staff members who must log in via their UT EID.  The open nature of this repository poses security issues.  Usability issues have inhibited the Public Affairs staff from utilizing it.  They have opted to keep their valuable assets on the CoLA server and personal hard drives instead.  Due to the security and usability issues, creating a new DAMS is preferred to migrating the assets onto DASe.  It was also determined by CoLA that the assets on DASe would not be included in the DAMS.  
CATALOG AND FOLDER TAXONOMY

Catalogs will be divided by media type: images and video.

IMAGES:

Buildings


(  Building Name 

Campus Life 


(  Year

CoLA Web


(  Banners


(  Thumbnails


(  L&L Online

Events


(  Explore UT



(  Year


(  Gone to Texas



(  Year


(  Graduation



(  Year


(  Pro Bene Meritis



(  Year


(  Shakespeare at Windale



(  Year

Faculty and Staff Headshots


(  Faculty Images 


(  Staff Images

Life & Letters


(  Year



(  Issue

Wordmarks


(  Department



(  Print



(  Web

VIDEO:

Year
NAMING CONVENTIONS
As mentioned in the assessment, the assets do not follow a standardized naming convention.  It is under the department’s discretion whether or not the current filenames are to be changed.  Moving forward, the images should all follow the proposed convention:

Year_000000_folder.format


Folder abbreviations:


B 
Buildings 


CL 
Campus Life 


CW 
CoLA Web


E 
Events 


FSH 
Faculty and Staff Headshots


LL  
Life & Letters


W 
Wordmarks

As assets are added, the incrementing number (from 000001-999999) will provide each asset with a unique identifier. 

The original filename for some of the assets, particularly images by professional photographers, contains meaningful information.  Changing the filename to one of the above conventions will not lose this information.  The original filename will become part of the metadata in the “Identifier: Legacy” field.  Users will therefore be able to search for the assets using the original filename.  

Examples:


2012_003528.jpg


2012_000936.jpg


2012_004219_FSH.jpg

2012_001984_LL.jpg
ROLES AND RESPONSIBILITIES
The DAMS management responsibilities are outlined below by role: 

Digital Asset Manager, Rachel Appel: 
· Oversees entire DAMS as custodian 

· Responsible for the supervision and assistance for cataloging and developing metadata

· Acts as liaison between CoLA and the centralized DAMS at UM&CS

· Develops appraisal and retention schedule for digital assets

· Troubleshoots as necessary with IT staff 

· Perform searches for users 

· Maintains rights 

Information Technology Services:

· Troubleshoots technical problems with Digital Asset Manager

· Provides backend maintenance as needed 

Asset Creators (photographers, designers):
· Uploads materials to DAMS as they are created

· Catalogs and develops descriptive, clear, and consistent metadata for each digital asset using metadata schema

· Updates digital assets as necessary 

Marketing Content Creators: 
· Uses the DAMS to search for and retrieve images relevant to their developed content

· Updates the metadata with new information such as when the asset was last used 

CoLA DAMS Supervisor:
· Communicates and develops goals with Digital Asset Manager

· Troubleshoots curatorial problems with Digital Asset Manager 
· Oversees long-term implementation with Digital Asset Manager 

PRIORITIZED MIGRATION

The migration strategy was determined by considering the value of the assets, the amount of assets, and the frequency of use.  In consultation with the CoLA team, the migration strategy was prioritized as follows:
1. Life & Letters

2. Faculty and Staff Headshots

3. Wordmarks

4. Events

5. Campus Life

6. Buildings
COPYRIGHT GUIDELINES
Users will adhere to the University Copyright Guidelines when selecting and using assets.  Each user will need to agree to and sign the Digital Asset Copyright Permissions request forms.  
Terms of the agreement for internal requests:

· The images in the Portfolio database may be downloaded and used for university purposes only.

· Unless otherwise stated, all images within the database are the property of The University of Texas at Austin.

· These images may not be shared with other individuals or entities without written permission prior to distribution electronically or in print.

· Any unauthorized commercial use of the photos are subject to applicable state and federal laws.

