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The Cumulus® Digital Asset Management System provides
powerful tools for creative professionals. At the heart of the
extensive Cumulus feature set is the ability to store any type of
digital media assets, including all types of documents, images,
audio, video, layouts from publishing programs, presentations,
and PDF files. And because you can't run a business on art alone,
Cumulus also offers support for less “inspirational” file types, like
word-processing documents and spreadsheets. Once assets are
stored, Cumulus becomes a central media repository from which
you and your co-workers can view, locate, search, organize, copy,
move, categorize, and otherwise manipulate the cataloged
assets. Once you've settled on a process for storing and retriev-
ing your media assets that works for you, the process can be
automated, further enhancing the efficiency of your creative

workflow.
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Cumulus

Canto offers three different editions of Cumulus:
+ Cumulus Single User Edition
+ Cumulus Workgroup Edition
+ Cumulus Enterprise Edition

The different editions of Cumulus are designed to
meet the needs of anyone who wants to keep track
of their digital media, from the budding photogra-
pher or hobby homepage designer to international
multiple server, cross-platform environments in
huge corporate settings. To meet individual work-
flow needs, Canto has developed a range of addi-
tional add-on products.

Optional components of the Cumulus Single User
Edition include e.g.:

+ Cumulus Viewer

+ Cumulus PowerPoint SupportKit

+ Asset Storage Modules

This User Guide

This guide covers the functionality of the Cumulus
Single User Edition.

Organization

This guide offers the following basic ways to learn
about Cumulus:

+ Table of Contents — Find information based on
section and heading.

+ Index — Find information based on alphabetical
listing by topic.

+ Tutorial — Learn step-by-step how to build and
use a simple Cumulus catalog. (See “Learn”
chapter, starting on page 23)

"

-+ Concept - Learn Cumulus basics. (See “Explore’
chapter, starting on page 41)

+ Tasks —Learn Cumulus based on the need to do
a certain task. (See "Use” chapter, starting on
page 61 and “Present & Share” chapter, starting

on page 93. See “Catalog Maintenance” section,
starting on page 75, for actions related to using
and managing Cumulus catalogs.)

+ Reference - Learn what the program can do
based on what each menu option does. (See
"Reference,” p. 111, and “Additional Functions,”
p.127)

Information is not necessarily presented in the order
in which you should read it. The way you'll use
Cumulus determines what information is of most
use and importance to you.

Here are some guidelines based on user experience:
+ “l'know nothing about Cumulus or my computer.”

If this is you, then you need to read the manual that
came with your operating system before you try to
learn to use Cumulus. Cumulus is very easy to use,
but it relies on many user interface conventions
found on the supported platforms (drag and drop,
opening and closing files, etc.). If you're not familiar
with using your computer, you'll get lost pretty
quickly.

+ “I've got my computer down, but I've never
used Cumulus or anything like it. All  need to do
is access some Cumulus catalogs that are
already made.”

The tutorial that starts in Chapter 3, “Learn,” p. 23,
should be your first step. It's a pretty quick read that
will have you up and running in no time. After read-
ing the tutorial chapter, you'll find Chapter 8, “Refer-
ence,” p. 111, very useful. It offers a menu-by-menu
rundown of the entire program. At some point you
should glance over Chapter 5, “Use,” p. 61, for a bet-
ter understanding of Cumulus and what's possible.

+ “I've got my computer down, but I've never
used Cumulus or anything like it. And | need to
build my own file collections.”

It's best to start with the tutorial, Chapter 3, “Learn,”
p. 23.To get you up to speed on Cumulus basics,
read Chapter 4, “Explore,” p. 41. But before you start
doing any real work, make sure that you've read
Chapter 5, “Use,” p. 61. This section explains some



very important stuff that you should know before
building your own catalogs. While using the pro-
gram, you'll find Chapter 8, “Reference,” p. 111, a
great resource.

+ "I'malready familiar with programs like Cumu-
lus. This is nothing new to me."

You may want to start out in Chapter 8, “Refer-
ence,” p. 111, to get an idea of the options avail-
able in Cumulus. But it's also a good idea to skim
through Chapter 5, “Use,” p. 61, and Chapter 6,
“Present & Share,” p. 93, to make sure there's noth-
ing that you've missed.

+ “I'm a complete Pro. There's nothing that this
manual could tell me that | don't already
know. I've seen it all, done it all, know it alll”

Canto accepts job applications online and is
always looking for a few more geniuses like you.
(www.canto.com)

Cross-Platform Issues

Cumulus is a cross-platform application, meaning
that it runs on Windows® and Mac® OS (Macin-
tosh®) systems. Though most of the program’s
features are identical in each version, portions of
the user interface differ due to operating system
conventions. These differences are explained
when necessary and assumed otherwise (e.g., the
difference between “maximizing” a window in
Windows, and "zooming” a window in the Mac OS
is not explained).

Because there are so few differences between the
Windows and Mac OS versions of Cumulus, the
illustrations in this guide apply to both platforms
except where indicated.

Sections that pertain only to the Mac OS are
denoted by the icon to the left of this paragraph.

H Sections that pertain only to Windows are
denoted by the icon to the left of this paragraph.

YOUR EXPERIENCE I 11

User Interface Item Conventions

To differentiate user interface items—»buttons,
menus, text fields, etc—from surrounding text,
those items are displayed in bold. For example:

“Click the Open button.”

To differentiate menu hierarchies, the = character
is used. For example:

“Select File=Open to open a file."

This example means to select the Open item from
the File menu.

Cumulus Step by Step

Instructional steps are identified by the following
structure:

1. This would be the first instruction. The
mouse icon makes it easy to identify.

2. The final instruction has a border beneath
it, indicating that there are no further steps.

Your Experience

You're a busy professional. You probably don't
have time to read this entire manual before you
get started with the program. To ensure that the
amount of material found within this document is
kept to a minimum, assumptions about your
experience have been made.

This manual assumes that you have a basic under-
standing of the use of your computer's operating
system and the terminology used therein. For
example, if you were to asked to open a file, would
you know how? How about saving a file in a new
location? Or changing window sizes? If these
actions are child’s play for you, then you're set. If
not, review the user instructions that came with
your computer.

Www.canto.com
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Cumulus is a well-designed, easy-to-use program
that takes advantage of operating system standards.
As such, many of its features will be obvious to you.
Any parts of the program that are unique to using
Cumulus are explained in detail.

Understanding Cumulus

It's helpful to understand how Cumulus organizes files.

Assets

An asset in Cumulus is simply any
one cataloged file or data stream. A
video clip, an audio clip, an image,
or a page layout document are
examples of files that are commonly cataloged in
Cumulus. But the word file suggests an asset that is
stored on a digital medium like a hard-disk or CD-
ROM. What if the asset is a record in a database? This
is not afile per se, but as faras Cumulus is concerned,
itis a data stream that can be cataloged, kept track of
and accessed.

Catalogs

Like a filing cabinet, Cumulus catalogs
serve as storage locations for asset col-
lections. You can have as many catalogs
as you like. Catalogs are cross-platform
compatible, so it doesn't matter what
type of computer is used to create a catalog. Cata-
logs are explained in detail starting on page 42.

Collections

::]%WW

H g
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Y

Collections are like snapshots from
your open catalog. When you work
with your assets in Cumulus, you're
viewing a constantly changing group of records.
Without collections, each view of this group would
be lost as soon as it changed. Collections, however,
enable you to capture any particular set of records
and save it as you see it - all without disrupting your
workflow. For example, you can modify the viewing

attributes of your records in innumerable ways, add
or delete records, select the information that
appears with each record, and on and on. Once you
see something you like or could use again, save it as
a collection and recall it whenever you need it. You
can even send your collection as an attachment to
an e-mail message in one easy step.

A collection also acts as your temporary workspace
in Cumulus, meaning that changes made to your
collections do not affect the content of your cata-
logs. Even deleting a record from a collection does
not remove it from the catalog (unless you really
want it to, which you can do, too). Collections are
explained in detail starting on page 43.

Categories

Like foldersin afiling cabinet, Cumulus
categories serve to organize assets g
(files). But here the similarities end. J
Assets can appear in any number of Cumulus cate-
gories at one time. Categories are explained in detail
starting on page 51.

llllllll”/

ol

Records
Records represent assets. Each record

10021
represents one asset. Records hold - ]_)1[%
information on the asset, such as file 10031 ...

size, type, location and creation date,

and much more. Cumulus allows the creation of cus-
tomizable record fields, which can contain almost
any sort of information you desire. Since these user-
defined record fields are also fully searchable, you
can tailor Cumulus to fit your requirements.

It's very important to draw the distinction between
records and assets. Records are part of Cumulus cat-
alogs; assets are not. Records represent assets.



Finding Help
If you have a question that is not answered in this

guide, there are a number of additional resources
to check:

A Online Help for Windows Users

The Windows versions of Cumulus include an
extensive online help system. Access it via the
Windows Help menu. Similar to other Windows
help systems, subjects are organized by contents
and index, and are searchable (see “The Help
Menu,” p. 125). There is no online help system for
the Mac OS.

Canto Online

The Canto Web site (www.canto.com) contains
many resources of value to you as a Cumulus user.
Among them are a list of frequently asked ques-
tions (FAQ), several "How to” guides, and informa-
tion on Canto’s valuable Cumulus training classes.

Technical Support

To provide you with easily accessible, first-class
assistance, Canto has partnerships with numerous
distributors and resellers around the world. Tech-
nical support from your distributor via e-mail is
free of charge for registered Cumulus users. For
information on how to contact the distributor or
reseller in your area, inquire where you purchased
Cumulus or see Canto's Website (www.canto.com).
Before submitting your question, please review
the support form in the documentation folder on
your Cumulus CD-ROM to make sure that you pro-
vide technical support with the appropriate infor-
mation.

If you are a registered Cumulus user and your dis-
tributor does not provide support for Cumulus,
you may address questions to:

The Americas -> support@canto.com

Rest of World  -> support@canto.de

FINDING HELP I 13

Additionally, you have the option of purchasing a
Canto Service Agreement, which not only
includes priority technical support by telephone,
but also supplemental benefits, such as access to
new filters and a monthly bulletin full of helpful
tips, technical news and further information on
Canto products. Please visit Canto's Website to
find out how to register for a Service Agreement
and receive extra support.

Expanding the Possibilities

Canto offers some optional components for the
Cumulus editions to expand the functionality.

Viewer

The Cumulus Viewer lets you dis-
j) tribute Cumulus catalogs and
21 assets to others who don't own
" Cumulus. Viewer catalogs can be
distributed with original assets or just low resolu-
tion “comps.”

L)

Complete searching and sorting functions are
included, but Cumulus Viewer users can't make
catalogs of their own or add assets to the catalogs
that you provide.

Cumulus Viewer is provided royalty-free, which
means that you are never restricted by distribution
license fees. You can distribute one catalog or one
million. You can make catalogs available for down-
load on the Web, on CD-ROM or any other distri-
bution method you choose.

Cumulus Viewer is a must-have if you make your
assets available for purchase or license, such as clip
art or stock photography companies. But other
businesses can take advantage too: museums, edu-
cational institutions and tourist bureaus could ben-
efit from making image collections available to the
public.

Www.canto.com
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The Asset Storage Modules

Back when Canto shipped the first version of Cumu-
lus, few could have imagined that someday users
might catalog or edit assets located in different time
zones. The advent of the Internet, however, has not
only made that concept possible, but necessary for
multilocation workgroups.

To address this need, Canto has modularized the
communication between the Cumulus application
and database, and the media on which assets reside.
The Asset Storage manager uses Asset Storage mod-
ules to facilitate this communication.

Cumulus edition comes with Asset Storage modules
that provide access to assets stored on the sup-
ported operating systems'’ file systems—including
support for the Desktop Color Separation (DCS) file
format and OPI.

The Cumulus Asset Storage manager also provides a
means for third parties to develop custom interfaces
between the Cumulus application and external
media. One company, for example, might connect
to a CD-jukebox. Another might benefit from access-
ing assets stored in a compressed file format. Here,
an Asset Storage module could be developed to
automatically compress and decompress assets on
the fly. An Asset Storage module could also be devel-
oped to enable direct access to assets archived by
popular back-up programs.

In several years, we may look back on the idea of cat-
aloging assets over physical wires and wonder how
technology could have ever been so primitive. The
Cumulus Asset Storage architecture will be ready.

URL Asset Access

The URL AssetStore Module N —
enables Cumulus users to cata- @% — B
log and access files stored on

remote FTP or HTTP servers. The process couldn't be
easier: type a valid FTP or HTTP URL that points to an
asset, and Cumulus does the rest. For an FTP server
you may also type an URL that points to a directory
of assets.

Once inside a Cumulus catalog, records of URL-cata-
loged assets appear and behave just like any record
which has been cataloged through the supported
file systems. The URL AssetStore Module also enables
Cumulus users to upload cataloged assets to FTP
servers.

The URL AssetStore Module is installed with the
Cumulus application but it will run in limited mode.
This means that asset references of URL cataloged
assets can be resolved but the user can not catalog
from FTP or HTTP servers. For cataloging the URL
AssetStore needs to be licensed.

PowerPoint SupportKit

N The Cumulus PowerPoint
SupportKit allows users
to efficiently manage
slides created with
Microsoft PowerPoint. It
automatically catalogs all
slides of a PowerPoint
presentation in addition to creating a record for the
entire presentation document. Such cataloged
slides can be added to existing PowerPoint presen-
tations — within Cumulus as well as within Microsoft
PowerPoint. Within Cumulus you may even create
new PowerPoint presentations out of cataloged
slides. When you are working with Microsoft Power-
Point, the Cumulus PowerPoint SupportKit allows
you to insert cataloged graphics and slides into pre-
sentations.

Usage Ideas

You probably already have a good idea of at least one
way you can use Cumulus. But reading how others are
using the program might inspire some creative ways
to get even more from this useful tool.

Magazine Production

Many in the field of magazine production have
hailed Cumulus for its ability to maintain orderin a



hectic, deadline-driven workflow. When time is
scarce, files are numerous, and you've got a dozen
or so people working around the clock, you have
the makings for a communications breakdown
that could lead to disaster. Cumulus solves those
“where’s the file” and “is it edited yet?” questions
with its asset location and record status features.
Being able to quickly see that a record is “ready for
layout” helps ensure that what gets placed was
ready to go.

On the business side of things, Cumulus enhances
ad placement efficiency by ensuring that the most
recent version of the client's ad is available to the
layout artist when it's needed.

Image Portfolios for the Digital Age

A freelance designer without a Web site is
like...well..any designer without Cumulus! In a
word: “lost.” Using Cumulus, some artists have
published complete, searchable portfolios online.

The advantages of the Cumulus Web Publisher are
obvious for those selling photo libraries and other
digital media assets online.

Gathering Assets for Output

Many design and layout programs lack the ability
to gather all the files used in a project into one
location to be transferred to the service bureau.
And you know what a nightmare it is trying to
gather them all manually.

Cumulus can do the gathering for you. It's as simple
as dragging a Cumulus category folder onto your
computer’'s desktop or selecting an option from a
menu. All of the asset files associated with the
selected category are copied into the new folder.

Www.canto.com
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Canto provides installer utilities to help make the process of
installing Cumulus trouble-free. This section provides instruc-
tions for installing and removing the program on all supported

platforms, and also offers product registration information.
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System Requirements

Canto provides two levels of system requirements:
minimum and recommended. Using the program on a
system that falls beneath the minimum requirements
may be possible, but it will most likely yield unfavor-
able results and is not recommended. Recom-
mended requirements are listed below in brackets.

Macintosh Requirements

+ PowerPC® System 8.6 or later (Power Macintosh
G4, Mac OS 9.1)

- 16 MB (32 MB) RAM allocated to the application

+ 30 MB (40 MB) free hard disk space for
installation

+ 640x480 video display with 256 colors
(1024x768 video display with Millions of Colors)

- CD-ROM drive for installation

Windows Requirements

+ Pentium® 90 MHz (Pentium Ill 850 MHz) or
compatible

+ Windows 95/98/Me/XP or Windows NT 4.0 SP3
(SP5) or Windows 2000 (SP1)

+ 32 MB (128 MB) RAM

+ 35 MB (45 MB) free hard disk space for
installation

+ 640x480 video display with 256 colors
(1024x768 video display with True Color)

- CD-ROM drive for installation

Installation

To install Cumulus, you need two things: the Cumu-
lus CD and your serial number, which is found in your
Cumulus Single User package.

NOTE: QuickTime (5.0 or later) should be installed
before you you install Cumulus.

If you are installing Cumulus for the first time, you
can skip down to the installing section for your oper-
ating system. If you already have a previous version

of Cumulus installed on your computer, please read
the following sections carefully.

Previous Versions under Windows

Windows users must always uninstall the previous
version before installing a newer version, regardless
of whether it is an upgrade from Cumulus 4 or an
update of an existing Cumulus installation. (See
“Removing Cumulus,” p. 21)

NOTE: When you register you will be asked for your
old serial number. Make sure you have this serial
number before deleting the old version of Cumulus.
You can make a note of the serial number from the
About dialog (Cumulus 4)/License dialog box
(Cumulus 5).

Previous Versions under Mac OS

Mac OS users updating an existing Cumulus installa-
tion only have to run theinstaller application included
with the newer version of the program installation
files. The installer application will keep all settings and
only replace program files necessary for updating the
program's functionality. Only the old application file
Cumulus S5.0 will not be updated and has to be
deleted after installation. (The name of the new appli-
cation file for Cumulus 5.5 is Cumulus Single User.)

Mac OS users upgrading from a version prior to
Cumulus 5 must uninstall the previous version
before installing a newer version. (See “Removing
Cumulus,” p. 21)

NOTE: When you register, you will be asked for your
old serial number. Make sure you have this serial
number before deleting the old version of Cumulus.
You can make a note of the serial number from the
About dialog of your Cumulus 4 installation.

Catalogs from Previous Versions

Catalog files created with versions of Cumulus prior to
version 5 must be converted using the Cumulus Cata-
log Converter before they can be opened with Cumu-
lus Single User. Once a catalog has been converted, it
cannot be opened by a previous version.



For more information on converting catalogs, see
“Updating Catalogs from Earlier Versions,” p. 79.

Theinstallation instructions that follow are divided
into Mac OS and Windows sections.

Installing under Mac OS

Cumulus provides an installer application which
guides you through the installation process. If
installing Cumulus for the first time, experienced
Mac OS users may also perform an installation via
drag and drop.

NOTE: An update installation should never be
done via drag and drop. Otherwise you will loose
your program settings and have to reactivate any
options you may have installed with your previous
Cumulus version.

To install Cumulus under Mac OS using the
installer application:

1. Insert the Cumulus CD into your CD-ROM
drive.

2. Double-click the CD icon to view its con-
tents, if it's not already open.

3. Double-click the English folder.

4. Double-click on the installer application
Install Cumulus Single User.

Cumulus Application Integration Modules

INSTALLATION I 19

The Install Cumulus Single User Edition
window opens in which you can select a
folder to install Cumulus into.

Do one of the following:

If installing Cumulus for the first time, click
Install In New Folder to create a new
folder for your Cumulus installation.

OR

If updating a previous Cumulus installation,
select its current folder on your hard disk
and then click Select Existing Folder to
update a previous Cumulus installation.
And remember: After the installation is
completed you have to delete the old
application file named Cumulus S5.0.
(The name of the new application file for
Cumulus 5.5 is Cumulus Single User)

The software license agreement is displayed.

Click Continue after you have fully read the
license agreement and agreed to the
terms therein.

The Install Cumulus Single User window
opens displaying the install location. Check
the install location to see if it is correct. If
necessary, choose a new location under
Install Location.

Click Install to copy the necessary program
files onto your hard disk. A progress bar is
displayed indicating the status of the
installation.

Application integration modules (sometimes called plug-ins, extensions or extras) enable direct access to

Cumulus catalogs from within many popular applications.

These modules are placed in the Cumulus folder in a subfolder named Adapters. If you want to use them,
copy them to the appropriate folders of the supported applications. Future upgrades of these other appli-
cations may result in the loss of these modules, which can be deleted with the older versions of those pro-
grams. If this happens, simply recopy the deleted module from your installation CD.

Application integration modules are available with the Mac OS version of Cumulus only.

Www.canto.com
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When the progress bar closes, a window
opens, confirming that the software was
installed successfully.

Click Quit to close the window and finish the
installation.

If Cumulus has been installed for the first
time, it will prompt you to enter your registra-
tion information the next time it is started.
(You can find your serial number in your
Cumulus Single User package.)

installation of Cumulus can also be performed

via drag and drop as described below.

To install Cumulus on a Mac OS computer via drag
and drop:

Insert the Cumulus CD into your CD-ROM drive.

Double-click the CD icon to view its contents,
if it's not already open.

Open the folder on your hard disk to which
you want to install Cumulus.

Drag the Cumulus Single User Edition folder
(found in the English folder) from the CD to
the desired location.

