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CONTENTdm Basic Skills 3: Maintaining 
collections in CONTENTdm 
Class Handout 
 

Maintain a collection using Project Client 
Edit item metadata 
1. Open your desired project  
2. In the Find in Collection tab, search or browse for item 
3. Select the item and click Add to project (edit) for editing 
4. Click on your project tab 
5. Edit the item(s) metadata 
6. Upload the edited item(s) 
7. Approve items and index collection 

 

Edit object structure and metadata 
1. Open your desired project  
2. In the Find in Collection tab, search or browse for object 
3. Select the item and click Add to project (edit) for editing 
4. Click on your project tab 
5. Edit the object(s) structure and/or metadata 
6. Upload the edited object(s) 
7. Approve items and index collection 

 

Find and Replace metadata 
1. Open your desired project  
2. In the Find in Collection tab, search or browse for item or object 
3. Select the item or object and click Add to project (edit) for editing 
4. Click on your project tab 
5. Select Find and Replace to find term(s) in selected items or objects and replace with new 

term(s) 
6. Upload the edited items and/or object(s) 
7. Approve items and index collection 
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Replace item 
1. Open your desired project  
2. In the Find in Collection tab, search or browse for item or object 
3. Select the item and click Add to project (edit) for editing 
4. Click on your project tab 
5. Select Replace Items to replace selected item and edit item metadata 
6. Upload the edited item(s) 
7. Approve items and index collection 

 

Keyboard shortcuts when using project spreadsheet 

Shortcut Description 

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 
key 

Move to the farthest cell in that direction 

Ctrl + Enter Insert a carriage return in the text in an active cell.  This is displayed when 
used in a full-text search field. 
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Maintain a collection using CONTENTdm 
Administration 
Edit item metadata 

1. Under the item tab, click edit 
2. Search or browse for the item 
3. Click metadata link next to item to open 
4. Edit the item metadata 
5. Click Save changes 
6. Index collection 

 

Edit object structure and metadata 

1. Under the item tab, click edit 
2. Search or browse for the item 
3. Click structure or metadata link next to item to open 
4. Edit the object structure and/or metadata 
5. Click Save changes 
6. Index collection 

 

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 
• 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 

• 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 

• Change field metadata 
3. Index collection 
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Add items using CONTENTdm Administration 
1. Under items tab, click add link 
2. Select add an item or add URL 
3. Add metadata for item 
4. Click Save changes to add the item 
5. Approve item(s) and index collection 

 

Build a compound object using CONTENTdm Administration 
1. Under items tab, click edit link 
2. Search or browse for the items 
3. Select items to add to compound object 
4. Add or edit object metadata 
5. Click Save changes to add the items 
6. Approve item(s) and index collection 
 
 

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 

 
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 
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2. Import your files into the project 

 
 

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

http://www.oclc.org/community/home.en.html 

Support & Training  
• Documentation 

CONTENTdm 

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

Office Hours  
• 3rd Thursday of every month via WebEx (no registration required) 

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

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

• In your 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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