Terms of agreement for external requests:
· The University of Texas at Austin’s visual assets are protected by copyright (All rights reserved. The University of Texas at Austin) and may not be used without permission. 
· When requesting permission, please fill out the Digital Asset Copyright Permissions form and indicate how the asset will specifically be used. 
· In most cases, if permission is granted it is done so on a one-time use only basis specifically for the purpose requested in writing. 
· University Marketing and Creative Services reserves the right to deny the use of any visual asset based on the assessment of the requests. 
· Any unauthorized commercial use of the photos is subject to applicable state and federal laws. 

Users should also pay careful attention to the “Rights” metadata field when selecting assets for publication usage.  Images from professional photographers may have differing copyright limitations. 

SECURITY AND ACCESS
The current storage arrangement of the assets splits them between the server, accessible to CoLA employees, and personal hard drives, accessible to a single person.  DASe, the college’s online library for digital materials, is accessible to anyone with a UT EID.  Neither of these two scenarios are ideal.  The DAMS serves as secure, centralized storage for the assets.  The DAMS will grant CoLA access to other UT Austin catalogs and allow CoLA’s assets to be shared with other registered users across campus.  
There will be four registered CoLA users with access to the DAMS:

· David Ochsner, Director of Public Affairs

· Michelle Bryant, Assistant Director of Public Affairs

· Jessica Sinn, Public Affairs Specialist

· Allen Quigley, Senior Graphic Designer
If non-UT employees request assets, the CoLA user will identify the item(s), download them, and send them via email or disk/drive.  They will need to submit a Digital Asset Copyright Permissions – External Request form.
If UT employees request the assets, the CoLA user will follow the same protocol, identifying, downloading, and sending the assets along.  They will need to submit a Digital Asset Copyright Permissions – Internal Request form.

All user accounts will be created by the Digital Asset Manager.  Permissions will depend upon user needs.

 Access Levels

Catalog Administrator: This level allows access to all functionality available. Catalog Administrators have access to advanced operations in the Portfolio Desktop Client, like editing custom fields, metadata mappings, and AutoSync folder settings. Catalog Administrator access should not to be confused with the Portfolio Server Administrator, who has access to all server settings.
Publisher: Publishers are able to upload and delete items from a catalog as well as update all metadata for files in the catalog. Publishers can also create galleries.
Editor: Editors are able to modify metadata, such as entering keywords and custom field values. Editor level and above can batch process, or, download files to their computer. 

Reader: Readers may only view items in the catalog and download files. They cannot add or remove items or edit metadata. 

WORKFLOW

1.  Photographer takes the photos, known hereafter as the assets.

2.  Photographer gives the assets to designated member of the CoLA Department of Public Affairs.

3.  Create a new folder within the DAMS taxonomy on Boris (titled CoLA DAMS) to hold the assets, if a suitable folder does not already exist.  Place the newly created folders where they belong within the taxonomy.  Name the folders according to the structure in place.  



For example, for the Spring 2013 issue of Life & Letters, you would create the 
following folders under the ‘Life and Letters’ folder:




Life and Letters





(  2013 [create this folder]


(  Spring Issue  [create this folder]



 
  (  Assets go here
4.  Add the assets to the correct folder on Boris.  The assets will be uploaded to the system via AutoSync.  



Note: It is up to your discretion how often you add assets to the system.  Just 
make sure that you have time to add metadata when uploading.

5.  Change the filename to follow the naming convention proposed in this guide.  This will guarantee that each asset has a unique identifier.  



Note: Rename the assets using the ‘Bach Rename’ feature on the Desktop Client.  
It has many options, including “Number from.”  Enter the name of the last asset 
uploaded (year_######) and Portfolio will number the rest of the assets in an 
incrementing order.

6.  Add metadata to the assets.  Again, the strength of a DAMS lies within its metadata.  The more descriptions an asset has, the easier it is to swiftly find the assets you need.  
Note: Consult with the metadata guide.  At the bare minimum, add metadata for 
the following fields:




dc.Identifier:FileName



dc.Title




dc.Creator 




dc.Format:Container




dc.Source:Location




dc.Subject:Keywords

METADATA GUIDE

Metadata is information about a given object. Comprehensive and standardized metadata is imperative for searching and preservation purposes. The strength of a DAMS largely lies within the robustness of its metadata.  Each digital file is an item and will be described at the item level and includes descriptive, administrative, and technical fields. Pre-defined lists of controlled vocabulary can be created using Portfolio. 
Six fields in this schema have been identified as bare minimum requirements.  Metadata should be added to these fields, at the very least, for each uploaded asset.  They will provide a good baseline of metadata to facilitate refined search within the DAMS.
This standards guide is a reference for metadata creation for the College of Liberal Arts’ DAMS, based on Dublin Core Metadata Element Set, 1.1. This guide was adapted from the University Marketing and Creative Service’s qualified metadata schema and based on the Dolph Briscoe Center for American History and University of Virginia Library’s qualified metadata schemas. 