Once all of the files have been copied, the
installation is complete.

Cumulus will prompt you to enter your regis-
tration information the next time it is started.
(You can find your serial number in your
Cumulus Single User package.)

Installing under Windows

To install Cumulus under Windows:

o

1.

Insert the Cumulus CD into your CD-ROM drive.

Double-click Setup.exe located on the
Cumulus CD under English\Cumulus.

When the Welcome screen is displayed, click
Next to continue. The software license agree-
ment is displayed.

Click Yes to accept the terms of the displayed
license agreement. The Registration dialog is
opened.

Enter your name, company, and serial num-
berin the fields provided and click Next. (You
can find your serial number in your Cumulus
Single User package). The Choose Destina-
tion Location window appears.

Do one of the following:

If you want to accept the default installation
location, click Next to continue.

OR

If you do not want to accept the default loca-
tion, click Browse to choose a different loca-
tion. The Choose Folder dialog opens. Now
you have two choices:

+ If you want to select an existing folder,
under Drives select the drive from the
drop-down menu and under Directories
double-click the folder of your choice. Click
OK to return to the previous dialog. Then
click Next to continue.

+ If you want to create a new folder for your
Cumulus installation, type the new folder’s
complete path and name directly into the
field under Path. Click OK to return to the
previous dialog. Then click Next to con-
tinue.



The Select Program Folder dialog opens.

7. Click Next to accept the default program
folder. If you do not want to accept the
default program folder, choose a different
one by typing the new folder name or
selecting an existing folder.

Setup begins copying files.

8. When the Setup Complete window is dis-
played, click Finish to end the installation
and close the window.

Removing Cumulus

Before removing Cumulus, copy any catalogs or
scripts located in the Cumulus folder that you do
not wish to lose to a safe place on your hard disk.

The instructions that follow are divided into Mac
OS and Windows sections.

Mac OS
To remove Cumulus from a Mac OS computer:

1. Drag the Cumulus folder from its current
location to the trash.

2. Drag the Cumulus Preferences file to the
trash. You can find this file in the Prefer-
ences folder in the computer’s System
folder.

3. Inthe Mac OS Finder, select
Special=Empty Trash.

Remember that the application integration mod-
ules that were installed when you installed Cumu-
lus will still be on your hard-disk. Delete them
manually if you want them removed.

REMOVING CUMULUS I 21

Windows
To remove Cumulus from a Windows computer:

1. Click the Start button, point to Settings,
and then click Control Panel.

2. Double-click Add/Remove Programs. A
window opens with a list of the programs
installed on your computer.

3. Select Cumulus from the list and click the
Add/Remove button. The removal process
begins. You are asked to confirm the deletion
of any files that may be shared with other
applications.

Product Registration

Registering Cumulus should be considered part of
the Cumulus installation process. Registration
entitles you to technical support from your distrib-
utor free of charge via e-mail (see “Technical Sup-
port,” p. 13),and is also required for you to be able
to activate any future updates or add-ons. If you
are installing any optional add-ons right now,
please see “Activation Key” below.

The fastest and easiest way to register your copy of
Cumulus is on the World Wide Web. If you do not

have a Web connection, you can also e-mail the reg-
istration form to Canto or print it out and send it in.

Web Registration
To register Cumulus on the Web:

1. Select @ Apple/ [ Help=License.
The License dialog box opens.

Www.canto.com
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If you're also registering an optional add-on,
click Add and type its serial number in the
dialog that is displayed.

2. Click WWW Registration.

& Select your Web browser from the dis-
played dialog box. Click Register, and your
Web browser launches and initiates a con-
nection to the Canto registration site.

3. Fill out the on-line registration form and sub-
mit it. All required serial numbers and ID’s are
filled in automatically.

If you registered any optional add-ons, you
will receive an Activation Key from Canto. See
"Activation Key,"” below, for details.

If you don't have Internet access, you can fillin a reg-
istration form and register via e-mail, fax or regular
mail.

Registration by Mail, Fax or E-Mail

If you don't have Internet access, you can fill out a
registration form and register via e-mail, fax or con-
ventional mail. This option requires that you have the
Adobe Acrobat Reader software installed on your
computer. If the Adobe Acrobat Reader software is
not on your computer, you can download it for free
from Adobe’s Web site (www.adobe.com).

To register Cumulus by mail, fax or e-mail:
1. Select @ Apple/ ) Help=License.
The License dialog box opens.

If you're also registering an optional add-on,
click Add and type its serial number in the
dialog that is displayed.

2. Click Print Registration. A message is dis-
played for you to save a copy of the registra-
tion form.

3. Accept the name and path suggested by
Cumulus or choose your own and click Save.
Cumulus launches the Acrobat Reader, which
opens the registration form.

4. Fill out the form on your computer. All
required serial numbers and ID’s are filled in
automatically.

5. Print the form, then fax or mail it to the
address listed for your region.
OR
If possible, save the form and send it as an
attachment to an e-mail message to:
registration@canto.de

If you registered any optional add-ons, you
will receive an Activation Key from Canto. See
"Activation Key,"” below, for details.

Activation Key

If you purchased any optional add-ons, you will need
an Activation Key from Canto in order to integrate
them into your Cumulus system. To get an Activa-
tion Key, enter the serial number of the add-onin the
License dialog box before clicking WWW Registra-
tion or Print Registration.

Once you have received your Activation Key from
Canto, enter it into the Activation Key field in the
License dialog box. Click Apply, and your add-ons
will be activated and ready to go.



This section consists of a tutorial to guide you through building
and using a simple catalog. You'll catalog some assets, create and
delete categories, make associations between records and cate-
gories, do some searching, customize your collection, generate
your own custom field, and output a collection to the Internet-

ready HTML format.
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Tutorial: Building a Catalog

In this section we'll build a simple catalog that takes
advantage of some of the new features of Cumulus.
We'll also create some categories, do some search-
ing, make a custom field, and then output the results
of our efforts to HTML. An overview of the Cumulus
Mac OS and Windows interfaces can be found on
pages 45 and 46.

Getting Started

To begin, you need to have Cumulus installed on your
computer (See “Installation,” p. 18, if you need some
help.) You'll also need to have the Cumulus CD in your
CD-ROM drive. We'll use some of the CD's sample
media files for the tutorial.

Making a Catalog

The best “first step” when building a Cumulus cata-
log is planning. (Suggestions for planning a Cumulus
catalog can be found on page 74.) For the purposes
of this tutorial, however, we're just going to jump
rightin. It's tough to plan the best way to build a cat-
alog until you have some basic understanding of
how the program works and what options are avail-
able to you.

The process of making a Cumulus catalog is simple:

1. Launch the Cumulus application. If this is the
first time that you've launched Cumulus, a

dialog appears from which you can open an

existing catalog. Click Cancel because we're
going to build our own.

Cumulus automatically remembers the last
catalog that was opened and reopens it the
next time the program is launched. If you've
previously used Cumulus, close the catalog
that the program automatically opens before
proceeding with this tutorial.

2. When the program has loaded, select
File=>New Catalog. A dialog box appears
with which you can name your new catalog.

Save in: Ia Curnulus 5.0 j @I gl

Documentation
Samples
Scripts

File name: — [My New Catalog 23V

Save as lype: ICumqus Catalog Files [ ccf) j Cancel

3. Type afile name for your catalog into the File
name field and click Save. You can save the
catalog in a different location if you'd like.
(Windows users needn’t worry about adding
a file name extension, Cumulus adds it auto-
matically. The Mac OS requires no file name
extension.)

At this point your catalog is empty, so you should be
looking at an empty window.

Adding Assets (Cataloging Assets)

"Cataloging assets” is Cumulus-speak for adding
media files to your catalog. There are two ways to
catalog assets: via menu option and with drag and
drop. We'll cover both, but we'll start with the menu
option method:

1. Select Catalog=Catalog Assets.

A window appears from which you can select
assets to be cataloged.

2. Onthe Cumulus CD navigate to
& Media Gallery:Demo Media Assets:Examples
M Media Gallery\Demo Media Assets\Examples



3.

Select Balloon Race from the file list and click
Open.

Catalog Assets EHE

= &

@ Sunzet with Tree PCT

Look jn: I =5 Examples

-a Airplane llustration.eps B Map.pdf

lloon Face.BMP! Penguin Balloon. P50 ﬁ Tree in'Winter. TIF
mels in India. moy @ Penguinz.jpg ﬁ Tree with &pple.jpg
Curnulus Clouds Sur behind Cloud
{] Indian Camel. pic Sunzet

T2 Sunset with Glider PSD
| 3
Open I
j Cancel

Current Folder: E:\Media Gallern\Demo Media Assets\Examples Select Folder |

File name: IEa\Ioon Race BMP

Files of type: IAI\ Files %)

When cataloging more than one asset, the Select Folder
button is a quick way of adding the entire contents of a
folder. Mac OS users can simply select a folder from the list
and click the Select button.

A window appears for a brief moment that
shows the status of the cataloging process.
It's not too useful when cataloging just one
asset, but once you start cataloging large
numbers of assets, you'll appreciate the visual
feedback it offers.

After a moment, a thumbnail for the Balloon
image appears, indicating that the cataloging
process was successful and a record has been
created for the asset.

=————— My New Catalog

4 of 4 Categories 1 0f 1 Records
~ & Cumulus 5 ||| Balloon Race BMP =
v 8D Media Galery 7] ]
- B0 Demo Media Assets
[E) Examples
- =
77| | Bitmap Image =

Remember, each asset is represented by one
record in a Cumulus catalog.
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Automatic Directory Categories

You'll notice that a list of folder icons has appeared in
the left portion of the window. These are called
directory categories.

So where did these new categories come from?
Among the many settings in the Catalog Properties in
Cumulus is the option to use an asset’s folder hierarchy
as a model for directory category creation and assign-
ment. This option is activated with Cumulus’ default
settings but it can be deactivated (see page 51).

While this doesn't seem too useful in our Balloon
Race example, consider how valuable it becomes if
your assets are stored in a folder hierarchy that prop-
erly identifies them. (See “Develop an Effective
Folder Naming Convention,” p. 74.)

It's important to remember that these categories
resemble the hard-disk folder hierarchy, but the two are
not physically connected. For example, you can move or
delete one of the folders on your hard-disk and it
would have no effect on the associated directory cate-
gory in Cumulus. Likewise, you can delete Cumulus
directory categories and have no effect on the actual
hard-disk folders, or even the cataloged assets. (Not to
confuse you so early on, but Cumulus does provide
options for using categories to move and delete assets,
but these options are explained later.)

Directory category icons have a small folder picture
inside the icon. ([£]) Categories that you create
yourself do not have this folder picture.

Deleting Categories

Now let’s get rid of the directory categories that
Cumulus has created for us.

1. Select the root-level category from the cate-

gory hierarchy. It's named for the volume on
which the asset resides.

In this case its name depends on the name
of your Cumulus CD.

Www.canto.com
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My New Catalog =—————— 9|

4 of 4 Categories, 1 selected 1 of 1 Records
- i |4 || Balloon Race BHP [=]
= &R Media Gallery [ 1

- €0 Demo Media Assets
[E Examples

L] [ ]
X
||| Bitmnap Image I

Root category selected.

2. Select Edit= Delete. You are asked to con-
firm the deletion, which is not undoable, so
be careful when using this option on your
own.

3. (lick @ Delete / § OK. The root category
and all its subcategories are deleted. You can
see why the dialog box asks you to confirm
your intentions. When your catalogs have
many nested categories, deleting the wrong
category could be disastrous.

It's important to note that neither the Balloon Race
record nor the folders on the CD from which the cat-
egories were modeled were deleted. Remembering
that directory categories and hard-disk folder hierar-
chies are different is very important.

Next we'll delete the Balloon Race record.

Deleting Records

When you delete a Cumulus record from a catalog,
you are asked if you'd also like to delete the associ-
ated asset file. While the record can be easily recre-
ated by recataloging the asset (or by recovering the
record, see “Recovering Deleted Records,” p. 78),
deleting the asset is the same as dragging it into the
trash can and emptying the trash: there’s no turning
back. Be absolutely certain that you no longer need
the asset file or that you have another copy safely
stored elsewhere before you have Cumulus delete it.

1. Click on the Balloon Race thumbnail image.

2. Select Edit= Delete. The deletion confirma-
tion dialog box appears.

Cumulus

Do you really want to delste the record “Ballaon Race™ ?
This cannot be undone.

Delete Record and Asset Delete Becord Orly {Eancel ]

3. (lick Delete Record Only. (Being located on a
CD-ROM, the file cannot be deleted anyway.)
The record is deleted and the catalog is once
again empty. Don't worry, we're going to cat-
alog some more assets right now.

Adding Many Assets at Once

Now that you've seen one way to catalog assets,
we'll learn a new way that makes cataloging many
assets at once much more convenient. This is the
drag and drop method mentioned earlier.

1. Open the Examples folder on your Cumulus
CD from your computer’s desktop. (Windows

users can use Windows Explorer, if they pre-
fer)

2. Arrange the Examples folder and the Cumu-
lus catalog window so that you can see both.
The Examples folder’s window can overlap
the Cumulus window if need be.

3. Selectalltheiconsinthe Examples folder and
drag them into the Cumulus window.



9 [=]

sion Assst Special Window Help

L pRE R R EE IR
[ & 00w eaktop Cumat > Sompl Assets SIS

Fle Edt Yew Go Fawoiles Help |

»

« > @ ¥
Brch Foard Up Cw Lo Paste
Adsfess [ 7] C:AWINDOWS\Deskiop\Cumulus 5 Sample Assets B

| =1 My Computer z
(et 15 Records /[

= |15 obiect(s] selected
| |0 Cateqories

Dragging many assets at once into a Cumulus window catalogs
all the assets in the selection.

Records are created for each of the assets.
Here you can see the benefit of the progress
information window when cataloging larger
numbers of assets.

Cataloging Assets

Balloon Race
]

Estimated Time Remaining: 30 saconds

Stalistics
Tatak 15
Processed 2
Added 2
Updated
Ignored:
Enars.
Fiemaining 13

Record Wame: Balloon Race

|'§aptulednu mation ‘

A

The cataloging process indicator provides visual
feedback on the cataloging status.

Adjust the Cumulus window to see all the newly cat-
aloged records. If you don't have a monitor large
enough to fit them all, adjust the thumbnail viewing
size by selecting View= Small Thumbnails.
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You probably noticed that during the cataloging
process the directory categories reappeared.

Go ahead and delete these categories, as described
back on page 25, so that we can create a category
structure of our own.

Creating Categories

If you've been snooping around the Cumulus menu
bar, you can probably guess how to create a new
category. You can create root categories and subcat-
egories. A root category is at the highest hierarchical
levelin a catalog. A subcategory is any category with
a category above it.

To create a root category:

1. Select Category=New Root Category. This
creates a new category called Category. The
new category’s name is highlighted, ready to
be renamed.

2. Type By Asset Type and press the Return key
to rename the category. (This name will
make sense in a minute.)

Now we're going to create a few subcategories for
our new category. Subcategories are like folders
within folders on your hard-disk. They help organize
and identify the items contained within them. To
Create a subcategory:

1. Click the By Asset Type category.

2. Select Category="New Subcategory. This
Creates a subcategory.

3. Rename the new subcategory to Images.

You can easily change the category hierarchies by
clicking a category and dragging it on top of another
category. This places the category inside the other

Www.canto.com
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category. You can also drag subcategories outside
their parent categories to move them up in the cat-
alog hierarchy.

At this point your catalog should look like this:

T8 Lo -t Cotoion
e £t Yew Cdaky Cogoy Coleckon dut Gpeol Wrdom bob

Dla|=| 2| 5@ [0 ofe Blmfe 2t Slele] ) el

Encpaisisd FusSipl | Porisbe Docurert Fhotshop nage 5 e

& Sument it Glides P50 | Sunsat with Tree FET | Trnn in Wirmor TIF

= T5al 15 P

Images is now a subcategory of By Asset Type and By
Asset Type is a parent category to Images.

Let'sgoonand build a useful category hierarchy that
we can use with our cataloged assets.

1. Using the techniques you've learned, create
the category structure shown in the follow-

ing image. You can use the drag and drop
method for moving categories as needed.

Don't worry if you accidentally add a new subcate-
gory in the wrong place. Simply drag the new sub-
category on top of the category under which you
meant to place it.

If you make a mistake when typing a category’s
name, simply double-click on the category’s name
(notits icon) and its name will become selected for
editing. If you accidentally place a new category in
the wrong place in the hierarchy, just click the mis-
placed category and drag it where you want it. To
move a category to the root level, drag it out into
the white space on the category list.

1 =My First Catalog= B
| 12 of 13 Categories

v & By Azset Type
s ﬁ Imnages
[ Mustrations
[ Photographs
[ Movies
[ sounds
v &1 By Project
[ Rajasthan Online
- €3 By Subject
Aircraft
03 animals
[ clouds
[ Trees

D&l |

SIEN

A sample category structure. All
categories are visible.

After you've finished building the categories, take a
moment to study the category hierarchy. We have
three root categories:

+ By Asset Type

+ By Project

+ By Subject
The logic here is simple: the purpose of categories
is to help you find assets. These root categories

describe three ways in which you might want to
search for assets.

Under the By Asset Type category we list the three
asset types that we have in our catalog:

+ Images

+ Movies

+ Sounds
Moving even further down the hierarchy we've
divided Images into Illustrations, for artwork gener-
ated on the computer, and Photographs, forimages
taken with a camera.

The remaining category hierarchies reflect other
ways of organizing and finding assets.

With our modest catalog, this category structure
may seem a bit over-enthusiastic. But you never
know how large your catalogs will grow. It's best to
anticipate growth and be ready for it. (Even though



Cumulus lets you add categories later, planning
ahead saves you quite a bit of time that would oth-
erwise be spent reassigning categories.)

In a few pages, we'll use these categories to quickly
find assets that are specific to our needs. Then you'll
really appreciate the power of well-planned cate-
gory hierarchies.

Assigning a Record to a Category

Categories are easily assigned to records (or vice-
versa) by dragging and dropping. It doesn’'t matter
which way you do it: dragging the record onto the
category, or dragging the category onto the record.
The effect is the same.

1. Click on the “Airplane lllustration” record and
drag it onto the Aircraft category.

The "Airplane Illustration” record is now assigned to
the Aircraft category.

If you double-clicked the Aircraft category to see if
the Airplane record really ended up there, select Col-
lection=Find All Records to display all records in
the catalog again.

Assigning Multiple Records to Categories

With only 15 records, we could easily add each to
categories one at a time, but for larger groups of
records there's a quicker way:

1. Click once on the "Cumulus Clouds” thumb-
nail. Now, while holding down the
iy Command / B Control key on your key-
board, click once on “Sun Behind Cloud.”
Using this modifier key enables you to select
multiple records that are not next to one

another in the catalog. (The Shift key selects
a range of contiguous records.)
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2. Once both records are selected, click on one
of them and drag the group on top of the
Clouds category. This makes the assignment
for each of the selected records.

Now we're left to make the remaining category
assignments. Using the techniques we've covered,
make the additional category assignments shown in
the grey box on the next page.

Here's a hint that will help you when you're assign-
ing the same set of categories to several records: Cat-
egory selection works like record selection. You can
select several categories and then drag them onto a
record. Then, you can drag that same selection of
categories onto another record.

If you make a mistake, it's easy enough to remove a
category assignment. See “Editing a Record'’s Cate-
gory Assignments,” p. 49, for details.
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Asset Category Assignments
Record Assign to Categories

Sunset with Glider
Sunset with Tree

Photographs, Aircraft
Photographs, Rajasthan Online, Trees

Tree in Winter Photographs, Trees

Airplane lllustration = [llustrations, Aircraft
Balloon Race = Photographs, Aircraft
Camels in India = Movies, Rajasthan Online, Animals
Cumulus Clouds = Photographs, Clouds
Indian Camel = Photographs, Rajasthan Online, Animals
Indian Music = Sounds, Rajasthan Online
Map = llustrations
Penguin Balloon = Photographs, Aircraft, Animals
Penguins = Photographs, Animals
Sun behind Cloud = Photographs, Clouds
Sunset = Photographs

=

=

=

=

Tree with Apple lllustrations, Trees
Practice: Using the techniques you've learned, make the record and category assignments indicated.

Viewing and Editing Record Data

There is an easy way to check whether you made all To view or edit a record:
of the category assignments listed above correctly: .
in the Asset Information window. The Asset Informa- é\

tion window is where you can view information on
your assets, or edit information stored with your
assets. (Technically, the Asset Information window is
a separate program, but it's integrated with the
Cumulus application so well that it's hard to tell the 2. Select Asset=Information. This opens the
difference.) The categories that were explicitly asso- Asset Information window.

ciated with each record can be seen in the Catego-
ries field of the respective record.

1. Click once on a record to select it. (We've
chosen the “Sun Behind Cloud” record, but
you can pick any one that you like)

Fields with white backgrounds can be
edited. If a text field has a grey background,
then it cannot be edited. For more informa-
tion on field attributes, see page 91.

