CONTENTdm Basic Skills 3: Maintaining

collections in CONTENTdm
Class Handout

Maintain a collection using Project Client

Edit item metadata
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Open your desired project

In the Find in Collection tab, search or browse for item
Select the item and click Add to project (edit) for editing
Click on your project tab

Edit the item(s) metadata

Upload the edited item(s)

Approve items and index collection

Edit object structure and metadata
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Open your desired project

In the Find in Collection tab, search or browse for object
Select the item and click Add to project (edit) for editing
Click on your project tab

Edit the object(s) structure and/or metadata

Upload the edited object(s)

Approve items and index collection

Find and Replace metadata
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Open your desired project

In the Find in Collection tab, search or browse for item or object

Select the item or object and click Add to project (edit) for editing

Click on your project tab

Select Find and Replace to find term(s) in selected items or objects and replace with new
term(s)

Upload the edited items and/or object(s)

Approve items and index collection
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Replace item

Open your desired project

In the Find in Collection tab, search or browse for item or object
Select the item and click Add to project (edit) for editing

Click on your project tab

Select Replace Items to replace selected item and edit item metadata
Upload the edited item(s)

Approve items and index collection
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Keyboard shortcuts when using project spreadsheet

Tab Close the current active cell and move one cell to the right

Shift + Tab Close the current active cell and move one cell to the left

Enter Close the current active cell and move down one row

Ctrl+c Copy text from an outlined cell

Ctrl+v Insert copied text into an outlined cell

Ctrl + x Cut text from an outlined cell

Ctrl + arrow Move to the farthest cell in that direction

key

Ctrl + Enter Insert a carriage return in the text in an active cell. This is displayed when

used in a full-text search field.



Maintain a collection using CONTENTdm
Administration

Edit item metadata

Under the item tab, click edit

Search or browse for the item

Click metadata link next to item to open
Edit the item metadata

Click Save changes

Index collection
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Edit object structure and metadata

Under the item tab, click edit

Search or browse for the item

Click structure or metadata link next to item to open
Edit the object structure and/or metadata

Click Save changes

Index collection

2 e

Find and Replace metadata
Note: Be careful. You cannot Undo this change

1. Under the item tab, click find & replace
2. Determine whether to replace metadata within one field or all fields, or change metadata in
a specific field
e Find and replace a single field
1. Find the term(s) to replace
2. Select field to search from drop-down
3. Replace with the desired term(s)
4. Click replace to update change
e Find a replace across all fields
1. Find the term(s) to replace in all fields
2. Replace with the desired term(s)
3. Click replace to update change
e Change field metadata
3. Index collection

®ocLc



Add items using CONTENTdm Administration

Under items tab, click add link
Select add an item or add URL

Add metadata for item

Click Save changes to add the item
Approve item(s) and index collection
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Build a compound object using CONTENTdm Administration

Under items tab, click edit link

Search or browse for the items

Select items to add to compound object
Add or edit object metadata

Click Save changes to add the items
Approve item(s) and index collection
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Using Tab-delimited method in the Project Client

Import multiple items and metadata using a tab-delimited text file

1. Organize your files
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2. Import your files into the project

Import Multiple Files - Map Fields

Click a Collection field to map it to the imported Field. / Check that the imported
ke o - & metadata will land in the
l;:at :;wet j correct collection field
fidertifier [1dentifier ~|
Language |Language |
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ag Tag v - - -
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3. Edit your item(s)
4. Upload for approval
5. Approve and index collection

Import compound objects and metadata using a tab-delimited text file

1. Organize your files

Image files are in one parent folder rather than in
subfolders
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) Replacements A E)scfi0166-c01-p00 1-r600. 1,317KB  TIF Image 12/22/2006 4:44 P11
) Replacements2 =) schi0t66-c01-p002-1600.6F 909KE TIF Image 12/22]2006 4:44 PH
) Sample items ) scfi0166-c02-p003-r600.F 3,969K8 TIF Image 12/22/2006 4:44 P
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Transcript files, if you have them, are also all in
one parent folder

O transcripts E]@
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: Address (33 C:\Docurfents and Settings\i op\Exercise datal idgeBook-TabDitranscripts v] Go
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() Replacemens ] scfini66-co1-po01-r600.tt 1KB  Text Document 12/22{2006 4:44 PM
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Tab-delimited text file that contains the metadata without
hierarchical structure