Descriptive Metadata

dc.Identifier:FileName






  [Mandatory]
An unambiguous reference to the resource within a given context.

For CoLA’s purposes, this field refers to the file name given by the creator including the file extension. The name should be unique within the DAMS.  Controlled vocabulary requires that images be numbered sequentially.  


Examples: 


2011_000479.jpg 


2007_004611_CL.jpg


2012_002371_E.jpg

dc.Identifier:Legacy

The original filename, if it had been changed during migration.  

Examples:

Tower, flowers, south.jpg

dc.Source:Location







  [Mandatory]
A related resource from which the described resource is derived.

Department name and server name and/or folder structure for the physical object where the object is stored. 

Examples:

Department, server name 

CoLA, Boris 

dc.Title

A name given to the resource.






  [Mandatory]
Actual formal title of the content or a contrived, brief descriptive phrase. 

Examples:

President Powers speaking at Commencement

Crowd at Explore UT

dc.Description

An account of the resource.

Descriptive text about the content of the digital object that describes the scope or content more comprehensively than the title. Be as specific as possible with what information is known. 
Examples:

President Powers giving the introductory speech at Commencement 2011 in central campus.  

Group of children at the Chemistry Department with test tubes at Explore UT. 

dc.Coverage:Location







The spatial or temporal topic of the resource, the spatial applicability of the resource, or the jurisdiction under which the resource is relevant.

City, state, and country (if outside of the US) where the object or intellectual content was created. If there are multiple locations the places should be separated by a semicolon. 

Examples:

The University of Texas at Austin, Austin, TX

dc.Coverage:Date

Date when the original object was created. 
Standardized as: MM/DD/YYYY. If date is unknown, mark as undated. If a date can be guessed, include circa. 

Examples:

07/07/1992

circa 1982

undated

dc.Creator








  [Mandatory]
An entity primarily responsible for making the resource.

Name of the original creator (individual, group, organization, or otherwise) who is responsible for the creation of the original object. Should be written as last name, first name, middle name (if commonly used) or full organization’s name. It is acceptable to indicate the creator’s role in parentheses after the creator’s name.
Examples:

Miller, Marsha (photographer)

Haagensen, Sasha (freelance photographer)

Yorkshire, Alastair (designer)

dc.Contributor 

An entity responsible for making contributions to the resource.

Name of individual, group, organization, or otherwise who has made contributions to the physical or intellectual content of the original object. Should be written as last name, first name, middle name (if commonly used) or full organization’s name, as well as role (designer, editor, etc.). 

Examples:

Freelance Studio Name

Name of Design Company 
dc.Source:Project

A related resource from which the described resource is derived.

Project or job assignment from which the original object is a part—based on the convention and name authority used for identifiers; usually an [originating] event name. Include year to distinguish similar projects.  

Examples:

Commencement 2011 

Ransom Edition 2012

McCombs School of Business Annual Report 2004

dc.Rights

Information about rights held in and over the resource.

Link to a copyright notice or general information on who holds the intellectual property rights for the item, even if the collection is open for research. This field also includes release information.

Examples:

The University of Texas at Austin 

This material may be subject to U.S. Copyright Law...

Minimum requirements and extended requirements here

Name of Design Company 

dc.Type

The nature or genre of the resource.