Cumulus stores a great deal of information on your
assets. Cumulus also lets you edit field data for the
records in a catalog. We're going to glance at the
Asset Information window and edit a record by add- You see a scrollable list of fields, which are
ing some information to the Notes field. displayed by default. Like the collection



Information for Asset "Sun behind Cloud” of "My New Catalog” M=l E3
Asset Edt Help

Field Mame I Field Content

Record Mame  [Sun behind Cloud =
Don't Delete

Thumbnail

Categories Phatagraphs

Clouds

Notes

Annotation E D

Asset Reference  windows |

“WPITSPH-CwAM D OwS \Desk tophCumulus 5 Sample
ssetshSun behind Cloud

File Format |JF'EG Image j
Calor Mode I Colar j
Image Width |35? pix

Image Height |39? pix

Horizontal 72

File Data Size [11.45KE

Status I j
Software |

Asset Creation DatelSJZ?JBS 14:43:62

o e

view, this window can be customized to suit
your needs. For further information, see

“Customizing the Information Window,” p. 63.

3. Clickin the Notes field and enter some data,
e.g., “Colorado expedition May 1999."

4. Select Asset=Close. You are prompted to
save any changes that you have made.

This isn't the last time you'll see the Asset Informa-
tion window during this tutorial. We'll use it again
once we've set up some custom catalog fields.
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Finding Records by Using Categories

All of our assets are now cataloged and their corre-
sponding records are assigned to categories. Next
we want to be able to quickly find any record based
on its category assignments. Using categories to find
records is as simple as double-clicking on a category
icon. All of the records assigned to that category are
found and displayed. Let's try it:

1. Double-clickthe Images category. Thirteen records
are displayed. What Cumulus has done is
searched through all of the records to find
only those assigned to the Images category.

2. Now double-click the Photographs category.
Three records disappear because they are
not part of the Photographs subcategory.

If you guessed that you might be able to select sev-
eral categories to see the contents of each, you'd be
right. Here's how:

1. Click the first category once to select it.

2. ¢ Hold down the Shift key and click the sec-
ond, third, etc. categories to select them.
Release the Shift key and double-click any of
the category icons. The records of all selected
categories are found and displayed.

M Hold down the Control key and click the
second, third, etc. categories to select them.
Release the Control key and double-click any of
the selected categories. The records of all the
selected categories are found and displayed.

NOTE: There are program preferences that affect the
way Cumulus performs category searches. If your
searches yield unexpected results, verify that your
preferences are set correctly. See page 92 for details.
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Displaying All Records

Selecting Collection=Find All Records displays all
the records in a catalog.

Cumulus offers two basic display modes: thumbnails
and details. Several menu options are available to
quickly change the size of the thumbnails displayed.
Those options, all found in the View menu, are:

- View=Large Thumbnails — Displays the
records using large thumbnails.
+ View=Medium Thumbnails - Displays the
records using medium-sized thumbnails.
+ View=Small Thumbnails — Displays the
records using small thumbnails.
The actual size of the thumbnails displayed by each
menu option is determined by an application prefer-
ences setting. (See "The Application Preferences
Window," p. 92)
The View= Details menu option displays the
records in a horizontal, text-only listing that resem-
bles rows in a spreadsheet.
The configuration of each display mode will be
explained in a moment.

Using Collections

Now would be a good time to back up a step and
talk about collections. While this whole time you
thought you were working with just catalogs, cate-
gories and records, you were working with collec-
tions at the same time. Your current collection is
what you're looking at on your screen right now. If
you've been following this tutorial up to this point,
your current collection contains all records in the
catalog. They are displayed in either Thumbnail or
Details view, depending on your previous selec-
tions. Now double-click any category icon in the
category pane. The records of that category appear
in the record pane, and these records form your col-
lection. If you were to perform a search for particular
records, the results of that search would form yet
another collection.

But a collection is far more than just a name for your
temporary workspace: The collection enables you to
find, display, save, print and e-mail specific sets of
records outside of the normal category definitions. If
the group of records you're looking at right now is
something you could use — as a subset of a larger
project, for example, or to e-mail to a co-worker —
you can save it as a collection and recall it from your
hard disk whenever you need it.

Another important feature of the collection is that it
stores not only a set of records, but also the viewing
preferences you defined for those records. A collec-
tion can thus be saved and displayed with fonts, col-
ors, fields, etc. that would not otherwise apply to
any single category.

Customizing a Collection View

We won't cover all of the many options available
with collections here, we'll cover just the basics. See
"Collections,” p. 43, for a complete discussion of the
flexibility of Cumulus collections.

Let’s start by changing the look of some of the text in
the Collection window, which is the window you've
been working with all along:

1. Select View= Customize. This is the menu
option that you'll use to access the format-

ting options for collections. This opens the
View Customization window.

The fields listed in this window are the same
ones displayed in your Collection window.



My First Catalog - View C izaton——— &

List

1| [«] [+] [+

(CProperties ) ((Aaa etore. ) ((maa arere ] (_Remove

F—
[..m siee: (g% Spacing: [T

[Baskgrowa cotor..] ([save sz verauns ] (Remvorevermunz ] [ apiy |

El

& Along the left side of the window / A In
tabs along the top of the window, you see a
couple of options named Thumbnail View,
Details View and Palette Mode. These
options load the settings for the respective
view. Under the Thumbnail View, you set up
how thumbnail views (all sizes) will be dis-
played. Under Details View you set up your
text listing options. And under Palette
Mode, you set up how thumbnail views (all
sizes) will be displayed when the Palette
Mode is active.

If it is not activated, click the Thumbnail View
wicon/Mtab. This sets up the window so

that we can customize the thumbnail display.

Click the Record Name field and click the
Properties button below the list of fields. This
brings up a window that you can use to

adjust the font style of the Record Name field.

Change the font size to 10. This tells Cumulus
that you want this field in the Collection win-
dow displayed in font size 10. You could also
adjust the font color or change the font itself
from this window.

Click OK to save the change and return to the
View Customization window.
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6. Click Apply in the lower right corner of the
window. This applies the font size change.

If you can see your Collection window in the
background, you will see that the record
name field is now displayed using the font
size you entered (or displayed based on the
changes you selected)

Fields can also be removed or added to collections.
Here's how to remove a field:

1. Inthe open View Customization window,
click the File Format field to select it.

2. Click the Remove button. This tells Cumulus
that you don't want the File Format field visi-
ble in the Collection window. It doesn't delete
the field from the catalog, it just removes it
from the current collection view. Remember,
you can have as many collections as you like,
so you might choose to include it in another.

3. Once you click the Apply button, the field is
removed from the Collection window.

Adding a field is almost as easy as removing one.
There are two different buttons that you can use to
add fields. One inserts a field before the currently
selected field in the list, and one adds it after:

1. Inthe open View Customization window,
click the top field to select it.

2. Click Add After. This opens a list of all of the
fields in the current catalog. If you scroll
down through the list you'll get a good idea
of just how much information catalogs can
store for each record. (And you can add your
own custom fields to this list, too!)
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3. Find and click on the field called Categories.
This field holds a list of all the categories
assigned to that record.

4. Click OK to add that field to the list.

5. If you click the Apply button or close the
View Customization window, you can see the
categories that you assigned earlier shown in
the records portion of the window.

Other formatting options are described elsewhere in
this manual. Take some time and play around with the
various collection view options. Remember, you're
only dealing with the viewing attributes of the current
collection, nothing you can do from the View Cus-
tomization window can delete data from the catalog.

Camels in India.mov
Mavies, Camels

Balloon Race
Phaotographs, Balloons

Penguin Ballon. PCX
Phatographs, Penguins

Map_pic
llustratiors

e —————

5

[ Sun=et with Glider T | Sun=et with Tree PCT | T

After adding the categories field to the current collection,
the categories (shown below the record names) are visible
in the collection.

Saving Collections

Once you've got a Collection window set up to your
liking, select Collection=Save As to save it. Keep in
mind that saved collection files not only store the
visual appearance of the collection, they also store

which records were in the collection when the file was
saved. You can use the Cumulus search options to find
custom sets of records and to create new collections.

Building Custom Searches

For those times when finding records by category
isn't specific enough for your needs, Cumulus offers
extensive search options. For example, you may
have tens of thousands of asset records in your /lus-
trations category hierarchy. Suddenly, our /llustra-
tions category alone doesn't seem so descriptive.

Cumulus lets you build, store and retrieve custom
searches that can look deeperinto a record than just its
category assignments. A record holds its associated
asset’s file size, modification and creation date, resolu-
tion (if applicable), the name of the volume on which
it's stored, and many other attributes, as well. All of this
searchable information is stored within each record.
(See “Collections,” p. 43.) Let's try a simple example:

1. Select Collection=Find Records. This opens
the Find window.

[0 =——————Record Search in “My First Catalog”
Bl =T =T EIE
SearchMethod —— _ Shew Found Records in.. -
O Narrow Current Collection ® New CoTlestion
The Mac OS Find window.
Record Search [}
o~ —— =l eS|
SeachMethod [ Show Found Becards in..
& Search in Entire Catalog © Cunent Collection
€ Manow Current Collection % New Collection Firrd ]
P
EBraden Cunent Collection Find I
The Windows Find window.

The text entry fields are also pop-up menus.
You can select options from the menus or
type the first few letters of the option you'd
like and have Cumulus fill in the rest when
you click out of the field.



2. Select Record Name from the left field. This
tells Cumulus that we want to search
through each Record Name field.

3. Select contains from the middle field. This
tells Cumulus that matched Record Name
fields must contain the contents we're about
to type into the right field.

4. Type "sun”into the value field (right field). This
tells Cumulus the text we're searching for.

5. Choose the Search in Entire Catalog button.
This tells Cumulus to search through all
records of the catalog, regardless of which
are displayed in the current collection.

6. Choose the Current Collection button. This
tells Cumulus to replace our current collec-
tion with the set of records found rather than
creating a new collection for them.

7. Click the Find button to conduct the search.
Cumulus searches the catalog and displays
any records that match the search criteria.

In this case, there are four records that match our criteria:
+ Sun behind Cloud
+ Sunset
- Sunset with Glider
- Sunset with Tree

Each of these records contain the text “sun” in their
names.

More advanced search options, including the ability
to store and retrieve searches, are explained later.
(See "Searching,” p. 53)

Once you have found a set of records, you can save
your collection if you like. Then your new set of
records will be restored each time the collection is
opened.
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Adding Custom Fields

Cumulus uses two different field types to store data:
record fields and category fields.

Record fields (the more common type) are used to
store information about each asset, such as its name,
file type, dimensions, etc.

Category fields are used for information that relates
toallassets’ records assigned to the category, or they
can be used to store additional information on the
category itself. For example, the category Rajasthan
Online might have a category field containing infor-
mation on the project’s deadlines, the contact per-
son’s telephone number, or the mastering studio’s
address. Category fields are not searchable. Remem-
ber this when deciding which field type best suits
your needs.

Custom record fields behave the same as standard
record fields: they can be used for searching,
included in collections, and formatted any way that
you like.

Let's say we have a photographer who would like to
keep track of the film she uses when taking photo-
graphs. She could use a custom record field to do
this efficiently.

Let's create a custom record field and add it to our
catalog:

1. Make sure our tutorial catalog is opened and
is the frontmost window in Cumulus.

2. Select Catalog= Properties. This brings up
the catalog properties window where you
can, among other things, add and delete cus-
tom fields. In the window you'll see several
¥ icons/ A tabs. Two of them read Record
Fields and Category Fields.

3. Click on Record Fields. This loads the win-
dow with a list of the current record fields
included in the catalog. The list is quite exten-
sivel Depending on the metadata in your

Www.canto.com



36

CUMULUS® SINGLE USER GUIDE

assets, and the Asset Storage module that
was used to catalog them, these fields may or
may not be loaded with data. Most of the
time at least some fields will remain empty.

O test - Catalog Propertiess—————— &5
é = Name [Type [Sorting [Contain Search [=]
Categories String no yes -
General File Hame String yes yes
Folder Mame String yes yos
ﬁ Thrrenail StandardDevi... Integer yes
Thrtrailtentiabe Integer yes
Asset Location Asset Madification State. . String yes no
b, Asset Mentifier Integer yes
Asset Store Mame  String yes o
: ‘indows File Name  String yes yes
Sharing Widows Folder Nerves String yes yes
hdowsYolrvelame String yes yes
- idows FileServer ta.. String yes yos
- Mazintosh File Name  String yes yos
- Maciioch Folder Hames String yes yes
Maktoehtiohmme Mae String yes yes
MacitoshFike Server 2. String yes yes
cateqory Fields MacirtoshFike Server .. String yes yos
File Creator String no o
File Type String yes o
Assetreference  Binary
File Resource Size  Integer yes |
File Data Size Integer yes [=]
Type specific nformation_Binary -
[ Properties... | [_AddField. | [ Delete
[

You won't see data here because this is the

catalog’s “shell.” The actual data is stored in
the records.

Along the bottom of the list of fields are
three buttons that you will use to make your
changes. Right now we're going to add a
field for film type.

Click on the Add Field button. This brings up
a dialog box from which you can add a new
field. This is a list of additional fields that
Cumulus supports, but that are not currently
in the catalog.

Add Field
Name ITup? |meder @
Checkaut Uzer String El ® shew cumutus internat Fistas
Eheckout Date Pate [ Show Filter Fields
Checkout Location Binary §
Jersion History String [ Show Asset Storage Fislds
Resource Size Integer
File Type String
File Creator String
Mac File Server Hame  String
Mac Volume Name String
Mac Folder Name String
Ma File Name String
0PI System String
OF! HiRes Reference  Binary
OF! LoRes Reference  Binary
OF! HiRes Fathname String
Format Spesific Binary Cancel

By this time you're probably thinking that
Cumulus supports more fields than you
have assets! You can use any of the fields
shown here in your catalogs, but for our
purposes at the moment, none of these are
perfect. That's why we're going to go on cre-
ating a custom record field. (For an overview
of all of the field types, see “Field Types,”

p. 48)

5. Click the Custom button. This brings up the
Record Field Properties window. There are
many properties of a field that can be
changed, but we're only going to set a few
here.

Record Field Properties
Mame: [Film Type -~ Linking
¥ WhenAddingAgsets " Aead@ll & FeadOne
Tvpe: [Sting | | 2o ~ wﬁgngpd;ng Records ¢~ Readdll (% Rgad(One
g‘o"o”‘gaﬂ I~ When Saying to Asset
_|Integer
Real fb———— | Link to Acset Field
ga‘? # Link to All Matching Fields
P:gﬁﬁ‘e | © Link to the Following Fislds
L — Module Trie ] |
[~
=
- Indexing
| \ndegﬁ For Serting / Searching il
™ Index For Contain-Searching &I ﬂl
ok | Concel | Help |

6. Inthe Name field, enter Film Type. Then select
String List from the Type list. A string list field
is one for which you can choose from a lim-
ited range of possible data values. This way
you can use a pop-up or drop-down menu to
make data entry fast and accurate. For exam-
ple, maybe you'd like to have a field that is
pre-loaded with the names of your clients.

7. Click the Edit List button next to the Type

field. This opens the dialog box where you
define the values. The buttons along the
right side of the window should be pretty self
explanatory. By first selecting an item in the
list, you can choose to add an item either
before or after the selected item using the
buttons provided.



String List
[Fim Type:
Eﬁiigég;g“h %D el
ook Tk Bename.,
[rsert BEfare
Help
oK

8. Click Insert After and enter a film type. You
can enter as many as you like. Each item you
add will appear in a pop-up menu when
you're entering data. Enter at least three
items so that you can get a good feel for the
Insert Before and Insert After buttons.

9. (lick OK to confirm your additions.

10. Next—this is very important—check the
Allow User to Edit check box (highlighted
below). If this is not checked, the field con-
tents could not be modified.

Name: [Fim Type ~Linking
¥ When Adding Assets 1 Fead Alll % Fead )
Lope SLplil ] Edis ¥ ‘When gpdasngﬁemds 1 Bead Al @ Readline
(¥ Allow Userta EdD I When Saying to Assel
By i~ Link to Asset Fieid:
& Link to All Matching Fields
€ Link to the Follawing Fields
Module [ricke 1 =]
[~
=
J= s o Gortai Seaching Add FEmove

oK | Concel | Help |

11.

Click OK to close the Record Field Properties

window. This brings you back to the fields list.

Scroll down the list to see the new field.
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My New Catalog - Catalog Properties =——————

Mame ITng I‘Emrhng |Eunlm Search []
TrtosiMbanbsie  Integer yes
General st Modification State... String yes no

Asset Identifier Integer yes
Asset Reference  Binary
File Data Size Integer yes
Image Height Real no
Image idth Real no
Verticsl Resolution  Real no
Horiznts] Resolution Resl no
Colar Mode String List yes
File Format String yes no
Hotes String no yes
Thumbnail Pisture
Software String no no
Cataloging User String yes no
Status String List yes

Category Fields AeoatModficatinDete  Date yes
Asset Creation Date Date yes
Don't Delete Record  Boolean no
RecordModiicatinDate Date yes
Record Crestion Date Date yes
Record Hame String yes yes

String List
[ Properties... ) [ Add Field.. ) [ Delete )
]

12. Finally, close the Catalog Properties window.

Lengthy as it may seem here, adding fields to a cata-
log is actually pretty easy. Now that you've done it
once, you shouldn't have any trouble adding fields
on your own.

There are many more options that affect how a field
is cataloged, searched and displayed. These
advanced field attributes are covered on page 91.

After a custom field has been added to a catalog, it
needs to be added to a collection view in order to be
seen. You learned how to add a field to a view back
on page 33, but here's a quick reminder:

1. Select View= Customize.
2. Select a record field.

3. (lick the Add After button.

4. Select the Film Type field in the field list and
click OK.

5. Close the View Customization window.

Until data has been entered into the field, you'll just
see blank space foritin the Collection window. Next,
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we're going to cover how you actually get data into
fields.

Entering Data in Custom Fields

As previously mentioned, you can see and edit a
record’s metadata by clicking the record once to
selectit, and then selecting Asset=Information. This
opens the Asset Information viewing application.

Information for Azzet "Sun behind Cloud™ of "My New Catalog™ !Eﬁ

fAszet Edit Help
Field Name | Field Content

Record Name Eun behind Cloud —
Don't Delete v

Thurnbnail

Categories Phaotagraphs
Clouds

Notes

Annotation E m

Asset Reference  Windows I
|\\PIII\F'III-E\W’\NDDWS\DesktDp\Eumulus 5 5ample

ssetshSun behind Cloud
File: Format IJPEG Image j
Color Mode IEn\nr d
Image 'w/idth |397 pix
Image Height [397 pix
Huorizontal [72
File: Data Size [11.43KE
Status I j
Software [
Asset Creation DaleIS.-Q?/SS 14:43:52

[ El Dy o]

Custom fields must be added to the Asset Informa-

tionw

indow before they can be edited. Let's add our

Film Type field:

1. Ifthe Asset Information window is not open, select
arecord and choose Asset= Information.

2. Select Edit= Customize from the Asset infor-
mation application’s menubar. This opens a
window with which you can customize
aspects of the Asset Information application.

[] MyCatalog - Customize =]

E:l:l [ @ show allFiens @ Only Show the Following _ _
T toarin : :
: +
|| (Crropertios_ ) ((asa porore ) ((Aua arter ) [_remove j
[

3. Click the Fields ¢ icon/ B tab. This presents
a list of the fields currently shown in the view.
We're going to add our Film Type field to the
top of the list.

4. Select the field at the top of the list and click
the Add Before button.

5] MyCatalog - Customize =]

[ @ show llFieiss © Only Show the Following

a2
Fol String 2
Thumbnail Standard Devistion  Integer

brail Mean Yalue Integer
String Geneva
Integer Geneva

eneva

G
Geneva

el €] [+ [+

String Geneva
String Geneva
String Geneva
String Geneva
String Geneva

1 ) B [T E1D)

z

This presents a small window that includes
all of the catalog fields that are included in
the catalog but not currently displayed in
the Asset Information application window. If



all of the catalog’s fields are displayed, the
list will be empty. But we know that since
we just added a custom field, there has to
be at least one.

Add Fields to View

5. Select Film Type from the list and click OK to
close the window. This brings you back to the
window with the list of fields.

6. M Click Apply to save the changes. (Mac OS
changes are saved automatically.)

7. Close the window and you'll see your new
field at the top of the fields in the Asset Infor-
mation application window. The field is dis-
played as a pop-up menu. The menu’s values
are the values that you entered back on
page 36.

8. Click the Film Type field to edit its value.

9. Select Asset= Close to close the Asset Infor-
mation application and return to Cumulus.
Save your changes when prompted. The
changes are written back to the record.

If you have already added the field to the collection
view, you will see a Film Type value shown in the Col-
lection window. If you didn't, refer back to page 37
for instruction on how to do so.