File  Home Insert Pagelayout Formulas Data Review View Help Acrobat © Comments & Share ~
=] re v ‘onditional Formatting ¥ & insert ~ v g
% | lcam T A x Geneal Bl CondiionalFormating ~ | @imsert | X - 4%
e B BIU-H- &vA- $ - % 9 | BiromatasTable~ Foeee ~ | @~ PO~ frot
5 u-|H A 38 B el tytes fHjformats | Date
Cipbourd 15 font 5 Aignment 5l e sies cots catng | mayss | sonstvty |
ASL fe v
A B = D E F G H J K
1 [Title Creator Subject Date Tag Filename ™
2 |Craven Letter Edgar Craven farm life 1805 craven -
3 Craven Letter page 1 Edgar Craven farming 1805 craven LTR_C015.jpg [ Object-level metadata
4 |Craven Letter page 2 Edgar Craven farming 1805 craven LTR_C016,pg '
5 |Craven Letter page3  Edgar Craven travel 1805 craven LTR_C017.jpg Page-level metadata
6 |Craven Letter page 4 Edgar Craven travel 1805 craven LTR_C018.jpg
7
8
9
10
1
12
13| =l
CravenLetter document | (&) [ o]

Tab-delimited text file that contains the metadata and
shows the hierarchal structure
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fle Home Insert Pagelayout Formulas Datgg#Review View Help Acrobat © Comments 4 Share
‘Bt e n v | BwepTet General B By BB=RE :“’S“’“ iy O
e B Merge s Cener < | $~ % 9 % Conditional Formatas Cell | Insert Delete Format ! Sort& Find& | Anayze
-8 S ® 39 | Formating v Table v Stylesv | v v v | ©Clear”  Fiter~ Select~ | Data
Cipboud 1! 5 Aignment 5 Number 5 ses cets cding anayss | ety |
€18 v
A c D 3 3 G H | ) K L M [=
1 CDM_LVL CDM_LVL_NAME Title Creator Identifier Book Title Tag Filename "] Metadata Fields name
2 A Full and Complete De:A Full and Complete Farrington, Edmund F. A Full and Comple shortbridge ~
3 0 A Full and Complete De:A Full and Complete De Farrington, Edmund Fscfi0166c01p001 A Full and Complete shortbridge  scfi0166-c01-p001-r600.tif N
a 0 A Full and Complete De<A Full and Complete De Farrington, Edmund Fscfi0166c01p002 A Full and Complete shortbridge  scfi0166-c01-p002-r600.tif | Oblect-level metadata
s 1 Description of the of the Bri , Edmund A Full and Complete shortbridge  scfi0166-c02-p003-r600.tif
6 2 The Anchorages The Anchorages - Page - Farrington, Edmund Fscfi0166c02p004 A Full and Complete shortbridge  scfi0166-c02-p004-r600.tif Page-level metadata
7 1 Advertisements Advertisements - Page *Farrington, Edmund Fscfi0166c03p018 A Full and Complete shortbridge  scfi0166-c03-p018-r600.tif
8 1 Advertisements Advertisements - Page : Farrington, Edmund Fscfi0166c03p022 A Full and Complete shortbridge  scfi0166-c03-p022-r600.tif
9
10
n
& Hierarchical Filename of
£ structure associated images
14
15 g
ShortBridge monograph | ) q 0l

2. Import your files into the project

Use Compound Object Wizard

Select the Type of Compound
Object

Select Yes to use a tab-delimited text
file

Point the Wizard to the locations of the
txt file, the image folder, and optional
transcript folder

Confirm mapping of metadata fields
Upload, Approve, Index

Single Compound Object - Chosse Type

Import Fles to create a compound object
What type of compound obiect woud you ke to create?

© Document. Document with no hierarchy.
@ Henograph, Decument wih hisrarehy, suth as chapters n a book.
) Ecture Cube. Object whsix views, such as statues or buidings.

() Pogicard. Object with two sides, such as a postcard er basebal card.

are the compound object structure and metadats defined by o tab deimied text Fle?
@es One.
1f you are importing Fles usng a tab-defrited ket file; The firs record shaud contai the
‘you are inporting. Ore Fiekd in sach subs=qu
e mporting. Al inages:

e st exist

Feld names.
. record mst contain the fle name of the kem that you

3. Edit your object(s)
4. Upload for approval
5. Approval and index collection
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Support and Resources

Community

e Community Center
http://www.oclc.org/community/home.en.html

Support & Training

e Documentation
CONTENTdm

e Training (includes instructor-led sessions, recordings, tutorials)
CONTENTdm training

Office Hours
e 3 Thursday of every month via WebEXx (no registration required)

e Details for access code and call-in numbers: Office hours

Contact Customer Support
e United States: 1-800-848-5800 or support@oclc.org

e Inyour region: OCLC Support in your region



http://www.oclc.org/community/home.en.html
https://help.oclc.org/Metadata_Services/CONTENTdm
https://help.oclc.org/Metadata_Services/CONTENTdm/CONTENTdm_training
https://help.oclc.org/Metadata_Services/CONTENTdm/Get_started/020CONTENTdm_technical_office_hours
mailto:support@oclc.org
https://help.oclc.org/Librarian_Toolbox/Contact_OCLC_Support/Contact_OCLC_Support_in_your_region
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