Classification or categorization of original object. Use

HYPERLINK "http://dublincore.org/documents/dcmi-type-vocabulary/" 

HYPERLINK "http://dublincore.org/documents/dcmi-type-vocabulary/"Dublin

HYPERLINK "http://dublincore.org/documents/dcmi-type-vocabulary/" 

HYPERLINK "http://dublincore.org/documents/dcmi-type-vocabulary/"Core

HYPERLINK "http://dublincore.org/documents/dcmi-type-vocabulary/" 

HYPERLINK "http://dublincore.org/documents/dcmi-type-vocabulary/"type

HYPERLINK "http://dublincore.org/documents/dcmi-type-vocabulary/" 

HYPERLINK "http://dublincore.org/documents/dcmi-type-vocabulary/"vocabulary

HYPERLINK "http://dublincore.org/documents/dcmi-type-vocabulary/".  (http://dublincore.org/documents/dcmi-type-vocabulary/)  Pre-defined drop down list.

Example:

Image

Text

MovingImage

Sound

dc.Subject:Keywords 






  [Mandatory]
The topic of the resource.

List of keywords that accurately describe the image. Pre-defined drop down list includes general keywords only, but users should include their own descriptive terms. Uncontrolled.  

Examples:

Architecture

Faculty

Black and White 
Technical Metadata

dc.Format:Container






  [Mandatory]
The file format of the digital object. Pre-defined drop down list.

Examples:

TIFF Image

dc.Format:Alignment 
Field indicating whether the image is horizontal or vertical. Pre-defined drop down list.

Examples:

Horizontal

Vertical

Technical Metadata – For Audio Only

dc.Format:AudioSamplingFrequency

The number of times per second the amplitude of the audio wave is measured (sampled), measured in 1000s of times per second, or kilohertz (kHz).  

Examples:

44.1 kHz

96 kHz

dc.Format:Duration [Video and audio only]

The length of time taken by the item rounded to the nearest minute.

Example:

11 minutes

1 hour, 35 minutes

Administrative Metadata

dc.Description:DigSpecsModelName [Photograph/video only]

The model number of the device used to create the original object. Automated. 

Examples:

Nikon 385

Canon 350

dc.Description:LastUsed

A listing of publications and date where the image was used. 

Examples: 

Know Events – Arts and Humanities – Alumni – 02/22/2012

Students Hooked on Texas – Spring Into Giving – 04/2012

Bare Minimum Metadata Requirements 
The following six fields have been identified as bare minimum requirements.  Metadata should be added to these fields, at the very least, for each uploaded asset.  They will provide a good baseline of metadata to facilitate refined search within the DAMS.
dc.Identifier:FileName

dc.Title

dc.Creator 

dc.Format:Container

dc.Source:Location

dc.Subject:Keywords

WEB CLIENT USER GUIDE

LOGGING IN

1. Login to the Portfolio Server using the Web Client through:
· http://udo-portfolio.austin.utexas.edu:8090/ 
2. Use your UT EID username and password to log in

· If this does not work, see the Digital Asset Manager
INTERFACE

[image: image1.png]



	A
	Main Toolbar
	The main toolbar shows the major commands and menus.

	B
	View, Sort, and Find Options
	These tools allow you to choose how items are displayed, and to find items in your catalog.

	C
	Items Proxies and the Field Chooser
	Item Proxies allow you to work with specific subsets of items in the main window; the Field Chooser lets you choose what item information to display in three view modes: Grid view, List view, Preview mode; and the Properties panel.

	D
	Organizers Panel
	The Organizers panel shows catalogs, folders, and galleries: groupings that you impose on the assets to keep them organized.

	E
	Main Window
	The main window shows items in the selected organizer, either in a list or a grid of thumbnail images.

	F
	Properties Panel
	The Properties panel displays metadata and file information for selected items in the main window.

	G
	Navigation Toolbar
	The Navigation tools allow you to specify how many items are shown at a time, and to navigate through pages of items.  


CATALOG SELECTION

1. Select the catalog you want from the list on the left-hand column.
2. Click the triangle next to the catalog name to display the folders in the catalog
UPLOADING
Two methods for uploading assets into the system: either by autosync or manual upload.  

AutoSync
The system is linked to the specific DAMS folders on the server, Boris.  This enables any changes made in Boris to become mirrored in the DAMS.

1. Identify the correct placement for the assets in the constructed folder taxonomy.


- NOTE: If no suitable folder exists, create one on Boris, as you normally would 
 
  create a new computer folder.  The created folder will be added to the taxonomy in 
  the DAMS when it autosyncs.