Our next step is to output our collection to HTML for
display on the Web or a corporate intranet.
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Creating HTML Pages

A great new feature of Cumulus is the ability to out-
put collections as HTML documents, complete with
preview icons and links to the original assets.

Before we do the output, let’s consider what's at
work here. Cumulus is about to take the records in
your collection view and convert them to files suit-
able for display on the Web. This includes automati-
cally making copies of the assets in the Web-ready
JPEG image file format.

You want to make sure that what you're seeing in
the collection view is what you want to see from the
Web page. If it's not, make the changes you want
using the methods you've learned.

You might want to keep a custom collection available
specifically for HTML output. That way your HTML
views can look consistent and you won't waste time
adjusting the collection view each time.

Now, back to the HTML output:
1. Once your collection view is the way you
want it, select File= Output To HTML=All

Records. (You also have the option to output
just the selected records.) This brings up the

HTML output window.
& e Cumert View Settings Save

Cancel

i

Link to Preview
' Link to Original
™ Include Audia Field Link
) [Use Template:

Edif

[uplicate

I

[elete
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2. Click the Include Asset check box and then
click the Link to Preview button (shown
above). This tells Cumulus to generate JPEG
copies of the assets and provide links to
them. These preview files are placed within a
folder called "Previews,” located beside the
HTML pages themselves.

3. Click Save to generate the output files. You
are prompted to select a location to save the
files. Don't worry, the thumbnail and preview
files are all neatly stored in their own folders,
so you won't end up with a mess of files to
contend with.

4. Select a location and a file name for the
HTML pages. A progress indicator will appear
and then disappear when the pages have
been generated.

That's all there is to HTML output. The HTML pages
and the associated folders can be found in the loca-
tion you specified, and they can be opened easily by
any standard HTML browser.

Tutorial Review

You should now know how to create a new catalog,
catalog assets to create records, delete asset records,
create record categories and subcategories, delete
categories, assign records to categories, find records
based on their category assignments, perform a sim-
ple custom search, generate custom fields, custom-
ize collection views, and (finally!) output collections
to HTML.

Throughout this tutorial you came across buttons and
other options not explained. Cumulus is packed with
features. We stuck with the basics so we wouldn't lose
anyone! The rest of the program's features are
detailed elsewhere in this manual.

With this basic understanding of Cumulus you can now
explore the rest of this document with the knowledge
you need. The next section outlines the major compo-
nents of the Cumulus application, provides a visual
overview of the Cumulus user interface, and refers to
details found elsewhere in this guide. Some of what is
covered will be familiar to you by now.



In order to exploit the potential of Cumulus fully, it's necessary to
proceed from a strong foundation. It's a good idea to know the
meaning and capabilities of the features you're using in Cumulus
and how they're related. This section contains an overview of the
Cumulus interface and describes the basic components of
Cumulus in more detail - catalogs, collections, records, catego-

ries, and searching.
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Catalogs

A Cumulus catalog is a group of records that,
together, represents the assets you want to manage.
Each asset is represented by one record. There is no
limit to the number of different media file formats
that can be represented in one catalog. In fact, one
of the great new features of Cumulus is its ability to
catalog any digital asset, in addition to the 130 file
formats directly supported.

A catalog has a database file at its core. The way you
work with the information in this file can be extensively
customized. When you catalog assets, the catalog
properties determine how and what sort of informa-
tion Cumulus extracts, creates and stores on the assets
as metadata in the record fields and category fields.

Each catalog can have its own distinct properties. Any
changes made to the catalog properties affect the way
information is stored on all of that catalog's assets. For
further information, see “Catalog Properties,” p. 69. To
set up a catalog to store information in addition to or
differently from the default settings, your Cumulus
Administrator can add fields to the catalog.

To set up a catalog to store information in addition to
or differently from the default settings, you can add
fields to the catalog either by activating them from
the list of fields that Cumulus supports or by defining
your own custom fields. (See “Adding a Record Field,”
p. 71 and “Creating a Custom Record Field," p. 72.)

Catalog Size and Performance

As catalogs increase in size, so do the requirements
they place on computer hardware. It takes more pro-
cessing power to work with 200,000 records than it
does with 200. It also takes more RAM to hold the
larger catalog in memory. NOTE: The unique way
Cumulus searches for records prevents large cata-
logs from slowing down the search speed. (See “Cat-
alog Size and Performance,” p. 75, for details.)

A catalog file can be as large as four gigabytes in size,
which is usually many hundreds of thousands of
records. Most users will find it best to split catalogs
for organizational and performance reasons long

before they ever reach the file size limit. The actual
number of records that can be stored in a catalog
and the catalog’s actual file size is determined by the
size of each record. (See “Record Size," p. 48.)

Catalog Scope

Catalogs can include records for as many different
asset types as you like. But you might find it best to
have different asset formats cataloged indepen-
dently. Forexample, it might not make sense to have
your image assets in the same catalog as your audio
clips, though it is possible.

On the other hand, don't limit the scope of each cat-
alog too much. Forexample, when you're looking for
an image to use on a Web page, do you care if it's in
GIF or JPEG format? Separating similar asset types by
specific file format can be inconvenient when
searching. Cumulus cannot search through catalogs
that aren't open. If each of your image file formats
has its own catalog, they'll all have to be open if you
want to search through all of them. Remember, you
can use Cumulus’ categories or built-in information
fields to find files based on format, projects in which
they were used, or status, for example.

Things You Can Do with Catalogs

+ Backup. (See "Backing Up Catalogs,” p. 76.)
+ Change the way assets are cataloged.

(See “Cataloging Options,” p. 66.)
+ Change catalog properties.

(See "Catalog Properties,” p. 69.)
+ Compress. (See “Compressing Catalogs,” p. 76.)
+ Copy a catalog. (See “Copying Catalogs,” p. 77.)
+ Create a new catalog. (See "New Catalog,”p. 113.)

+ Create a new empty copy of a catalog.
(See "New Empty Copy,” p. 119)

+ Delete a catalog. (See "Deleting Catalogs,” p. 78.)
+ Distribute catalogs to the public using Cumulus
Viewer. (See the Cumulus Viewer Production

Guide.)
+ Divide a catalog into smaller catalogs. (See
“Dividing Catalogs,” p. 78.)



+ Merge one catalog with another. (See "Merging
Catalogs,” p. 79.)

+ Open an existing catalog. (See “Open Catalog,”p. 113)

Publish a catalog on the Internet using Cumu-
lus Web Publisher. (See Cumulus Web Publisher
User Guide.)

Rename a catalog. (See “‘Renaming Catalogs,” p. 78.)

+ Repair a damaged catalog. (See “Repairing Cat-
alogs,”" p.77.)

+ Search through a catalog. (See “Searching,” p. 53))

- Set the catalog’s properties as defaults. (See
“Setting Catalog Defaults,” p. 77))

+ Share a catalog with other users when using the
Cumulus Workgroup Edition. (See the Cumulus
Workgroup or Enterprise Administrator Guide.)

+ Update catalogs from earlier Cumulus versions. (See
“Updating Catalogs from Earlier Versions,” p. 79.)

Collections

A collection is Cumulus-speak for a set of records
from any one catalog. It is a way of looking at your
catalog — the way that you are looking at it at any
given time. Whenever you work with assets in the
record and category panes — which make up the Col-
lection window — you're creating or modifying col-
lections. When you view the records in any category,
you're looking at a collection. When you view the
results of a search, you're also looking at a collection.
The same is true for individual records you've
dragged and dropped into the window — any ‘snap-
shot’ of your catalog can comprise a collection. A col-
lection acts as your temporary workspace in
Cumulus, and you can also save it as a file.

While a collection can contain all records in a catalog
or all in a single category, it is neither one nor the
other. A collection can also contain — and here is
where its advantages become obvious - the results
of a search (either as a new collection or replace-
ment of the current collection), or any records you
drag and drop into the Collection window. Any indi-
vidual subset of a catalog comprises a collection.

COLLECTIONS

Once saved, a collection file remembers far more
than just the records it contains. A collection file also
keeps track of viewing options, such as the Collec-
tion window's background color, which categories
were expanded, which record fields were visible, and
how these fields were displayed.

E] Fe—py
| ||| [ Ol mlmfar a1] 2 ||| =[] el

Sample collection in Thumbnail View.

Assume, for example, that you have a catalog contain-
ing thousands of records organized neatly in catego-
ries. Your latest project, however, only requires assets
from four of those categories, and from those only the
image files. You could first run a search to pull all
image files from those four categories. Then you
could set the viewing options to display and empha-
size exactly the information you need for this project.
Save the collection, and from now on you can simply
open the collection containing the records you really
need - while the entire catalog remains available to
you in the background. You could then e-mail the col-
lection to in-house members of the project team, or
publish it on the Web (output to HTML) for contribu-
tors anywhere in the world.

A collection, whether saved or unsaved, is always
connected to its catalog. When a collection is open,
its catalog is also open. In order to open a particular
collection, you must have access to its catalog. If a
record is removed from a catalog, it is removed from
any of that catalog’s collections it was in. Similarly, if
you delete a category, it is deleted not only from one
collection, but also from the catalog.

Www.canto.com
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You can, however, delete a record from the collec-
tion without deleting it from the catalog — as long as
you press only the DEL key. But if you press both

& Command /  Control and DEL, the record will
be removed from both collection and catalog (see
“Delete,” p. 116, for more information).

Working with Collections

Collections can be customized and then saved, so
that your particular preferences for a special set of
records can be recalled. For further information on
the extensive custom viewing potential of Cumulus,
see “View Customization,” p. 94.

As collections are such flexible and malleable crea-
tures, it might be a good idea to save your special
collection once you have configured a customized
view. This is because an unsaved collection with its
specific view configuration is not automatically
saved when you close it. And as soon as your collec-
tion changes — which can happen quite often — any
unsaved changes are lost. If you have multiple
unsaved collections from one catalog open at the
same time, they are given numbers by Cumulus and
can be identified by this number. Saving a collection
is easily done via Collection= Save As. A dialog box
appears for you to choose the name and location for
the collection file. Once a collection is saved, it is easy
to open via Collection= Open.

When you create a new collection via Collection=
New, it can either be empty or contain the currently
selected records. However, concerning the view the
new collection will be a copy of the active collection.
In other words, the colors, fonts, and fields of the
new collection will be the same as the previous one.
From here, you can proceed to make any changes
you like while retaining the old collection in the
background. You might want to save your new col-
lection after you have assembled the desired records
and carefully arranged them.

It's also easy to send a collection by e-mail. Selecting
Collection= Mail To opens your e-mail program and
attaches the current collection to your e-mail mes-

sage. But remember: Since a collection is always con-
nected toits catalog, it is necessary for the recipient to
have access to the catalog ‘serving’ the collection.

Further, Cumulus makes it possible for you to select
records from your collection and generate HTML
pages and QuickTime videos from them. For more
information on these features, please see "Present &
Share,” starting on page 93.

Collection Display Options

Each collection can display the records it contains dif-
ferently. You can choose to have different records in
each collection, or the same records displayed differ-
ently. Cumulus offers two basic display modes:
thumbnails and details, but Cumulus also makes it
possible for you to customize the appearance of your
collections extensively. For further information, see
“View Customization,” p. 94.
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Sample collection — Details View

Things You Can Do with Collections
+ Create a new collection. (See “New” on page 121.)

+ Create a slide show from your collection. (See
“Creating a Slide Show,” p. 98.)

+ Customize the appearance. (See “Asset Infor-
mation,” p. 62.)

+ Open an existing collection. (See “Open,” p. 121.)

+ Output a collection to HTML. (See "Output to
HTML," p. 97.)

- Save acollection. (See “Save As,"p. 121 and “Save," p. 121)
+ Search through a collection. (See “Searching,” p. 53.)
+ Send a collection by e-mail. (See "Mail To," p. 121.)
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The Cumulus Mac OS Interface
The Mac OS interface uses a simple window for all of its components:

EE=——————— My First Catalog

13 of 13 Cateqories, 1 selected 3 of 15 Records, 1 selected
= ﬁ By Asset Type $: ‘alloon Race

= & Images
3 Mustrations
@

[ Movies

[ Sounds

= €3 By Project
[} Rajasthan Online

= 8 By Subject

03 aircratt Eitrnap Irnage TIFF Irnage

[ #nimals o

[ Clouds
D Trees

Tree in Winter

Sunset with Tree

2]

Macintosh PICT Image

Category Pane Record Pane
This is where records for cataloged assets appear,

This is where 9
either as thumbnails or as a text list.

categories appear.

4
m[<]

Category Pane Items Record Pane Items

4. Shows the total number of records in the cata-

1. Shows the number of visible categories in the

category pane, total number of categories in
the catalog, and how many categories are
selected.

log, how many are visible, and how many are
selected.

Toggles between ascending and descending

2. This small icon, called the Search Compass, sort orders.
indicates the category search options in effect. This is the selected record displayed in thumb-
These options are explained on page 92. Click nail view with the default view configuration
the icon as a shortcut to access the search pref- settings for background and font color, frame
erence options. and spacing. The size of the thumbnail dis-

3. Drag this bar horizontally to resize the category played here is Medium (default: 128 pixel) with

pane.

the three default record fields (Record Name,
Thumbnail, and File Format).

NOTE: Cumulus make extensive use of
the alternate mouse button. See the
appendix of this guide for details.

Www.canto.com
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The Cumulus Windows Interface
The Windows interface uses toolbars and one common window for all of its components:

000060 90000000 000 Q@@@

— Main Toolbar Dll:irlr—'l .}%l‘lﬁn”_ulnn g8

o0
S NE ] |®IOIEI@| k”l‘?

Main Toolbar Items

© NSOV AWN =

New Catalog

Open

Connect to server

Cut

Copy

Paste

Showrhide categories
Show large thumbnails
Show medium thumbnails
Show small thumbnails

. Show details (no thumbnails)

Sort in ascending order

. Sort in descending order
. Display Cataloging Options

Catalog assets

. Open Find Window
Open Asset Information window
. Show asset preview

. Create slide show

. Mail to

. Create HTML output

. “What’s this?” help

. Access Cumulus’ online help

Click on and drag the frame of any toolbar to move it. Toolbars can be moved and docked to the top or bottom of the Cumulus window, or they
can be dragged outside the window as independent windows. Double-click on the title bar of an independent toolbar window to move it back
to its original position.

[ Cumulus - My New Catalog
File Edt View Calslog Calegoy Collection Asset Specid Window Help

o2 wE= Do 2 | 57 5| i[@] X2

{8 My New Catalog

= E3

< Click bars _ >
to resize panes
Category Pane
Record Pane

This is where cate-

gories appear. This is where records for

There are none cataloged assets appear.
here now because There are none here now
this catalog is because this catalog is

empty. empty.

¢} |0 Categories |0 of 0 Records

NOTE: Cumulus make extensive use of
the alternate (right) mouse button. See
the appendix of this guide for details.

Status Bar

L o } 9o

Status Bar

1. This part of the status bar is used for toolbar button descriptions. Pause the mouse pointer over a
toolbar button to display a brief description of that button here.

2. Thissmallicon, called the Search Compass, indicates the category search options in effect. These
options are explained on page 92. Click on the icon as a shortcut to access the search preference
options.

3. Thesection shows the total number of categories in the catalog, how many are visible, and how
many are selected.

4. Same as above, but for records.

Alock icon indicates that changes cannot be made to the catalog. Either you have opened it from a
Cumulus Server that hasn’t enabled write permissions for you, or the catalog is located on read-only
media, such as a CD.

t



Assets/Records

In Cumulus, each asset is represented by one record.
Cumulus is able to catalog every sort of digital asset
such as Photoshop® image files, video clips, sound
clips, or QuarkXPress® page layouts. However, a digital
asset can also be a spreadsheet file or even a data
stream such as an entry in a data bank that Cumulus is
keeping track of for you. Records can contain a thumb-
nail image of the asset. Records can (and should) be
categorized for easy maintenance and searching. (See
“Categories,” p. 51, for more information.)

Records are not actual copies of the asset. They
merely "point" to the original file. This saves disk
space and avoids confusion caused by maintaining
multiple copies of an asset.

Records contain information on the assets, which is
called metadata. Using metadata makes it possible
for Cumulus to track your assets and find their
records at lightning-speed. A record is the sum of
metadata stored on an asset.

Canto is setting the pace in the asset management
field with its TAG files, which hold all of the informa-
tion that can be viewed in the Asset Information
application — and more. TAG files have been devel-
oped by Canto to be the standard file format for the
storage of metadata in the field of asset manage-
ment. Cumulus can create TAG files when cataloging
assets from a location where the user is allowed to
save files. How to activate this option, see “Catalog
Assets," p. 118.

All records contain at least some searchable informa-
tion in their record fields on the asset file they repre-
sent. Generally, the range of information each record
includes depends on the kind of asset represented.

However, Cumulus makes it possible for you to deter-
mine precisely what sort of information should be
kept on your assets. This can be defined differently for
each catalog as each catalog has its own properties.
Itis the catalog properties that determine what infor-
mation is stored on the assets in the record fields. (For
further information, see “Catalog Properties,” p. 69.)

ASSETS/RECORDS 47

As it comes ‘out of the box,” Cumulus has many
record fields ready to be filled while cataloging,
depending on the nature of the asset. Not all of the
record fields that Cumulus supports are activated
with Cumulus’ default settings.

Asset Information Window

The information stored on an asset in the current
catalog can be viewed using the Asset Information
window.

EE= Information for Asset "Remo Mastertouch" of "
|Field Content

Field Name

[Reme Mastertouch ]
[bon't Delete Reoord 8

Thumbriail . = ﬁ :

Categories

Record Hame

Images
Photos

Hotes

Annotation =[] =

Asset Reference Mac 08

[ oo Beskiep P MiseDataimages mestertouch. 5

File Format JPEG Image
Cotor Made Color
Image Width 256 pixc
Image Height 171 pixc

e

Hor izental Resolution TS
File Data Gize: 2395 KB

[

i

The information on your assets can be viewed and
accessed via record fields. With the default settings,
not all of the information stored on an asset will be
displayed in the Asset Information window. But
thanks to the customizability of Cumulus, you can
determine not only what record fields are displayed
but also how the record fields are displayed. For fur-
ther information on customizing the Asset Informa-
tion window, see page 63.

Www.canto.com
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IPTC Information Window

The IPTC information stored on an asset in the cur-
rent catalog can be viewed and edited using the
IPTC Information window.

IPTC Information for Asset “Balloon Race_Z JPG" of “Product Line Brochure”  [[=l B3

fsset Edit Help

Caption | Categores & Kepwords | Date & Status

Caption

Object Name Special Instructions =

=
=
=

Headline

Byline

[ e e

For further information the IPTC Information win-
dow, see page 63.

Field Types

Cumulus can store different kinds of information.
Consequently, Cumulus features many different field
types for storing information. The different field
types are (the examples are drawn from the default
record fields):

+ String - Can be used to store textual information
(e.g., Notes).

+ Boolean - Great for on/off, yes/no options. Dis-

plays as a check box (e.g., Don't Delete Record).

Integer - Any non-fractional number up to 32

bits (e.g., non-decimal numbers as a price of $2).

+ Real - Any number up to 64 bits (e.g., a decimal
number such as a price of $2.99).

- Date - Any valid date (later than 1970) entered
in the format of your computer’s system set-
tings (e.g., Record Modification Date).

+ Binary - Not user-editable; administered by cus-
tom asset information applications, which can
manipulate and store binary data for further
automation (e.g., Asset Reference).

+ Picture - Pictures can be pasted into these fields
(e.g., Thumbnail).

+ String List - This field type supports lists, such as
menus, which can make data entry easier. The
itemsin the list are defined by the user (e.g,, Sta-
tus, well-known to users of Cumulus 4).

+ Audio - Can store voice annotations that can be
recorded directly into the computer or come
from the assets themselves.

For further information on Cumulus field types and
customization, see “Catalog Properties,” p. 69.

Asset Types Supported

Cumulus will catalog any kind of digital asset you
throw at it. Moreover, it directly supports 130 file for-
mats with specially developed filters. (See “Asset For-
mat Support,” p. 80, for details on supported
formats.) Visit Canto’s website (www.canto.com) for
news, updates and downloads, including new file fil-
ters as they are developed (for registered users only).

Record Size
In general, arecord’s size can depend on several factors:

+ The size and quality setting of the thumbnail (if
you choose to include one).

+ The amount of text and notes stored in various
record fields.

+ The asset format the record represents. (Differ-
ent assets generally require different amounts
of data to describe them.)

+ The amount of additional information you
include in the record (such as voice annotation).

The customizability of Cumulus means that you can
determine what information is stored on the assets
in a particular catalog. If catalog size is a concern,
there are a few catalog properties to keep in mind.
These settings can affect the size of the records cat-



aloged. See “The Cataloging Options Window," p. 88,
for details on these options.

Renaming Records

Though there is no menu option specifically for this
use, renaming records is easy:

1. Select the record to be renamed.

2. Select Asset=Information. The Asset Infor-
mation window opens, which shows infor-
mation on the asset.

3. Find and change the record’s name in the
Record Name field.

4. Select Asset=Save to save your changes.

If you want to edit more records in the collection,

you can use the arrow buttons to load a new record.

The Asset Information window is described in more
detail on page 86.

Editing a Record’s Category Assignments
Also found within the Asset Information window is a

list of the categories currently assigned to the record.

From this list you can remove category assignments
or add new ones.

To remove a record'’s category assignment:
1. Select the record whose category assign-
ments you want to change.

2. Select Asset=Information. The Asset Infor-
mation window opens, which shows infor-
mation on the asset.

3. Select the category you wish to remove and
press the Delete key.

ASSETS/RECORDS

4. Select Asset= Save to save your changes.

If you want to edit more records in the collection,
you can use the arrow buttons to load a new record.

There are different ways to add a category assign-
ment to a record, or assign a record to a category,
depending on your perspective. The perhaps most
intuitive way is by dragging and dropping the cate-
gory to the record, or the record to the category. (See
“Assigning a Record to a Category,” p. 29.) It is also
possible to add a category assignment to a record via
the Asset Information window, which displays a list of
the categories with which the record is associated.

To add a category assignment to this listin the Asset
Information window:

1. Select the record whose category assign-
ments you want to change.

2. Select Asset=Information. The Asset Infor-
mation window opens, which shows informa-
tion on the asset. If necessary, drag this
window aside so that you can also see the
Category Pane of the Collection Window.

3. Click the category in question in the Cate-
gory Pane.

4. Drag the category to the categories list in the
Asset Information window. The category is
assigned to the record.

5. Select Asset= Save to save your changes.

If you want to edit more records in the collection,
you can use the arrow buttons to load a new record.
The Asset Information window is described in more
detail on page 86.

Forassigning/detaching multiple categories to/from
multiple records see page 129/page 130.

Www.canto.com
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Things You Can Do with Records
+ Assign a record to a category. (See “Assigning a

Record to a Category,” p. 29))

+ Change a record’s category assignments. (See

“Editing a Record’s Category Assignments,” p. 49.)

+ Copy/Cut and Paste records between catalogs

and/or collections. (Record categories are cop-
ied along with records.)

- Create a new record (same as cataloging

assets). (See “Catalog Assets,” p. 118)

+ Customize the fields of a record. (See “Custom-

izing Record Field Properties,” p. 69.)

+ Delete a record and (optionally) its asset. (See

“Delete,” p. 116.)

+ Drag and drop a record into another drag and

drop-supporting application. Dragging a
record copies the asset into the target docu-
ment. You may prefer, instead, to place the
asset manually and access it by reference.

+ Export records. (See “Export,” p. 113)
- Import records. (See “Import,” p. 113.)
+ Optimize a records’ preview icon. (See “Opti-

mize Thumbnail,” p. 116.)

+ Print a record’s thumbnail or details view. (See

“Print,” p. 114, and “Print Preview,” p. 115.)

* Print the record'’s asset information. (See “Print-

ing Asset Information,” p. 62.)

+ Renamearecord. (See “Renaming Records,” p. 49.)
- Rotate a record’s preview icon. (See “Rotate

Thumbnail,” p. 116.)

+ Search for specific records. (See “Searching,” p. 53.)
+ Show or hide records (See “Show Record List,”

p.117)

- Update a record to reflect an edited asset. (See

“Update Record,” p. 118.)

+ Update arecordtoreflect a relocated asset. (NOTE:

It's very important to keep records in sync with
their associated asset files. If you move an asset
after cataloging it, be sure to update its record by

using the “Update Asset Reference(s)” menu item.
(See "Update Asset Reference(s)," p. 118)

+ View and optionally edit a record’s asset infor-
mation. (See page 62 for details.)

Things You Can Do with Assets

Cumulus is also able to help you manage your origi-
nal assets. Cataloged assets can be copied, deleted,
moved, printed - all from the Cumulus interface.
And when you copy, delete or move an asset, Cumu-
lus takes care of its TAGfile at the same time, treating
it accordingly. For further information, see “Catalog
Assets,” p. 118.

+ Convert the asset to another file format. (See
“Convert To" on page 123)

+ Copy the asset into another application by
dragging the record into the application.

+ Create copies of the assets in another location.
(See "Copy To," p. 123))

+ Customize the display of the information on an
asset. (See "Customizing the Information Win-
dow,” p.63.)

- Delete an asset. (See “Delete,” p. 116.)

+ Move assets. (See "Move To,” p. 123)

+ Open assets using the application they were
created with or another application. (See “Open
With," p. 123)

* Preview a record’s asset. (See “Preview,” p. 122.)

+ Print assets using the application they were cre-
ated with or another application. (See “Print
With," p. 123)

+ Send your assets by e-mail. (See “Mail To,” p. 123)

+ Show information on an asset. (See “Asset Infor-
mation Window,” p. 62.)

+ Show the location of the asset. (See “Show
Location,” p. 123.)

+ Show a preview image of the asset. (See “Pre-
view,” p. 122.)

+ Writing IPTC data back to the asset. (See “IPTC
Information Window,” p. 63.)



Categories

Cumulus categories are used to organize records,
much like folders are used to organize files in a tradi-
tional filing cabinet. But the asset can appear in any
number of Cumulus categories at one time. They are
similar in purpose to keywords used in other pro-
grams. The number of categories in a catalog is lim-
ited only by the catalog’s size. Category names can
be up to 255 characters in length.

Root Categories and Subcategories

Categories can be nested within one another to cre-
ate root categories and subcategories. A root cate-
gory is at the highest hierarchical level in your
catalog. It has no categories above it. A subcategory
is any category with a category above it.

Use drag and drop to move categories where you
want them. The categories that you create can be
easily moved to other locations at any time.

Category Types

Cumulus offers different types of categories: Normal
Categories, Related Categories and Directory Cate-
gories. These category types have the following
characteristics:

Normal Categories can be created by the user
as root categories or subcategories.

- Related Categories are aliases of existing cate-
gories which can be created by the user. They
can be placed in any position in the category
hierarchy. Complete alternate catalog hierar-
chies can be built using related categories.
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0

15 of 15 Categories

= {3 By Asset Type
- 8 Images
3 Mustrations
-~ 3 Photographs
Arirnals frelated)
[ Sounds

ul» Tl

[ Hovies
= &3 By Subject
[ aircraft
[ animals
[ Clouds
~ &1 Cumulus
~ E2 Media Gallery —

A category structure featuring a related
category and directory categories.

In the image shown, a related category was
made for the category Animals and placed
under the Photographs category. Selecting and
double-clicking a related category works the
same as with the original category. (See “New
Related Category,” p. 120.) They are identified
by an arrow in their icons:

Directory Categories are automatically created
by Cumulus during the cataloging process.
These automatically created categories resem-
ble the folder or directory hierarchy in which
the assets reside. They are identified by a
smaller folder in their icons: [&] or ],

They are created by default but this option can
be disabled.

To avoid automatic creation of directory categories:

Select Catalog= Properties. The Catalog
Properties window opens.

Click Record Fields.

Select the field named Categories and click
the Properties button.

Click Link to the Following Fields. Cumulus
offers to provide you with a list of all match-
ing fields to start with.

Click Yes.
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6. Select the module which should not create
categories during the cataloging process.

7.  Click Remove.

8. (lick OK. If you now catalog assets from this
module, no directory categories will be auto-
matically created.

To find out how to create categories, see “Creating
Categories,” p. 27.

Renaming categories is easy:
1. Double-click on the category’s name (not its
icon). Its name will become selected for editing.

2. Edit the name. Category names can be up to
255 characters long.

Copying Categories and Associated Assets

Categories can be dragged and dropped - along
with the assets associated with each category - into
other applications, such as the Windows Explorer or
the Mac OS Finder. When you drop the categories,
Cumulus creates a folder with the same name as the
category and copies the asset files to that folder.

This option might be handy for collecting produc-
tion files for output (assuming the files all have at
least one common category, such as project name).

To copy categories and associated assets:
1. Select one or more categories that you want
to copy along with the associated asset files.

2. Hold down the Control key / ¢ Simply
drag and drop the selected categories into
the target application.

You also have the option of copying only the asset
files associated with selected categories (see “Save
Matching Assets As," p. 120).

Category Fields

Category fields are used for information that relates
to all records assigned to that category, or they can
be used to store additional information on the cate-
gory itself. A significant difference between record
fields and category fields is that category fields are
not searchable.

Category fields can be activated and set up in the
Catalog Properties window. For further information,
see "The Cataloging Options Window,” p. 88.

Category Information Window

Information on
categories can

EIDZ Information for Category "Maps' SE5

beviewedinthe  foms s ILI
Category Infor- [estesery Tues Hormal Categary =
mation window.
Not all of the
category fields
are displayed
with Cumulus’ ] (][] ]
[

default settings.
To open the Category Information window:

1. Click once on a category to select it.

2. Select Category= Information. The informa-
tion window for the selected category appears.

Which category fields are displayed in the Category
Information window is up to you. You can determine
not only what category fields are displayed but also
how the category fields are displayed. (For informa-
tion on editing the Information window, see also
“The Information Window," p. 86.)



Once the Category Information window is opened
you can use the arrow buttons to load other catego-
ries into the window.

Editing Category Information

In general you can edit the information stored on a
category. But you can only edit information which is
stored in category fields you are allowed to edit. (In
the Category Field Properties, the option Allow User
to Edit has to be activated. See “Customizing Record
Field Properties,” p. 69, for details.)

To edit the information stored on a category:
1. Load category you want to edit into the Cate-
gory Information window.

2. (lick the field you want to edit.

Fields with white backgrounds can be edited.
If a text field has a grey background, then it
cannot be edited.

3. Make your changes.

4. Select Category= Save to save your
changes.

If you want to edit more categories, you can use the
arrow buttons to load another category.

For further information on editing in the Information
window, see “The Information Window," p. 86.

Things You Can Do with Categories

+ Assign a category to a record. (See “Assigning a
Record to a Category,” p. 29.)

+ Create a new category. (See "New Root Cate-
gory,” p. 120, “New Subcategory,” p. 120, and
“New Related Category,” p. 120.)

- Create a related category. (See “New Related
Category,” p. 120)

+ Delete a category. (See “Deleting Categories,” p. 25.)
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+ Export categories. (See “Export,” p. 113))

+ Import categories. (See “Import,” p. 113.)

+ Move a category inside or outside another cate-
gory. (See "Creating Categories,” p. 27.)

* Remove a category assignment from a record. (See
“Editing a Record'’s Category Assignments,” p. 49.)

+ Rename a category. (See “Creating Categories,” p. 27.)

+ Show or hide categories. (See “Show Category
List,” p. 117.)

Searching

Cumulus provides two ways to search for records:
searching by category and searching with the Find
window. Depending on the size of your catalogs and
the complexity of your search requirements, you
may find one way better suited to your needs.

Searching for By Category

The simplest form of searching is simply double-
clicking on a category in the Categories pane. This
quickly finds all of the records in the active catalog
that are associated with that category. You can also
select more than one category to see all the records
associated with the set (see “Finding Records by
Using Categories,” p. 31). To quickly view the records
assigned to categories, just hold down the A Alt
key /@ both the Alt and Apple key and press an
arrow key (up, down, left or right).

There are several Preference options that affect the
way category searching works. The current search
options are visually indicated by the Search Com-
pass: & The Search Compass is found /A in the Sta-
tus Bar/ @ inthe upperright portion of the category
pane. (See the Search section on page 92 for more
detailed information.)
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Searching with the Find Window

The Find Window reveals the true search power of
Cumulus. Complex search setups can be con-
structed to find virtually any type of data stored on
an asset. Boolean operators (and, or) increase the
query possibilities even further.

The records found as a result of your search can
either replace the records in the current collection or
comprise a new collection of their own.

A description of the Find window and a comprehen-
sive listing of searchable fields is listed on page 59.
All of the example searches on the following pages
are based on the catalog from the tutorial in the pre-
vious chapter.

Simple Searches

To set up a simple search (as opposed to a com-
pound search, described on page 55):

1. If the Find window is not open, click
Collection=Find Records to open it.

2. Select a search criterion from the Criteria

pOp-u p menu. [0 ==—————=="Record Search in “My First Catalog * 3"
[B_~][recorarame [=] [gossnt cont. || [s0 == E
_ _ Search Methad Shaw Found Records in...
[I==————————n~Record Searchin “My First Catalog* —"0F"c——"p—r ® Search in Entire Catalog O Current Collection
G Narrow Current Collection ® Hew Collection
2 - |Criteria ‘j | |j| ‘ | @ Broaden Current Colleotion P o—

5. Leave the default search method Search in
Entire Catalog.

6. Click New Collection so that the records
found will be displayed in a new collection of
their own.

7. Click Find.
Below are some example search setups with brief

explanations of each. We will search the catalog we
created back on page 24 in the tutorial.

O

Record Search in “My First Catalog”

[Rezord ame

[=] [eentaine =] [cous

@ Narrow Current Collection
O Braaden Current Colection

Search Method
’7 ® Search in Entire Catalog

Shaw Found Records in.
O Current Collestion
® Hew Collection -

This finds “Sun behind Cloud” and “Cumulus

Clouds.”

Record Searchin “My First Catalog » 2”

Search Method —
® Search in Entire Catalog
© Narrow Current Callection

© Braaden Current Collection

- Rewrathan: A leoee [ ...

Show Found Records in...
O Current Callection
@ Hew Collection -

2 Records Found.

This finds “Map” and “Tree with Apple.”

3. Select an operator from the Operator menu.

Record Searchin “My First Catalog

|71 [operator [x|[ [

4.  Either select a value from the Value pop-up
menu, type a value in, or drag an appropriate
object onto the field. (Appropriate objects
can be either thumbnails or category icons.)

{I=————————N~Record Searchin “My First Catalog”

= = [+l[Value []

This finds all records except “Map” and “Tree

with Apple.”
0 =—————""Record Searchin “My First Catalog s 4" ———-——
[B_] [Recora Hame =] [starts with | =] [sun .

O Harrow Current Callection

SearchMethod —
@ Search in Entire Catalog
O Broaden Current Collection

Show Found Records in.
O Current Collestion
@ Hew Collection r (™ fina ) ']

13 Records Found.

This finds “Sunset,” “Sunset with Glider,” “Sunset
with Tree” and “Sun Behind Cloud” because

they all start with the letters “sun.”



Record Search in “My First Cataloge 5" =—————— &

[ells [=ffores mae =]
Shew Found Records in...

- This finds “Tree with Apple,” “Cumulus Clouds”,
“Sun behind Clouds”, and “Penguins.”

If you're following along in Cumulus, try using the
drag and drop method for entering values into the
Value field for next two examples.

[0 =——————Record Search in “My First Catalog » 6"

[Thwarnenait
5. _— o
o
otion

o
’7 @ Broaden Current CoTlection

+ This search finds "Sun behind Clouds”, “Penguin
Balloon” and “Balloon Race” because Cumulus
has determined that the thumbnails of these
two images are similar in contrast and bright-
ness. Remember, thumbnail searches do not
search for similar image subjects. (Drag and
drop: Drag the “Balloon Race” thumbnail onto
the Value field.)

Record Searchin “My First Catalog » ?”

[=l[= x| [#ircratt

Shew For s in.
’7 Q Current Collect

 Narrow Current Collection ® New Collection

Sear 01
® Search in Entire Catalog
Q Broaden Current CoTlection

One Record Found.

+ Thisfinds “Airplane lllustration,” “Balloon Race,” “Pen-
guin Balloon” and “Sunset with Glider,” because
they're all members of the "Aircraft” category.

Compound Searches

In larger catalogs, finding records with a single
search criterion may not be efficient. To avoid sifting
through tens of thousands of thumbnails, you may
need to use more than one search criterion. For
example, you may be looking for a photographic
image in EPS format.

SEARCHING

Cumulus lets you do this in two different ways:

+ You can enter a compound search (more than
one search criterion), or

+ You can narrow the results of a simple or com-
pound search. (See “Narrowing the Search,” p. 56.)

Building a compound search isn't much more diffi-

cult than building a simple search. You just have to

think in terms of what you are asking Cumulus to do,
and then translate that request into the search fields.
For example, your request, in English, might read:

‘I need all records in the Photographs category
that have ‘tree’ somewhere in their names.”

Translated into Cumulus-speak, this becomes:

« Category is Photographs and Record Name con-
tains tree.

Now let's break it down into separate search state-
ments, called “conditions.”

« Category is Photographs
In ourfirst condition, Category is our search criterion,
is our operator, and Photographs is the value we're
searching for. This tells Cumulus that the records we
want are all in the Photographs category. This alone
would find the records we're looking for, but if our
catalog contained thousands of images in the Pho-
tographs category, we'd spend quite a bit of time
browsing through them all.

« and

This next little bit is very important. This is a Boolean
operator that tells Cumulus how to consider the pre-
vious and next search conditions. By selecting and,
we tell Cumulus that the records we want must
match both conditions of our compound search.
Another option here is or, which would tell Cumulus
that the records we want only need to match one of
the conditions.

+ Record Name contains tree

In the second condition of the search, we help
Cumulus narrow the search results by giving it part
of the record name that we want. We use the opera-
tor contains instead of is because we're looking for
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records that have ‘tree” anywhere in their names. Is
would require that the record be called exactly ‘tree,
with no variation.

In the Find window, the field values will construct a
sentence similar to the one we just broke down.
When you can see each condition on a line by itself,
it's easier to visualize the results of the request.

Setting up each condition in a compound search is
the same as setting up a simple search. The only
additional steps are adding a new line of search
fields, and specifying the Boolean connector
between each condition. Here's how:

1. If the Find window is not open, click
Collection=Find Records to open it.

2. Set up the first condition of the search as:

Record Searchin “My First Catalog”

[~ [is [ =] [Fhotographs

’, Show Found Records in

O Currer
® flew Collection

3. Click @ to reveal a second set of fields.

4. Selectand from the Boolean pop-up menu, if
it's not already selected.

5. Set up the second condition of the search so
that the window looks like this:

o Record Search in “My First Catalog =——————§&
B~ [cot= [=l[= | [Photographs ]
[and [7] [Record tame [ [contains [ [tree BIERE
SearchMethed — ow Found Recor ds in.
urre on
farr lection ’7 ® Hew Collection
roa

6. Leave the default search method Search in
Entire Catalog.

7. Click New Collection so that the records
found will be displayed in a new collection of
their own.

8. ClickFind. The search finds two images: “Sun-
set with Tree” and “Tree in Winter.”

Additional conditions may be added to further refine
the search. Add and delete conditions using the fol-
lowing buttons:

i @l Inserts a new search condition before the
current condition. (The current condition is the
line in which a field is highlighted or the flash-
ing cursor I-beam is found. Click in any field to
make that line the current condition.)

. @ Inserts a new search condition after the cur-
rent condition.

i / 2] E Deletes the current condition.
This is not undoablel!

Narrowing the Search

If the results you get from either a simple or com-
pound search are too broad, Cumulus can help. The
search method Narrow Current Collection allows
you to search through the set of records found from
a previous search, instead of the entire catalog,
thereby reducing the number of records found.

Using our example from the compound search sec-
tion, we'll perform the same search using the search
method Narrow Current Collection.

1. If the Find window is not open, click
Collection=Find Records to open it.

2. Set up the first part of the search as:

Record Searchin “My First Catalog” ——————"—
[-[e =] [Frotoaraphe [E

3. Leave the default search method Search in
Entire Catalog.



4. Click New Collection so that the records
found will be displayed in a new collection of
their own.

5. Click Find. Cumulus finds all records in the
Photographs category.

6.  Now change those same fields to:

[0 =———Record Search in “My First Catalog s 2"

[Resord Hame [ [conteins__ | =] [iree |

SEARCHING

Let's conduct an example search using the Broaden
Current Collection search method:

1. If the Find window is not open, click
Collection=Find Records to open it.

2. Set up the first part of the search as:

Record Searchin “My First Catalog™

2] [roroms1=][7e3

]
e

@ Braaden Current Callection

SearchMethad — _ Show Found Records in.
© Searsh in Entive Catalog ® Current Calleotion
@ Narrow Current Collection O Nlew Colleation

10 Records Found.

@ Narrow Current Colleotion

Q Current Collestion

Show Found Records in..
’7 ® New Colleotion

=5

7. Click Narrow Current Collection as the
search method.

8.  Click Current Collection so that the records
found will supersede the current collection.

9. (lick Find. Cumulus searches through the ten
records found in the first search and narrows
the set of records down to just two images:
“Sunset with Tree” and “Tree in Winter.”

If it helps, you might want to think of Narrow Current
Collection as an “and” Boolean operator. That is, after
your first search, you conduct another with different
search criteria, and the final results are the same as
from the corresponding compound search using
“and.” In the example above, the same final results
were achieved with the compound search previ-
ously conducted.