2. Move the assets to the folder.

3. The autosync feature will process the assets, adding them to the system.  

Manual Upload

You must be assigned permission to upload files to Portfolio Server using the Web Client. When you upload an item with the Web Client, the file is uploaded to the selected folder and catalogued by Portfolio Server.  
1.  In the Organizer panel, select a catalog to upload files. 
2.  Click the triangle next to the catalog name to display the folders in the catalog. 
3.  Select the folder where you would like to upload files. 
4.  Click Upload on the toolbar. 
5.  Browse to the file or files to upload. 
6.  Click Select (Mac) or Open (Windows) to upload the selected files. 
File upload status is displayed at the bottom of the main window in the Navigation toolbar. 
SEARCHING

Quick Search
Use the QuickFind bar at the top of the main window.  QuickFind searches three fields: Filename, Description, and Keywords.  

QuickFind only searches items in the selected organizer panel (a catalog, folder, or gallery).  Selecting a catalog searches the entire catalog, but selecting a gallery only searches the items in that specific gallery.

Advanced Search: Batch Find
Batch Find takes a list of values and lists each Portfolio asset where the specified field contains one of these values.

1.  Click the triangle to the left of the QuickFind field to open the Advanced Find 
window. 
2.  Click the Batch Find tab. 
3.  Choose the field you want to search from the drop-down menu. 
4.  Enter your search criteria, one item per line, in the field next to the drop-down menu. 

TIP: You can paste text that has one search item per line into this field. 
5.  Click the Search button. 
The Web Client will display the items that match your search criteria. If some items in your list were not found, these will be reported as an error. 
Advanced Search: Find
Find can locate files by searching data in any field in the catalog.  The Find tool is considerably more flexible and powerful than the QuickFind tool.  Find can search up to five parameters.  
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	A
	Sort Field
	Select the field to sort the main window field.

	B
	Sort Order
	Click to sort the view in ascending or descending order.

	C
	Show/Hide
	Click to show or hide the Find controls.

	D
	QuickFind field
	Basic search (filename, description, keywords)

	E
	Find Tab
	Shows the Find options.

	F
	Batch Find tab
	Shows the Batch Find options.

	G
	Search field
	Choose a field to search on.

	H
	Search operator
	How to search for the value

	I
	Search term
	Enter a value to match in the search field.

	J
	Remove criterion
	Click to remove the search criterion.

	K
	Add criterion
	Click to add another search criterion.

	L
	Boolean
	Dertermines how criteria are used in searches (‘and’ means both must match, ‘or’ means either must match.

	M
	Save as a Smart Gallery
	Click to create a Smart Gallery based on these search criteria.

	N
	Search button
	Click to start the search with the specified criteria. 


GALLERIES 

A gallery can display any subset o the items in your catalog.  It is a good way to organize and view only certain items in your catalog.

Reference: Gallery Icons
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Creating a Gallery:

1.  Select a catalog in the Organizer panel. 
2.  Click the Add button ( + ) at the bottom of the Organizer panel and choose New 
  
 Gallery from the menu. 
3.  Enter a gallery name. 
4.  Select privacy settings for the gallery: 
· Public galleries are available to all members of the catalog. Read Only means others can only view your gallery, not change it. 
· Private galleries are only available to you. 
5.  Click the Save button. 
The new gallery is displayed in the Organizer panel.
Privacy Levels:

Private: Default setting; only the creating user can access or modify the gallery

Public: Available to all users of a catalog.  You can restrict changes to the gallery by making it read-only to other users.
Renaming a Gallery:
Double-click the gallery name in the Organizer; enter new name.
Adding Images to Gallery:

You can add items to galleries for which you have the appropriate permission and access level to modify. 
NOTE: You cannot add items to a Read-Only gallery that you do not own. 
To add items to a gallery: 
1.  From the Organizer panel, select a catalog, folder, or gallery. 
2.  Select one or more thumbnails in the main window. 
3.  Drag item thumbnails from the main window onto the gallery icon in the Organizer 
panel.  
Deleting Images from Gallery:

Deleting items from a gallery does not remove the items from the catalog, and does not affect the original file. 
To delete an item from a gallery: 
1.  In the Organizer panel, select a catalog. 
2.  Select the gallery that contains the file or files that you want to remove. 
3.  In the main window, select the files that you want to delete from the gallery. 
4.  Click the Delete button ( - ) in the lower left corner of the main window. 
5.  Click Delete from Gallery. 
Smart Gallery:

Smart Galleries are the results of the Find tool.  Smart Galleries are similar to Smart Playlists in iTunes and are handy if you frequently search your catalog using the same parameters.