Broadening the Search

If the results you get from either a simple or com-
pound search are too narrow, Cumulus can be of
assistance again. The search method Broaden Cur-
rent Collection adds the results of a subsequent
search to the records found with a previous search.

Search Method
’70 Search in Entire Catalog

@ Eroaden Current Collestion

3. Leave the default search method Search in
Entire Catalog for this first step.

4. Click New Collection so that the records
found will be displayed in a new collection of
their own.

5. Click Find. Cumulus finds four records: “Cam-
els in India,” “Indian Camel,” “Indian Music,”
and “Sunset with Tree.”

"o

6. Now change the same fields in the Find win-
dow to:

Record Searchin “My First Catalog » 27

o] fomtare_ Il

[Record Hame

@ Marrow Gurrent Callection
® Braaden Current Callection

Search Method
’70 Searh nEire Cataog

® Current Collestion

Show Found Records in..
’V O New Colleation

1 55

4 Records Found.

7. Click Broaden Current Collection as the
search method.

8. Click Current Collection so that the records
found will supersede the current collection.

9. (lick Find. The record “Map” is added to the
four records found with the previous search,
and your current collection is comprised of
five records.

This search method can be seen as an “or” Boolean
operator. That is, after your first search, you conduct
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another search using different criteria, and the final
results are the same as from the corresponding com-
pound search using “or.”

Saving and Loading Search Setups

Although Cumulus remembers your search setups if
you leave them open when you quit Cumulus, you
can also save search setups, called queries, to disk.
This prevents you from having to rebuild them each
time you need them. It also ensures that your
searches are consistent from session to session,
which is important for some purposes. Cumulus
query files can be used on any supported platform.

You can store and load queries for quick retrieval.
To save the current query:

1. Click the |E#| button.

2. Select Save Query. A dialog box appears
from which you can name the query.

3. Type a name for the query in the File name
field.

4. (lick Save.

To load a saved query:

1. Click the B button.

2. Select Load Query. A dialog box appears
from which you can select a query.

3. Select a queryfile.

4. (Click the button Open.

Things You Can Do with Searches/Queries

+ Create a new search condition. (See “Insert Con-
dition Before,” p. 121 and “Insert Condition
After,” p. 121.)

+ Delete all search conditions. (See “Delete All
Conditions,” p. 122)

+ Duplicate a search condition. (See “Duplicate
Condition,” p. 121.)

+ Load search queries. (See “Saving and Loading
Search Setups,” p. 58.)

+ Save search queries. (See “Saving and Loading
Search Setups,” p. 58.)

+ Search multiple collections and even catalogs
for records. (See “Find Records In All Collec-
tions,” p. 121)



The Find Window and

Sample Search Options

To open the Find window: Select Collection=>Find Records

Loads or saves queries.
Search criteria.

Search operator.
Search value.

NSO LA W=

Deletes the current condition.

Inserts a new search condition before the current one.
Inserts a new search condition after the current one.
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Record Search = E
‘E v m - G’ R " B EI "
5 arch Method Show Found Fiecords in
Curtent Colestion
Marrow Current Calectian = New Callection Rl

Broaden Curert Collection
Find

The whole catalog will be searched in.

Only the current collection will be searched in.
Found records are added to the current collection.
Found records replace the current collection.
Found records will comprise a new collection.

All records of the catalog will be shown.

Starts the search.

NOTE: Cumulus search options are NOT case sensitive.

Criteria Field Type Operator Searches for Sample Data/Instructions
Categories Special o Records associated with specified Type category name or drag category icon onto Value field. Use
category. drag method if catalog has multiple categories of the same
name. Current Search Preferences settings affect results. (See “The
Application Preferences Window,” p. 92)
Thumbnail Special e Similar thumbnails. Compares Type record name or drag record thumbnail onto Value field.
brightness and contrast.
Horizontal Real 9 Dot-per-inch resolution of animage 200, 300
Resolution asset file.
File Data Size Integer e The asset file size. (Not the record 1024 KB (use KB for kilobytes)
size.) 24 MB (use MB for megabytes)
Asset Creation Date 9 The date the asset was created. 11/22/97
Date
Color Mode String 0 The color mode of an image. Select from Value pop-up menu.
List
Cataloging String 6 The name of the user who cataloged Clint, Carolyn
User the asset.
Notes String e Records with a group of characters in Any line of text. For example, “ball” finds ball, balloon and base-
the Notes field that matches criteria. ball. “ll rights res” finds “All rights reserved.”
Record Name String e The name of the record. Balloon, Clouds, Gun Shot
Field Type Categories Thumbnail Date, Real, String String*
Integer List*
Operator i sinilar ta g containg starts with *The menu options for this field type
Menu |isnot. it similar to dossnt cont 15 may differ depending on the field
Options contains has value iz niot .
2 doesn't cont. has no value contairs properties.
hasz value doesn't cant.
has no valug haz value
has no value

haz o value
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A little up-front planning can save countless hours of work and
frustration down the road. This section offers some suggestions
for effective cataloging strategies. Also covered are some cata-
log maintenance issues and how to set application and catalog
preferences to suit your needs. If you intend on doing anything
more than simply browsing catalogs created by others, you

should read this section.
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Asset Information

Catalog records contain far more than just thumb-
nail images. They contain useful information about
the assets that help you identify them and find them
when searching. Some of this information is created
automatically when you catalog the asset and some
can be added by you at any time.

Remember, the information on an asset is stored in a
record via record fields. The record fields are defined
in the catalog properties. They determine how and
what sort of information Cumulus creates automati-
cally and when you catalog the asset and what sort
of information you can add.

Asset Information Window
The information stored on a cataloged asset can be
viewed and edited using the Asset Information window.

To open the Asset Information window:
1. Click once on a record to select it.

2. Select Asset=Information. The information
window for the selected asset’s record
appears.

Which record fields are displayed in the Asset Infor-
mation window is up to you. You can determine not
only what record fields are displayed but also how
the record fields are displayed. (See “Customizing
the Information Window,” p. 63, for further details.)

Once the Asset Information window is opened you
can use the arrow buttons to load other records of
the current collection into the window.

See page 86 for an overview of the options available
from the Asset Information window.

Editing Asset Information

In general you can edit the information stored on an
asset. But you can only edit information which is

stored in record fields you are allowed to edit. (In the
Record Field Properties field the option Allow User
to Edit has to be activated. See “Customizing Record
Field Properties,” p. 69, for details.)

To edit the information stored on an asset:

1. Load the record you want to edit into the
Asset Information window.

2. Click the field you want to edit.

Fields with white backgrounds can be edited.
If a text field has a grey background, then it
cannot be edited.

3. Make your changes.

4. Select Asset=Save to save your changes.

If you want to edit more records in the collection,
you can use the arrow buttons to load a new record.

Printing Asset Information

You can print the asset information of records as dis-
played in the Asset Information window. Exception:
If the text of a string field is not displayed completely
because it exceeds the length of the display, it will be
printed completely.

To print asset information:
1. Load the record whose asset information you

want to print into the Asset Information win-
dow.

2. Select Asset= Print.

3. Make the appropriate selections in the Print
dialog box and click OK.



Customizing the Information Window

You can determine general settings for the Asset or
Category Information window, including which
record fields are displayed and how.

To customize the Asset Information window:

1. If the Asset Information window is not open,
select a record and choose Asset or Cate-
gory=Information.

2. Select Edit= Customize from the Informa-
tion window's menubar. This opens a win-
dow with which you can customize aspects
of the Information window.

o MyCatalog - Customize B
Eﬁl O Only Show the Following
corat oo [Fe I T
B o *
= o v
m "

e )
b

String Geneva

=

Example of a Mac OS window for customizing the Asset

5 Along the left side of the window / A In
tabs along the top of the window, you see
two options named General and Fields.
Under General you set up how the window
should behave in general. And under Fields,
you set up which record fields will be dis-
played and how.

See page 86 for an overview of the options available
from the Customize window.
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IPTC Information Window

This Information window is specially designed for
displaying and editing the IPTC data of assets.

Cumulus can read IPTC metadata information while
cataloging. You can view and edit this metadata and
Cumulus can write your changes back to the asset.
Cumulus' management of IPTC information is con-
form with the IPTC standard. Being considered the
industry standard its specifications are available to
the public. Adobe Photoshop also uses this standard
partially, meaning that text in images captioned in
Photoshop’s File Info will be displayed in the IPTC
Information window. Photoshop only uses some of
the available fields the IPTC standard comprises of.
Note that even if the other fields are not displayed in
Photoshop they are interchangeable between
Cumulus and Photoshop.

NOTE: Writing IPTC Data back to Assets

If you want to write back IPTC data to assets, your
Cataloging Options (entry for the IPTC filter acti-
vated) and the catalog managing these assets must
be prepared for this feature. IPTC record fields have
to be added and their properties have to be enabled
for field linking, also Writing Metadata to Asset
must be activated in the General Catalog Properties.
Cumulus provides a script to help make the process
of preparation easy: Prepare To Write IPTC (found in
the Special menu; page 134 for details). The IPTC
data will be written back to the asset when any
record information has been changed.

To open the IPTC Information window:
1. Click once on a record to select it.
2. Select Asset=IPTC Information. The IPTC

Information window for the selected asset’s
record opens.

Once the IPTC Information window is opened you
can use the arrow buttons to load other records of
the current collection into the window.
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Information can be added by entering text into the
field or selecting from lists — so called 'quicklists'.
Some fields provide prepared lists for immediate
use. For some fields these quicklists are preset and
contain values laid down by the IPTC norm. Due to
IPTC standards the preset quicklists for some of that
fields can't be edited. The quicklists for all other fields
can be edited.

To open or edit a quicklist for a field use the arrow
button next to the field. This opens a drop-down list
for selecting a value. The fields for which you can edit
the corresponding quicklist provide an entry ->Edit
Quicklist. If you select this entry, a dialog for editing
the quicklist opens. See “Editing Quicklists,” below,
for details.

See page 84 for an overview of the options available
from the IPTC Information window.

Editing Quicklists

The list displays the current values for the corre-
sponding field. You can edit or delete these values or
add new values to the list.

To add a new value:

Enter the new value in the field above the list and hit
the Enter key or click the Add button. You then can
immediately start typing the next entry.

To edit a value:

Select the value. The value will be displayed in the
field above the list. Edit the value in this field and
then click Replace. The value in the field will replace
the selected value in the list.

To delete a value:
Select the value in the list and click Delete.

Exporting and Importing Quicklists

Once you have adapted the quicklist to your needs
you may want to use it with other catalogs or pro-

vide it to other users. That's why Cumulus offers to

export and import quicklists.

To export a quicklist:
1. Select Edit = Quicklist = Export in the IPTC
Information window.

A dialog for selecting opens.

Quicklist Export =]

e Select Al
Bpline Tile

Caption \wiiter DEseleot Al
Country =

Credits
Edit Status

Fisture I

Headine

IPTC Category
Kepwords

Object Name
Originating Frogram

Source
Special Instructions Cancel
Supplemental Categories

Help

You can export the whole list or just parts for
certain fields.

2. Select the desired parts or click Select All.

3. Click Export. A dialog box for naming and
saving the quicklist opens.

4. Enteraname, select alocation and click Save.

Another dialog box opens where you can
choose the character encoding format for
the list.

NOTE: Only choose Universal Encoding
(UTF-8) if you want to use the export file on
another operating system. (See “Character
Encoding for Export,” p. 101, for details).

5. Select the encoding and click OK.

The exported list is saved as a text file. You may edit
an exported text list with a text editor.



To import a quicklist or parts of it for certain fields:
1. Select Edit = Quicklist = Import in the IPTC
Information window.

2. Adialog box to choose the list opens.
3. Select the desired list and click Open.

The content parts of the list will be displayed.

Quicklist Import [x]

FEvlne Select Al
Buyiine Titie

Caplion Wiriter DEselec0zl]
Country —

Credis

Edt Status

Fivture |d

Headine

IFTE Category
Keywords

Object Name
Originating Proaram

Service Id

Source

Special Instuctions Cancel
Help

Supplemental Cateqaries

4. Select the desired parts or click Select All.

5. Click Import.

Your quicklist selections will then be available.

NOTE: When working with the Import function you
may take the values for each field from different
quicklists.

Customizing the IPTC Information Window

You can determine general settings for the IPTC
Information window.

To customize the IPTC Information window:
1. Ifthe IPTC Information window is not open,

select a record and choose Asset = IPTC
Information.

2. Select Edit= Customize from the IPTC Infor-
mation window’s menubar. This opens a win-
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dow with which you can customize general
aspects for IPTC Information window.

General |

" Show Ons Asset per Window
= Bhow All Assels in ne Window
¥ Synchionize to Selection

window Pasition
(l‘ Abways Keep Window On Top

- Diefailt Information Wind
™ Use IPTC Information

3. Make you selection and click § OK/ @ close
the Customize window.

See page 84 for an overview of the options available
from the Customize window.

Program Settings

There is no best way to use Cumulus. Many aspects
of the program can be changed to adapt to your way
of managing your assets. Fundamental changes can
be made by modifying the settings in:

* Preferences
+ Cataloging Options
Before you build any catalogs of your own, it's a

good idea to become acquainted with the various
setting options that Cumulus provides.

Preferences

The settings found under Edit= Preferences affect
global application behavior. They are not specific to
any one catalog. Included here are options that con-
trol the way Cumulus conducts searches.

See "The Application Preferences Window," p. 92, for
an overview of the options available from this window.
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Cataloging Options

The Cataloging Options settings affect how Cumulus
deals with your assets during the cataloging process.

Select Catalog= Cataloging Options to open the
cataloging options window. Options set from this
window are not specific to any one catalog, but
apply to all subsequent cataloging done.

See "The Cataloging Options Window," p. 88, for an
overview of the options available from this window.
Of all the various settings available within the Cata-
loging Options, those concerning Asset Storage
modules are described in detail in the following sec-
tion. Asset Format are described in the section "Asset
Format Support,” p. 80.

Asset Storage Modules

When cataloging an asset, Cumulus uses two types
of components: Asset Storage modules and filters.
The Asset Storage module manages the asset’s stor-
age (the access to its location), and the filter analyzes
the asset’s contents. For example, if you catalog afile
from the file system of your computer, the Asset
Storage module manages the access to the file sys-
tem of your computer, and the employed filter reads
the file's content.

Cumulus comes with Asset Storage modules for the
Windows or Mac OS file systems as well as a module
called “Cumulus Metadata Support” and special
modules to handle DCS (Desktop Color Separation)
files and OPI (Open Prepress Interface).

Assels |

~When Cataloging—— - Duplicates Central Asset Location
 Add Oni © Add Duplicates
Lol Tipdate % Ignare Duplicates

€ Update Only

| Copyssset to Bentra Losatisn

& Feference rigjnsl Asset

~Linked Assats
€ Resolve Links
& lgnore Links

~Asset Storage Modul

Epoi
FBioperies
Licivate
Dgagivate

The section Assets of the Cataloging Options windows lists the Asset
Storage modules that manages the access to an asset.

 Cumulus Metadata Support
URL Support

 Zip AssetStore

+ DS Fils Support

 Firel Image Converter

 Windows File System

Depending on your workflow requirements, you
may not need to use some of these Asset Storage
modules. If, for example, you are not using services
from a prepress service provider and do not have
access to an OPI server, you should deactivate the
OPI System Support. Deactivating Asset Storage
modules which are not needed for your specific
workflow enhances productivity by freeing up
Cumulus’ resources and speeding up the cataloging
process. To deactivate an Asset Storage module sim-
ply select it and click Deactivate.

If you want to learn more about Cumulus’ various
Asset Storage modules, what they do and how they
are configured to customize Cumulus to your spe-
cific workflow, then please continue reading the fol-
lowing sections.

Mac OS File System

This Asset Storage module manages the access to
files accessible from a Mac OS computer. You can
define the following properties:

+ Preferred Resolving Method - If By Alias is
enabled, Cumulus will resolve the asset refer-
ence using the alias first. If By Pathname is
enabled, Cumulus will resolve the asset refer-
ence using the pathname first.

+ Alias Search Method - If Fast Search is enabled,
Cumulus will only search at the original location.
If Extensive Search is enabled, Cumulus will also
search all mounted volumes in case the file was-
not found at the original location.

+ Mount Dialogs — Dialogs prompted by the
operating system when mounting volumes can
either be shown or suppressed. If you choose
Suppress failures might occur, when mounting
volumes (especially removable volumes such as
CD-ROMs) is required for Cumulus functions
such as previewing, copying and transferring.
That's why you should only choose the Sup-
press option if you are working in a network
environment and want to avoid all dialogs
about mounting when accessing the server. In



case the server can't be mounted you will
access the assets via Server Asset Transfer. In the
case of the Single User Edition it is highly recom-
mended to choose the Show option.

Cumulus Metadata Support

The Asset Storage module Cumulus Metadata Sup-
port supports the storing of an asset’s metadata in a
separate TAG file for each asset. This makes it possible
for stored metadata to be used externally (e.g., by
other applications). Only if the Asset Storage module
Cumulus Metadata Support is activated, Cumulus will
be able to create a TAG file for each asset cataloged.
(For further information on TAG files, see "Assets/
Records,” p. 47 and "Catalog Assets,” p. 118.) You can
define the following properties for the Cumulus Meta-
data Support:

- Never - If aTAG file exists, Cumulus Metadata Sup-
port will read it, but no TAG files will be created.

- Only if Metadata Exists - If metadata in a TAG
file exists, it will be updated.

+ Always — A TAG file for metadata will be created
and continuously updated.

DCS File Support

The Asset Storage module DCS File Support enables
Cumulus to recognize CYMK Desktop Color Separa-
tionfiles so that it can effectively catalog and manage
multiple-file DCS assets. This Asset Storage module
supports DCS version 1.0. These DCS assets consist of
one main file (which may contain a preview image)
and the four standard color separation files.

When cataloging a DCS asset, this Asset Storage
module creates a record for the main file only. This is
important to be aware of when viewing the Asset
Information window, as the information such as file
size, etc. only pertain to the main file. Although only
one file is cataloged, Cumulus still manages all five.
For example, if you move or copy the cataloged DCS
asset with Cumulus, all five DCS files will be moved or
copied.
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OPI System Support

The Asset Storage module OPI System Support
enables Cumulus to be OPl-aware. The Open Pre-
press Interface (OPI) is a technology that allows plac-
ing low resolution versions of image files into page
layouts and letting an OPI print spooler automati-
cally replace them with the high resolution versions
of thefiles for printing. Only if the Asset Storage mod-
ule OPI System Support is activated, Cumulus will be
able to recognize OPI files and carry through the cor-
rect handling of high and low resolution versions of OPI
files.

The module is able to read path name information
and lets Cumulus manage both high resolution and
low resolution files from OPI systems like Imation
Color Central™, Nine Bits PrintDesk, 4-Sight OPi™,
and Helios EtherShare OPI.

Cumulus is also OPI-compatible with many other OPI
systems that use EPSF or TIFF format files as their low
resolution file, like Scitex® APR. With these OPI sys-
tems, low resolution files are handled as expected,
but the path to the high resolution file might not be
automatically recognized.

The module offers special support for Helios Ether-
Share OPI version 1.0 up to 2.1 and Imation Color
Central 2.1 up to 2.5. For both OPI systems you can
define additional properties.

If you select the OPI Support entry in the list of Asset
Storage modules and then select the Properties but-
ton, the OPI Support Settings window opens.

0PI Support Settings [x]
General | Heiios | Imation |
IV Silent OF1 File Access
In silent made the following file s used by default
& The High Resolution File
© The Layout File

[k | Cancel EEE
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The OPI Support Settings window has three sections:
+ General
+ Helios
+ Imation

In the section General you can set up the module to
use either the low resolution file or the high resolu-
tion file when you drag and drop an asset. If you
want to use the actual cataloged file, you can disable
the option Silent OPI File Access.

For all OPI systems (except Helios) it is recom-
mended to catalog the low resolution file as only the
low resolution file leads to the high resolution file -
and not vice versa. If you have cataloged the low res-
olution files, do not enable Silent OPI File Access
along with the option High Resolution File for these
OPI systems as this combination will not work. In fact
you are using a Helios OPI system you can catalog
the high resolution file as only in a Helios OPI system
the high resolution file leads to the low resolution
file; it is even recommended to catalog the high res-
olution file as the information on this file will then be
available with the catalog.

In the section Helios you can set up special proper-
ties for Helios EtherShare OPI. Only if the option
Helios EtherShare OPI Aware is activated, will
Cumulus catalog either the low resolution layout file
or the high resolution file. Although the module rec-
ognizes layout files generated in the layouts folder it
also supports a name extension for layout files. In the
field Layout file name extension (default: .lay) you
specify the name extension to identify OPI layout
files. You should always specify the same name
extension that is used by the Helios EtherShare OPI
system. A file in the same folder as the high resolu-
tion file that has this name extension will be treated
as the layout file for this high resolution file. The fol-
lowing two options are important to avoid duplica-
tion when cataloging a whole folder. They can be
used to create only one record for a pair of high-and
low resolutions files when cataloging. The option
Catalog High Resolution Files Only (default) allows
you to catalog only high resolution files. This is useful

to get the information (size, resolution) about those
files into the Cumulus catalog. By choosing the
option Catalog Layout Files Only you can build a
catalog of only the layout files.

In the section Imation you can set up special proper-
ties for Imation Color Central. Only if the option Ima-
tion Color Central Aware is activated, will Cumulus
read the IPTC information from the high resolution
file while cataloging the sample file. NOTE: This
option can only work properly when the high resolu-
tion file and the sample file reside in the same folder.
If the option Add Category for Sample Files is acti-
vated, Cumulus will assign every ColorCentral sam-
ple file to a special category while cataloging. The
category name can be specified in the field below
this option (default: Imation Color Central). This
option is useful when you catalog both the high res-
olution and the sample file of an image and you
want to distinguish the corresponding records.

URL Support

The URL AssetStore option comes with Asset Storage
module URL Support. It supports FTP and HTTP URLs.
It enables users to catalog and access files stored on
all standard FTP and HTTP servers for Windows, Mac
OS, Mac OS X, or UNIX. See “URL Support,” p. 103, for
more information on this module. The URL Asset-
Store is installed with the Cumulus application but it
will run in limited mode. This means that asset refer-
ences of URL cataloged assets can be resolved but
the user can not catalog from FTP or HTTP servers. For
cataloging the URL AssetStore needs to be licensed.
The URL AssetStore is not activated by default.

ZIP AssetStore

The ZIP AssetStore enables you to catalog and access
assets compressed within ZIP files. It automatically
catalogs all files in a ZIP file. In addition to creating a
record forthe entire ZIP file, it creates records for each
of the compressed files in the ZIP file - even of files in
a ZIP file within another ZIP file. The Cumulus ZIP



AssetStore has been tested with ZIP compressed
assets created with WinZip®, PKZIP® and WinRAR.

The ZIP AssetStore automatically creates categories
when cataloging ZIP files. Under a root category
named Zip for each cataloged ZIP file a category is
created named after the ZIP file (e.g. sample.zip). If a
ZIP file contains another ZIP file, a subcategory
named after this additional file will also be created. If
any files contained within a ZIP file where archived
with subfolder references, the ZIP AssetStore creates
a category tree resembling this subfolder structure.

NOTE: Password Protected ZIP Files

If the ZIP file to be cataloged contains a password
protected file, Cumulus will ask you for the pass-
word. Cumulus remembers this password and if
there is another password protected file within a ZIP
file, it will try the password for that file. If it doesn't fit,
Cumulus will also ask you for the password of that
file. Then you can choose to: - type in the password
and the file will be cataloged or - skip the password
request and file will not be cataloged. The passwords
are also requested for any preview of a password
protected asset. Cumulus remembers passwords
only for as long as the current session.

Catalog Properties

Fundamental changes can be made for each catalog
by modifying its properties. Catalog= Properties
opens the window from which you set catalog-spe-
cific options. These options have no effect on cata-
logs other than the one in which they are set.

It's important to consider a catalog’s properties when
the catalog is new, before you add records to it. This
window controls several important factors that come
into play while cataloging assets. Examples are thumb-
nail size (thumbnail quality is set from the Cataloging
Options window), the record and category fields. The
options are divided into the following sections:

- General — Catalog location and name, thumb-
nail size, duplicates of category names.
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+ Asset Location — Displays options on a central
location for the assets.

+ Sharing - Displays options for access rights.

+ Record Fields - Displays the fields which the
records of the catalog contain. You can add or
delete fields and customize selected fields.

+ Category Fields — Displays the fields which the
categories contain. You can add or delete fields
and customize the selected fields.

See “The Catalog Properties Window,” p. 90, for an
overview of the options available from this window.

Customizing Record Field Properties

The properties of a record field can be extensively
customized. You can define

« whether the field can be edited.

+ whetherand how the field is indexed for sorting
and searching.

« whether and how the record field is linked with
the asset and its metadata fields.

To access the properties of a record field:

1. Make sure the catalog you want to customize is
opened and is the active window in Cumulus.

2. Select Catalog=Properties. This brings up
the Catalog Properties window.

3. Click Record Fields. This brings up a list of the
current record fields included in the catalog.

4. Select the entry for the field whose proper-
ties you want to change.

5. Click the Properties button. This brings up a
dialog box from which you can set the prop-
erties for the field. (See page 91 for all avail-
able options.)

6. Define the properties as you want them.
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7. Click OK to close the Record Field Properties
window. This brings you back to the fields list.

Initial Value for Fields

To add a default text to a field (e.g. the Notes field) of
all newly cataloged assets in a certain catalog, you
have to enable the option Initial Value for the field
and enter the text you want to have as default. If the
asset’s metadata already contain a value for this field,
the initial value will be ignored.

NOTE: Initial Value for String List Field

The initial value of a String List field must be one of
the terms which you entered into the String List dia-
log (see "Editing a String List Field,” p. 73).

NOTE: Initial Value for Boolean Field

The initial value of a Boolean field is “false” if the text
entry field is empty or contains 0 or false. If the text
entry field contains any other value than 0 or false,
the initial value is set to “true”. If you work in a multi-
lingual environment it is highly recommended to
use the value 0 (for false) or 1 (for true) as these are
language independent and will work with Cumulus
versions of any language.

Linking Record Fields

Some asset formats (e.g., JPEG) can store metadata.
Cumulus can read, store and manage this metadata
by linking it to record fields via asset fields. The asset
fields are provided by the Cumulus application, the
Asset Storage modules and the filters.

You can decide when the linking should happen
(when adding assets and/or updating records), and
whether changes to the metadata should be written
back to the asset field. Changed metadata can only be
written backif this function is supported by the filter or
Asset Storage module used for cataloging the asset.

If the record field's type is String, you can also decide
whether the linking applies to all or only the first match-
ing asset field. If the Read All option is activated, the
values of the linked asset fields are read consecutively.

The default record field Categories can serve as an
example for this option. Of course this record field
should contain all categories. So the Read All option
is activated.

Record Field Properties

Neme: [Coe0oes — [~ Linking

I \then Adding Agsets

@ Readall " AeadOne

Lpe: [Fimo “| E0L8 | when Updating Records = Beaddll ¢ Read One
I iliow Uver i Edi IV When Saying to Asset
T Inital Vel
[ [ R [ Link to Asset Fiekd
& Link to All Matching Fields
€ Link ta the Folowing Fields
Module [ Fieid [ &
[
[
~Indesing .
I Indes For Sating ¢ Gearcking
¥ Index For Cortain Searching Add). Fiemave
K| Cencd | HeR |

You can link a record field to all matching asset fields
of an asset or only selected ones. If you select the
option Link to All Matching Fields, Cumulus will fill
the record field with the data from all asset fields
which have the same GUID (Globally Unique Identi-
fier) or name and type.

If you select Link to the Following Fields, Cumulus
offers to provide you with a list of all matching fields
to start with.

For our example field Categories, the list of all
matching fields looks like this:

Record Field Properties
Mame; [Categores - Linking
¥ Whendddngssels & Readall ¢ ReadOne
Type: |Sting 2| [ [V When Updating Recards © ReadAll  Read One
¥ #llow User to Edit ¥ When Saving to Asset
T il Vah
Ly ~Link to Asset
© Link to All Matching Fields
@ ik o the Following Fisids
Module [ Fieid 1
Cumulus Metadata Sup... Calegories
Windows File System Categories +
OF System Supparl  Calegories
IPTC Filler Calegories +
Cumulus 4 Compatibilly... Calegories
 Indesing "
1= e o Gorting / Searcking
I [l For Coritait S enching Add Femove
0K | Concd | Hep |

All asset fields which “feed” the record field Catego-
ries are listed. You can see the different modules
which provide the matching asset fields.



If Link to the Following Fields is activated, you can

add or remove asset fields by using the appropriate
button. When you click the Add button, a list of avail-
able asset fields is displayed.

NOTE: Field Linking Checks for Field Types
Additionally to its own type a field may be linked
only to certain other field types.

Integer fields accept: String, Boolean, Real

Real fields accept: String, Boolean, Integer
Boolean fields accept: String, Integer, Real

Date fields accept: String

String List fields accept: String

String fields accept: Boolean (true, false), Integer,
Real, Date, String List (exact string matching)
Binary fields accept: Audio, Picture

Adding a Record Field

To store information in addition to or differently from
the default settings, you can add fields to the catalog
by activating them from the list of fields that Cumu-
lus supports.

1. Make sure the catalog you want to customize is
opened and is the active window in Cumulus.

2. Select Catalog=Properties. This brings up
the Catalog Properties window.

3. Click Record Fields. This loads the window
with a list of the current record fields
included in the catalog.
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My First Catalog - Catalog Properties

MName [Tups [Serting | Contain Search []

Categories String o yes
General Annatation Audio

Server Name String yes yes
ﬁ Wolure Name String yes yes
Asset Name String yes yes

hezet Location Folder Name String yes yes
T Thurrbnall StandardDevi.. Integer yes
Tharbnalbantibe  Integer yes
et Mudifabin State... String yes o
Asset Identifier Integer yes
hsset Reference  Binary
File Data Size Integer yes
Image Height Real o
Image Width Real o
= Wertical Resolution  Real o
Horizontal Resolution Real o
Color Mode String List yes
File Format String yes o

Cateqory Fields

Hotes String no yes
Thumbnail Ficture

Software String no no
Cataloging User String yes no
Status String List ues

[ Properties_ | [ Add Field. | [ belete |

=

4. Click the Add Field button. This brings up a
dialog box from which you can add a new
field. This is a list of additional fields that
Cumulus supports, but that are not currently
in the catalog.

Name ITup?

Checkaut Uzer String B Show Cumulus Internal Fields
Eheckout Date Pate [ Show Filter Fields
Checkaut Location Binary )
Jersion History String [ Show Asset Starage Fislds
Resource Size Integer

File Type String

File Creator Shring

Mac File Server Mame  String

Mac Yolume Name Shring

Mac Falder Name Shring

Mae File Name String

OPI System Shring

OPIHiRes Reference  Binary
OPILoRes Refersnce  Binary

OPI HiRes Pathname String

Forrnat Specific Binary Cancel

This list can be displayed with different
options for the contents:

— fields defined by filters

— fields defined by Asset Storage modules
— fields generated by Cumulus

5. Check the desired options.
6. Select the field you want to add.
7. Click OK. This brings you back to the fields list.
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If you want this field to be shown in the Asset Infor-
mation window (e.g., to edit it), you have to custom-
ize the Asset Information window and add this field.
(See "Customizing the Information Window,” p. 63,
for details.)

If you want this field to be displayed along with the
record (thumbnail or details view), you have to cus-
tomize the view and add the field to the view. (See
"Adding a Field to a View," p. 94, for details.)

Creating a Custom Record Field

To set up a catalog to store information in addition
to the fields that Cumulus supports you can define
your own custom fields.

1. Make sure the catalog you want to customize is
opened and is the active window in Cumulus.

2. Select Catalog=Properties. This brings up
the Catalog Properties window.

3. Click on Record Fields. This loads the win-
dow with a list of the current record fields
included in the catalog.

4. Click on the Add Field button. This brings up
a dialog box from which you can add a new
field. This is a list of additional fields that
Cumulus supports, but that are not currently
in the catalog.

5. Click the Custom button. This brings up the
Record Field Properties window.

Type:

Record Field Properties

Untitled
Edit List_

O Allow User to Edit
O Indtial Yslue

Ofead Al @ Read One
ds ORead ATl @ Read One

- Link to Asset Fields

@ Link 1o ANl Matohing Fields
O Link 4o the Following Fields

HModule [Fietd [+

| [« [+] [+

(

Indexing
O Indext for Sorting / Searehing

2

Cancel

10.

Enter a name for the field.

Select the type of the field. (See page 91 for
information on field types.)

Define the field properties. (For details on
record field properties, see “Record Fields
Section,” p.91)

Decide whether you want to check the Allow
User to Edit check box. If this is not checked,
the field contents cannot be modified.

If you want the field to have a predefined
value for every cataloged asset, check the Ini-
tial Value check box and enter the value.

Decide whether you want to have the field
activated for indexing.

Select how the field should be linked with
the asset.

Decide whether the field should be linked to
asset fields and how.

Click OK to close the Record Field Properties
window. This brings you back to the fields list.

Finally, close the Catalog Properties window.

If you want this field to be shown in the Asset Infor-
mation window (e.g., to edit it), you have to custom-
ize the Asset Information window and add this field.



(See “Customizing the Information Window,” p. 63,
for details.)

If you want this field to be displayed along with the
record (thumbnail or details view), you have to cus-
tomize the view and add the field to the view. (See
"Adding a Field to a View," p. 94, for details.)

Editing a String List Field
To edit the entries of a String List field, the dialog box
for the field must be displayed.

To open this dialog box for editing terms of a String
List field:

1. Open the Field Properties window for the
String List field.

2. Click the Edit List button. This brings up the
list of terms.

|Example Sting List

Delete

Bename

Insert Bsfors
Insert After

[oEdE
Auiaiting Approval
Place
Fleady for Layaut
Feady for Frinting

Help
|

You may now create a new term, edit or
delete an existing term by using the cor-
responding buttons.

To create a new term for a String List field:
1. Select the term you want to place the new
entry before or after.
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2. Click Insert Before or Insert After. Which but-
ton you click depends on where in the list
you want the new term placed. The Insert
After button places the new term after the
currently selected term, and Insert Before
places the new term above it.

3. Enteraname for the new term in the dialog
box that appears and click OK.

:
N
Cancel

You can edit a term of a String List field at any time:
Select the term you wish to edit.

2. Click Rename.

3. Typeanew term in the dialog box that
appears and click OK. The term is changed in
all records that use it.

You can also delete entries that you no longer need.

NOTE: Cumulus can only check whether any records
are using the entry to be deleted if the String List
field is activated for indexing. If Cumulus finds any
records using the entry, you are prompted to assign
a new entry to those records.

To delete an entry:
1. Select the entry you wish to delete.
2. Click Delete. The entry is simply deleted if it
either has not been applied to any records or

if the String List field to which the entry
belongs is not activated for indexing.
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If the String List
field is activated
for indexing, Praced

and any records ATTERTION This carmet b snere
using the entry
to be deleted
are found, then
Cumulus
prompts you to
assign a new
entry to those
records.

———— Select Substitution =—°—

In edit

=

Awaiting Approval
Ready for Layout
Ready for Printing

=l

[ Cancel ] [[

=
=

3. Select a replacement entry from your list and
click OK. The new entry is assigned to all
records previously associated with the
deleted entry. This may take a while, depend-
ing on the number of records that require
reassignment.

Working Smart

Whether you work alone or with a dozen others, fol-
lowing a few simple guidelines will ensure your
workflow is as efficient as possible.

Name a Catalog Manager

It's best to assign one person in your workgroup to
manage assets and Cumulus catalogs. Having one
manager helps keep things consistent and provides
your workgroup with a recognized source for asset
and catalog information.

Develop an Effective File Naming Convention

Even though Cumulus makes it easy to keep track of
assets with its thumbnail previews and wealth of
search options, there is no substitute for a well
planned filing system. There will be times that you
must access files without the elegance of the Cumulus
interface. For example, when writing scripts to enable
Cumulus to automate the workflow, a consistent and
predictable filing system can not only save many

hours of script debugging, but it can also enable func-
tionality that might not otherwise be possible.

How you name your files will depend on how you
use them. A news agency may decide to name
incoming news stories prefixed with the current
date and affixed with the file type:
2000-06-01-ElectionResults.txt
2000-06-01-ElectionResults.tif

Using the date in this order lists the files chronologically
when sorted alphabetically. It also makes it easier for
Cumulus scripts to select files based on a date range.

AWeb design group may elect to include animage’s
file size in its name to make entering HTML size tags
more convenient:

MainPageBanner200x50.gif

Or, to use this manual as an example, file names for
screen shots of menus and dialog boxes each begin
with either “M_" or “W_"to identify the platform from
which the images come. For example, the file name
for the Mac OS File menu is:

M_FileMenu.tif

It's Windows counterpart is called:
W_FileMenu.tif

Using the two file name prefixes not only helps dif-
ferentiate the files at a glance, but also help to make
the filing system more predictable. From this one
example, you can probably guess the file names of
most images in this document. Consistency and pre-
dictability are key to developing a naming conven-
tion that will serve you and your workgroup well.

Develop an Effective Folder Naming Convention

Apply an equally clear naming convention to your
folder (directory) structures. Cumulus can use your
folder hierarchy to create categories when catalog-
ing assets. This is a real time saver if your folder struc-
ture helps to identify your assets.



Some users may choose

in fold A

to store as;ets in folders w0 |
based on file type rather =——— B
than project name. A 03 Musie B

! . [ Sound Effects
sound clip of audience < €9 msges

i) Backgrounds
applause, for ,example' [3 Mustrations
may be used in many 03 Textures
. : : - 81 Video

projects, but |F will always R
be a sound clip. You can O ouokrme |

use Cumulus’ categories
to associate assets with
one or more projects.

A folder hierarchy based on
file type.

Cross-Platform Catalog Use

Though the catalogs that Cumulus creates are com-
pletely cross-platform compatible, it is up to you to
use a catalog file naming convention compatible
with each platform on which you plan to use your
catalogs.

Keep in mind that catalog names and catalog file names
are two different things. For cross-platform purposes,
you need only be concerned with catalog file names.
(See "Renaming Catalogs,” p. 78, for catalog naming
information.)

Consult your operating system’s documentation for
details on the range of characters that can be used.
In the meantime, here are a few tips:

+ Windows uses a backslash (\) to differentiate
folder hierarchies. Mac OS users should avoid
using this character in their catalog names. (The
Mac OS uses a colon () to differentiate folder
hierarchies, but this character is not allowed in
files name on either platform, so it is of no real
concern.)

-+ Windows file names can be up to 255 characters
in length. Mac OS file names must be 31 charac-
ters or less.

Characters that are safe for use on all Cumulus plat-
forms include all upper - and lowercase letters, all
numbers, the hyphen (-), and the underscore ().
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Catalog Maintenance

Taking regular care of your catalogs ensures not only
the best performance, but also your data security.

Catalog Size and Performance

The biggest factor affecting catalog size is the number
of records in the catalog. There is no hard limit on the
number of records that a catalog can hold, but catalog
files cannot be larger than four gigabytes in size.

The actual number of records you can fit into the four
gigabyte limit depends on the individual records’
sizes. Factors that determine a record’s size include:

+ The type of asset the record represents. Differ-
ent asset types have different information that
needs to be stored to identify them, so their
records use varying amounts of catalog space.
For example, a video clip uses space for frame
rate and total frame number fields that a simple
image doesn't require.

+ The amount of text in the record’s Notes field.
All those notes’ characters have to be stored
somewhere! If you add Tk worth of text, you add
Tk to the record size. Multiply that times a thou-
sand or so records and you have added an
entire megabyte to your catalog’s size.

+ The record’s thumbnail size and quality.
Larger and higher quality thumbnail images
take up more space. (See “Preferences,” p. 65,
and “Catalog Properties,” p. 69, for information
about thumbnail settings.)

Typically, your catalogs will never reach the maxi-
mum size. If they do, you'll need to divide them. (See
“The Catalog Properties Window,” p. 90, Advanced
Settings.)

As a catalog grows, the time required to catalog new
assets increases. Search times, however, are not
affected by catalog size. There are a few tricks that
you can do to increase performance when catalog-
ing large amounts of assets at once:

+ © Increase Cumulus’ RAM allocation. This is
done from the “Get Info” box in the Mac OS
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Finder. (Select the Cumulus application’s icon
and then select Get Info from the Finder's File
menu.) Give Cumulus as much RAM as you can
afford for the cataloging process. You can
decrease the RAM partition after the assets are
cataloged.

+ Choose Add Only and Ignore Duplicates in
the Cataloging Options window. These
options prevent Cumulus from having to “think”
too much about what it's cataloging. (See "Pref-
erences,” p. 65, for details.)

+ Turn off any asset filters that you don’t need.
(See "Asset Format Support,” p. 80.)

- Turn off any Asset Stores Modules that you
don’t need. (See "Asset Storage Modules,” p. 66.)

Compressing Catalogs

When records are deleted from catalogs, they can
optionally remain a part of the catalog in case you
need to retrieve them. (See “Recovering Deleted
Records,” p. 78, for information on recovering records,
and “Catalog Properties,” p. 69, for information on how
to make records recoverable.) However, these not-
quite deleted records take up space. You can delete
them permanently by compressing the catalog.

1. Select Catalog=Compress. (If the Compress
menu option is disabled, the catalog is
already compressed as much as possible.) You

are warned that compressing the catalog will
permanently remove the deleted records.