As new items are added to the catalog that fit your search parameters, they are automatically added to the Smart Gallery.

To create a new Smart Gallery: 
1.  In the Organizer panel, select a catalog. 
2.  At the lower left of the Organizer panel, click the Add button ( + ) and choose New Smart Gallery from the menu. This displays the Find tool. 
3.  Enter search parameters. For more information, see Using the Find Tool on page 20. 
4.  Click Save as Smart Gallery. 
5.  Enter a Smart Gallery name in the text box. 
6.  Select privacy settings for the smart gallery: 
7.  Click Save. 
The new smart gallery is displayed in the Organizer panel. 
Flagged Items Gallery

The Flagged Items gallery is a special gallery that shows the items you have flagged during your current browser session. (This means that, if you log out from Portfolio then log back in without quitting your browser session, the flagged items will be retained.)
You can flag items in a variety of ways: 
· Click the flag icon at the top right of the item thumbnail in Grid View 
· Click the checkbox in the Flagged column for an item in List View 
· Click the flag icon on a thumbnail in the filmstrip in Preview mode 
· Click the flag icon on an image in Preview mode 
· Drag an Item Proxy to the Flagged Items gallery 
You can work with items in the Flagged Items gallery just as you would any other gallery, keeping in mind that once you exit the Web Client and quit your browser, the flags will be cleared from those items. 
The Flagged Items gallery is unique for each user in each catalog; if you and a coworker are logged in to the same catalog, you can each flag whatever items you desire without affecting the other user’s Flagged Items. 
METADATA

Choosing Properties to View

By default, the Properties panel displays all of the properties for a selected item. 
The Properties panel is organized into groups of fields in several categories, such as Basic, File Info, and Movie. 
To view the fields in a category, click the ( next to the category name. 

To hide the fields in a category, click ( next to its name. 
Filtering the List of Fields

 You may find that you regularly access certain properties, and rarely or never use others. 
Instead of displaying all available fields, you can specify a set of fields that you want to display, and the order they are listed in. 
To filter the list of fields in the Properties panel: 
1.  Open the Properties panel if it isn’t already displayed. 
2.  Choose Edit Filtered Fields from the drop-down menu at the top of the Properties 
 
panel. 
3.  Drag field names from the list of All Fields on the left into the list on the right. 

To remove a field name from the list of Filtered Fields,drag it off the list. 

You can reorder the list of Filtered Fields by dragging the field names up or down in 
the list. 
4.  Click OK to save the list of Filtered Fields. 
You can switch between displaying All Fields and Filtered Fields using the drop-down menu at the top of the Properties panel. 
NOTE: The Filtered Fields list is also used as the default list of fields displayed on the Sort by menu. 
Adding/Editing Metadata

When you edit an item property, Portfolio updates the item’s record in the catalog. For file types that support the embedding of metadata, Portfolio Server also embeds the changed properties into the original file. Fields that support the embedding of metadata are designated by the icon. 
Editing a property for a single item: 
1.  Select an item in the main window.  
2.  In the Properties panel, locate the information that you want to update. 

Fields are grouped together by category. To display properties within a category, click 
the disclosure triangle to the left of the category name.  
3.  Edit the field’s value. How you edit a field depends on its type: 

Single value field (such as Photoshop Label): Type the new text and press ENTER. 

Text Block (such as Description): Edit the text and click the Submit button below the 
field. 

Multi-valued field (such as Keywords): Click the ( + ) button below the field to open 
the Add Property Values dialog. See the note about the Add Property Values dialog 
below. 
Editing properties for multiple items: 
1.  Select several items in the main window. 
2.  In the Properties panel, locate the field that you want to update. 
3.  Edit field values. How you edit a field depends on its type: 

Single value field (Such as Photoshop Label): Type the new text into the field. 

Text Block (such as Description): Edit the text then choose either the Append or 
Replace option below the field. 

Multi-valued field (such as Keywords): Click the Add Values link to open the Add 
Property Values dialog. See the note below. 

As you edit a field, a checked box indicates that it contains changed information that 
has not been submitted.  
4.  Edit additional fields as necessary using the instructions above. 
5.  When you have completed your edits, click the Submit button below the Properties 
panel. 
DOWNLOADING ASSETS

The Download menu allows you to download original files, run Convert Presets and download the resulting converted files, or create Convert Presets. 

To run a Convert Preset, select one or more items in an organizer, then choose the preset from the Download menu. 
To download original files, select the items in an organizer, then choose ‘Download Originals’ from the Download menu. 
When Portfolio Server has prepared your selection for download, you will be prompted to download now or later. 
· If you have selected multiple files to download or convert, Portfolio Server will compress them into a .ZIP archive. 
· If you have selected a single file, Portfolio will download the file without compression. 
If you click OK to download now, you will be prompted to provide a name and location for the download. 
If you click Cancel, you can download your file or .ZIP archive later from the Jobs dialog. 
Convert Presets

A Convert Preset is a group of settings, such as file type and resolution, that you can save if you frequently convert files using those settings. For example, you may frequently create JPG files that are 320x240 pixels in  size for use on a web page. By saving a preset with these values, you can convert and download files with one click. 
Convert Presets can be used to download files using one click, or as part of a Batch Process operation, where you can also choose to rename files or add them to your catalog. 
There are two ways to create presets: Choose ‘Edit Convert Presets’ from the Download menu, or click Batch Process on the main toolbar. 
NOTE: In the Batch Process dialog, all preset options are in the Convert section. 
To create a new preset: 
1.  Modify the conversion settings.
2.  Click the ( + )button next to the Presets drop-down menu. 
3.  Enter a name for the preset and click the Save button. 
4.  Click OK to close the Convert Presets dialog or Cancel to close the Batch Process   


dialog. 
The new preset will be available from the Download menu and in the Batch Process dialog. 
Batch Process

The Batch Process command allows you to perform transformations on multiple files, then either download the results or add them to the catalog, optionally replacing the originals. 
To process a group of files, select a gallery or folder in the Organizers panel or select items in the main window, then click Batch Process in the main toolbar. This will open the Batch Process dialog. 
NOTE: Batch Process is always performed on a selection; the dialog displays the number of items you’ve selected for processing. 
The Batch Process dialog is separated into three sections: Convert, Rename, and Destination.  The Convert and Rename sections are optional; the Destination section must have a selection made before a Batch Process operation can proceed. 
Once you have specified settings for the Batch Process command, click the Batch Process button to proceed. Progress will be displayed in the Navigation toolbar at the bottom of the main window. For more specific information on the process, click on Show Jobs in the toolbar. 
Conversion Settings - Optional
To convert files from the original format to a new format, check the box labeled Convert, then choose conversion settings.
You can choose a Convert Preset from the Presets drop-down menu, or apply custom settings. 
Renaming Options - Optional
To rename files, check the box labeled Rename, then set options for the new file names. 
File names are constructed in three sections: a front, middle, and end. Choose an option for each section from a drop-down menu. Options for the three sections are None, Filename, Text, and Number From. 
· None means that section is not used in the new filename. 
· Filename uses the original filename as part of the new filename. 
· Text allows you to add specific text (up to 31 characters) to the new filename. 
· Number From allows you to add a number the new filename, starting at a specified value and incrementing for each new filename. 

To use a certain number of digits, include leading zeroes in your starting value. 
For example, setting the three sections to [None], [Text: Portfolio‐], and [Number From: 001] will result in filenames such as Portfolio­001.jpg, Portfolio­002.jpg, and so on. 
Destination Options - Required
The destination indicates where the converted, renamed files should be saved. 
· Download the new files: The files will be downloaded to your computer (or saved as a job for you to download later). 
· Place the new files in the same folder as the original files: Each converted, renamed file will be saved where its original counterpart is. If the new file’s name conflicts with an existing file, the new file’s name will be modified automatically. 
· Check Add the new images to the catalog to have the new files added to the catalog, leaving the originals in place also. 
· Replace the original files with the new files: Each original file will be deleted from disk, the new file will be saved to the same location, and the original catalog record will be modified and associated with the new file. 
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