Compressing Catalog

Da you really want to compress the catalog *jazz"?
¥ou will lose ol deleted iecards that are recoverable

Cancel

2. Click OKto compress the catalog.

Backing Up Catalogs

The value and usefulness of a Cumulus catalog
increases exponentially as the catalog grows. To pre-
vent an unforeseen technical mishap from damag-
ing or destroying your catalogs (and your work
schedule), consider regular and frequent backups.

It's important to remember that backing up a Cumu-
lus catalog does not back up the catalog records’
associated asset files. Make sure that all your impor-
tant files are included in your regular backups.

There are two ways of backing up a catalog:
+ From your computer’s desktop
+ With the Cumulus Backup feature

The first way may be the quickest and most conve-
nient, particularly if you already use a backup soft-
ware program. A Cumulus catalog, being just
another file on your computer, can be copied to
other volumes, or included in a network or auto-
mated backup. Catalogs should be closed before
they are copied to other volumes to ensure that all
changes are safely saved.

You can back up an open catalog, if you employ the
Cumulus Backup feature.

To back up a catalog using the Backup feature:
1. Make sure the catalog you want to back up is
the active window in Cumulus.

2. Select Catalog=Backup. The Backup win-
dow opens.

The name for the backup catalog file defaults
to “Copy of” and the name as the original cat-
alog file . You can change this name.



Save Backup To 2lx|
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[Collections:
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Other
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3. Click Save. The catalog is saved to disk.

Restoring a Backed Up Catalog

Backed up catalogs may be opened as you would
open any other catalog. Only catalogs backed up as
"Minimal Backups" with former Cumulus versions
require a few extra steps:

1. Select File=Open Catalog. Navigate to the
“Minimal Backup” catalog file. (§ Windows
users may have to select Cumulus Backup

Files (.bak) from the drop-down list to see
the file.)

2. Click Open. Cumulus asks you to confirm that
you would like to rebuild a new catalog from
the backup.

3. Click OK to rebuild the catalog. The New Cata-
log window is opened.

4. Name the new catalog file and click Save. Once
the catalog has been rebuilt, it opens. (The
name you give the catalog here is a file name,
not a catalog name. The catalog name will be
included in the backed-up information.)

Remember that by rebuilding a compressed catalog,
you are creating a new copy of it. If the original ver-
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sion of the catalog is still on your computer, keep
track of which version of the file you're using.

Copying Catalogs

The Cumulus Backup feature described above is
Cumulus’ mechanism for copying catalogs in their
ready-to-use state. You can also use the conven-
tional ways of copying files on your computing plat-
form to make copies of Cumulus catalogs.
Remember, copying catalogs does not copy the
associated asset files.

Catalog = New Empty Copy opens a dialog from
which you can create a new empty catalog with the
catalog properties of the current catalog.

Setting Catalog Defaults

When you create a new catalog, it will have the "out
of the box’ settings unless you decide to set your

own defaults. Catalog=Set as Default opens a dia-
log from which you set the catalog properties of the
current catalog to be used for creating new catalogs.

If you want the ‘out of the box' settings back, select Cat-
alog=Restore Factory Defaults. This sets the
defaults for the Record and Category Fields section of
the Catalog Properties to the defaults defined by Canto.

Repairing Catalogs

If a catalog becomes damaged, Cumulus may be
able to rebuild it. When you try to open a damaged
catalog, Cumulus asks to repair it. You can also ini-
tiate the repair process from within the program by
selecting Catalog= Rebuild.

Catalogs are most commonly damaged by power
failures or shutting off the power to your computer
while a catalog is open. (Selecting the standard Shut
Down menu option to turn off your computer is safe,
even when a catalog is open.)
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Recovering Deleted Records
Cumulus can recover deleted records only if the fol-
lowing conditions are true:
+ The asset was not deleted when the record was
deleted. (See “Delete” on page 116.)

+ Keep Deleted Records Recoverable is acti-
vated for the catalog in the General section of
the Catalog Properties.

+ The catalog has not been compressed since the
record was deleted. (See “Compressing Cata-
logs,” p. 76.)

Deleted records can only be recovered as a set, not
one atatime.

To retrieve a catalog’s recoverable records:
1. Open the catalog from which you wish to
recover records.

2. Select Catalog=Recover Deleted Records.
All recoverable records are displayed in the
catalog window.

Then you can start to delete any records that you
don't need. (See “Delete,” p. 116.)

Renaming Catalogs
Cumulus catalogs actually have two names:

+ One is the name of the catalog file, as you see it
from your computer’s desktop. This is called the
catalog file name.

- The other is the name of the catalog, as seen in
the catalog window's title bar. This is called, sim-
ply, the catalog name.

When a catalog is first created, the catalog name
defaults to the same name as the catalog file.

To change a catalog name (what you see in the cat-
alog window):

1. Select Catalog= Properties. The Catalog
Properties window opens.

2. Click General. You'll see a field labeled Name.

3. Enteranew name for the catalog in the
Name field and:
= Close the window.
A Click OK. The change is saved and the
window closes.

You change a catalog's file name (what you see from
your computer's desktop) as you would any other
file. On Windows, the catalog must be closed when
it's renamed. The Mac OS permits the catalog to
remain open when renamed, but it's stilla good idea
to close it first.

Deleting Catalogs

Unlike deleting records, deleting catalogs is not
undoable. (Unless you have a disk utility program
that makes recovering deleted files possible.) Cumu-
lus has no built-in mechanism for deleting catalogs.
Delete catalogs as you would any other file on your
computer. Remember that assets are not deleted
with catalogs. Catalogs must be closed to be deleted.

Dividing Catalogs
At some point you may wish to divide the contents

of one catalog into smaller catalogs. Reasons for
doing so include:

+ The catalog has grown close to its maximum
size (4 gigabytes).

+ Your computer can no longer accommodate
the number of records in the catalog effectively
(processor or RAM limitations).

+ The contents of the catalog have become too
diverse to be usefully categorized in one catalog.



Like many operations in Cumulus, there is more than
one way to divide a catalog. The first way is best
suited to smaller numbers of records.

To divide a catalog using drag and drop:
1. Open the catalog you wish to divide. (See
“Open Catalog,” p. 113))

2. Create or open the catalog you wish to move
records into. (See “New Catalog,” p. 113.)
Arrange the catalog windows so that you can
see both.

3. Search for the records you wish to move to
the new catalog, using any of Cumulus’
search options. (See “Searching,” p. 53.)

4. Click on or near a thumbnail in the original
catalog and select Edit= Select All to select
the records. (At this point you could cut and
paste the records between the catalogs as
one way of moving them, which would save
you the step of deleting the old records in
the old catalog.)

5. Click on the thumbnail of any of the selected
records and drag the setinto the new catalog
window. The records are copied. The copied
records’ categories are created in the new
catalog. (NOTE: Cumulus doesn't consider
copying records from one catalog to another
as “cataloging assets.” Therefore, the Catalog-
ing Options have no effect on this action.)

6. You can optionally delete the records from
the old catalog by first clicking on the old cat-
alog’s window to activate it, and then select-
ing Edit=Delete before the selection of
records has changed.

To divide a catalog containing a very large number
of records, it may be easier to export the records
from the old catalog and import them into the new
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catalog. (See the sections on exporting and import-
ing, starting on page 101.)

After the export/import process is over, you can delete
the records from the old catalog, as described above.

Merging Catalogs

Merging catalogs requires some forethought in
order to be done properly. If both catalogs contain
identical category structures, the process is easy and
can be done in one of two ways:

+ Drag and drop records between catalogs.
+ Using Cumulus’ export and import features.
“Dividing Catalogs,” above, describes each process.

But if the category structures of the two catalogs dif-
fer, there are a few extra steps to take. Read the sec-
tion on exporting and importing records, starting on
page 101, for details.

Updating Catalogs from Earlier Versions

Catalogs created with Cumulus versions earlier than
5 must be updated before they can be used with
Cumulus. The Cumulus Catalog Converter converts
older catalogs into a format compatible with the lat-
est Cumulus version.

The converter for Windows converts only catalogs
from Cumulus 4, because that is the only previous
Cumulus version for Windows.

= Tolaunch the Cumulus Catalog Converter appli-
cation:

1. Navigate to the location where you installed
Cumulus and double-click Catalog Con-
verter. The Cumulus Catalog Converter appli-

cation is started. The Cumulus Catalog to
Convert dialog box opens.
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& To convert catalogs from earlier versions:

o

1.
2.

3.

4.

A To
é\.

1.

2.

3.

Launch the Cumulus Catalog Converter
application, if it is not already open.

Select File=Convert Cumulus Catalog. An
Open dialog box appears.

Select the old Cumulus catalog you want to
convert and click Open.

The New Empty Copy dialog box appears.
Don't worry, this dialog invokes the right
function. The new catalog won't be empty.

Select a name and location for the converted
Cumulus 5 catalog and click Save. A progress
bar appears to indicate the status of the con-
version.

Once the progress bar disappears, your catalog
is converted to a new Cumulus 5 catalog saved
under the name and location you selected.

convert a catalog from Cumulus 4:

Navigate to the location where you installed
Cumulus and double-click Catalog Con-
verter.exe. The Cumulus Catalog to Convert
dialog box opens.

Select the Cumulus 4 catalog you want to
convert and click Open.

The New Empty Copy dialog box appears.
Don't worry, this dialog invokes the right
function. The new catalog won't be empty.

Select a name and location for the converted
Cumulus 5 catalog and click Save. A progress
bar appears to indicate the status of the con-
version.

Once the progress bar disappears, your catalog
is converted to a new Cumulus 5 catalog saved
under the name and location you selected.

NOTE: If any problems occur while converting a cat-
alog, it might help to open the catalog with your
former Cumulus version before converting the cata-
log and invoke the function Repair from the Admin-
istration menu.

Asset Format Support

Probably one of the first questions you had about
Cumulus was “What kinds of assets does it support?”
Plain and simply, Cumulus supports all kinds of
assets, in one way or another.

Some asset formats are fully supported, meaning that
Cumulus is aware of them and knows what informa-
tion to extract from them. Others are supported only
to the extent that they can be added to a catalog,
assigned categories, and searched, but no preview or
automatic in-depth asset information is available.
And in some rare cases, an asset’s record will feature
a thumbnail on one platform, but not on another.

Cumulus uses what are called filters to help it catalog
the contents of an asset. Cumulus tells these filters
what information to look forin that asset type so that
it can become part of the asset’s record. Cumulus
comes with a number of filters that can capture
detailed information about particular assets. You can
also create your own for assets not supported.
Canto's Web site (www.canto.com) offers new asset
filters as they become available.

To see the list of filters:
1. Select Catalog= Cataloging Options. This

opens the Cataloging Options window, from
where the filters are accessed.



2. Click Asset Formats. The list of installed filters

is displayed.
Azzet Foimats
i~ Cataloging Asset Fomat
£ Catalog All Formats Orly Catalog Assets of the Following Formats:
Order | File Format Extension | Filter T
g
llusirator Draning EFS File =
w3 IPTC/AMPA Binay IPTC Filter "
w4 FlashPix Image fpx QuickTime Filter
w5  MacPaint Image mac QuickTime Filter *
w6 OQuickTime Image aif QuickTime Filter
7 SGlImags sqi QuickTime Filter
w08  TARGA Image tga QuickTime Filter
w3 DY dif QuickTime Filter
w10 AutoDesk Animation flc QuickTime Filter
w11 MIDI Sound kar QuickTime Filter
12 PICS Animation pics QuickTime Filter
M 13 Macintosh System Sound sfil QuickTime Filter
14 GIF Image aif QuickTime Filter
15 Macintosh PICT Image pct QuickTime Filter
1R Prutahle Mehwnrk Grankic nnn Muick Time Filter LI
tdd | About. | Popetes. | Agivate | Deactivate |
The Windows Asset Filter list.
Active filters are indicated by a black ¢ dot /

A check mark to the left of the format. Filters that
have been deactivated have a blank area to their left.

Filters that are indicated by an ¢ hyphen /i X sym-
bol are currently not supported, but are included in

the list so they will be activated at that position when
the filter is available.

When cataloging, Cumulus starts searching for
matching filters at the lowest entry number. It
employs the filters in the order in which they are
found. If you are not satisfied with the result of cata-
loging certain asset types, check the order of the fil-
ter entries. The filter that best suits your needs may
come later in the order than other matching filters.

Use the arrow buttons to the right of the list to
change the order of the entries.

NOTE: Record Field Linking

If the Read One option in the Record Field Properties
is activated for the field link, only the metadata read by
the first matching filter will be stored with the record.
(For information on record field linking, see page 70.)

ASSET FORMAT SUPPORT I 81

If you only use a few of the filters in the list, you can
disable the others to increase program performance.

Cataloging Dptions

[  cataloging Asset Formats
P{& ® Catalog All Assets O Only Catalog Assets of the Following Formats
General Order |File Format [Tupe  [Filter []
. Encapsulated PostSoript EPSF EPS Filter (=]
@ %2 IMustrator Drawing TEXT S Filter
%3 IPTC/ AMFA Binary IPTC IFTC Filter
hssets %4 QuickTime Movie MooV QuickTime Filter
* 5 SG1 mage 51 Quick Time Filter
. .6 Quick Time Filter
® 7 Fortable Network Graphic  FHG QuickTime Filter
%8 TARBA Image TRIC Quick Time Filter
%9 QuickDraw G Graphic qdgx Quick Time Filter
* 10 QuickTime Image qtif Quick Time Filter
* 11 Wave Sound WAV QuickTime Filter
* 12 AIFF Sound AFC Quick Time Filter
# 1T AutoDesk Animation FLI Quick Time Filter
% 14 MPEB Video MiA Quick Time Filter
* 15 MBI Sound Midi Quick Time Filter
* 16 PICS Animation Fics Quick Time Filter
# 17 SoundDesigner 11 sd2f QuickTime Filter [4F]
[ Add.. ) ([ About.. ) (Froperties..) [ Activate | [ Deactivate )
[

The Mac OS Asset Filter list.

Cumulus 4 Compatibility Filter

The Cumulus 4 Compatibility Filter makes sure that all
filters provided for Cumulus 4 can be used with Cumu-
lus. If you double-click (or invoke the properties of) an
asset format entry with afilter labeled Cumulus 4
Compatibility Filter, a list of all Cumulus 4 filters which
support the asset format might be displayed.

JFIF (JPEG Image) PPC I
JPEG (JPEG Image) PPC [
12

Cumulus 4 Compatibility Filter: Mac OS list of all Cumulus 4
filters which support the asset format.

When employing one of these filters, be aware that
they only support those record fields which were
included in Cumulus 4. These are: Asset Name, Asset
Creation Date, Asset Modification Date, Asset Size,
Asset Reference, Cataloging User, Categories, Color
Mode, Don't Delete Record, File Format, Image
Height, Image Width, Notes, Record Creation Date,
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Record Modification Date, Record Name, Resolution
(Horizontal and Vertical), Software, and Status.

File Formats [X]
- Cataloging Fie Farma
Ed
Canio JPEG Fiter
w2 jpeg  JPEG Image CantoJPEG Filer +
w3 it JPER Image CantJPEG Fiter .
w4 it JPEG Image Canto Leadtools Fil. i3
w5 ipeg  JPEG Image Cant Leackacls Fil n
5 g JPEG Image Canto Leadtools Fil.
v7 i JPER Image Cantn Gereic Fiter
bgd | Propeties | fenoe | Concel | o |

Cumulus 4 Compatibility Filter: Windows list of all Cumulus 4
filters which support the asset format.

Cumulus 4 filters do not support the record field link-
ing option to write metadata back to the asset.

Changing Filter Options

Some filters have options that you can change. The
range of options depends on the filter. We won't
cover them all because there are so many. We'll use
the EPS Filter as our example.

To access a filter's options:
1. Select Catalog= Cataloging Options.

2. Click Asset Formats to see the list of installed
filters.

3. Select the Encapsulated Postscript filter in
the list and click Properties.

EPS Filter Setup =]
Preview Adobe llustrator |
Magimum Characters [16000
0K || Caneel | il |

4. Make your selections and click OK.

Other filters may have options that are relevant to
their corresponding formats. You can access those
options in the same way you accessed the EPS
options. Don't be confused when an options window
foranother format opens: they are each very different.
(See the Support pages of the Canto Website for
details on the various filter controls and their options.)

Extending Generic Filter Options

Cumulus can catalog any digital asset. If Catalog All
Assets (above the list of asset formats) is activated
and Cumulus encounters an asset for which no spe-
cific filter is available, then it uses its generic filter.
You can expand the Cumulus generic filter's capabil-
ities to create your “own filters.” For assets that don't
have specific filters provided by Cumulus, you can
define a thumbnail for the asset format by using the
generic filter.

If you use filters that you've created on your own,
check the Canto Website from time to time to see if
a more powerful filter has been developed that you
could use.

To set up a new filter:
1. Select Catalog= Cataloging Options. The
Cataloging Options window opens.

2. Click Asset Formats.



3.

Ger

File Extension:
Format
05 Fie Type:

Thumbnail

M

neric Filter Properties

Click Add. The window to set up the proper-
ties for the new filter appears.

 Windaws Erpliet loor
£ Static Thumbnal Browse |

=——— Generic Filter Properties ——|

File Tupe (4 charaoters):] |
windows Extension: |
T e
(e Cancel
The Windows and Mac OS
Generic Filter window.
4. Enter your asset’s file name extension in the

> Windows Extension / /§ File Extension
field. Do not enter the period.

Type a name for the format in the Format
field. A If your system is aware of the asset
type, its name may be entered for you.

Enter the Mac OS file type in the & File
Type / ) Mac OS File Type field. The file type
will always be 4 characters in length.

 Ifyou don't know the exact file type, click the
Same Type As button, find the asset file and
click OK. Using this method, Cumulus will get
the proper information itself. (You can also drag
and drop a file from the Finder onto the File
Type field)

Choose the thumbnail you want displayed
for the asset. You can use either use the
asset’s @ Finder/ /] Windows Explorer icon
or an image that you specify.

M If you want to specify a thumbnail image
to be used for your assets, click the Browse
button. You can use any BMP file as a static
thumbnail.
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o If you want to use a special image as
thumbnail, you must first copy it to the Mac
OS clipboard. Then click the Static Thumb-
nail button, which enables the picture field,
and select Edit=Paste. (You can also drag
and drop a record from Cumulus to use that
record’s thumbnail) The image is resized, if
necessary, and pasted into the thumbnail
image area. Each asset cataloged with this fil-
ter will use this image as its thumbnail.

8. (lick OK to save your new filter. New filters
are available immediately after you close the
Cataloging Options window.

New filters are placed at the top of the filter list by
default. Use the arrow buttons to the right of the list
to move the filter down in the list, if necessary.

TIP: /) If anything goes wrong while cataloging,
check the file extension!

Moving On

The remainder of this chapter consists of visual over-
views of the various Cumulus windows. You may skip
ahead to the chapter “Present & Share” or to the Refer-
ence section on page 111, if you'd like. But make sure
you review these pages at some point. They contain
some very useful information not found elsewhere in
this guide.
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The IPTC Information Window

The IPTC Information window provides access to the IPTC data stored on an asset.

To open the IPTC Information window: Select a record first and then select Asset= IPTC Information

IPTC Information for Asset 'Cumulus Clouds’ of 'Sample Catalog"

e\ TR, 1.
2.
3.
| ™
(> —
Bptine @ =
4 5.6.7
O IPTC Information for Asset 'Cumulus Clouds" of "Sample Catalog" =)=}
Caption Categories & Keywords Date & Status 4
Credits Byline Title )
f (A & | ® 5,
[ [ 6] @
Copyright Notice Categories 7.
; (B =
- E— A
R Replsce B
Delete [
[ [ [ [
[0 ———IPTC Information for Asset "Cumulus Clouds" of "Sample Catalog" =)=}
Date & Time Location
5
1® [ 1@ [ 1@ [ [=]

Releae Date Release Time Country Code Country

C 1@ I:IQ:IEJ

Date Sent Time Sent Org. TransWhtef.

[ 13 [ 13| [ [a]
Misosilaneons Status

Originating Program Eait Status

[ 1@ [ (&3]

Program Version Urgenoy Object Cycle

[ |l 1@ [ [a]

Fixture 1d Reference

Reference Service

Service 4 [ ]

3| | Reterence pate Reference Humber
[ 1@ [ ]

(i [ (1 (o

Name of the field (as defined in the IPTC Standard).

If the name of a field is displayed in gray, the field is not included in the cat-
alog

Content of the field for the selected record.

Ifthe field background is dark gray it cannot be edited (editable or not
depends on the field type and whether Allow User to Edit is checked in the
record field properties).

Opens a quicklist for selecting a value. Clicking the desired value copies it to
the field. When selecting from a quicklist, all previous text in the field will be
replaced (except in the Keywords and Supplemental categories fields where
new entries will be added to the existing entries).

NOTE: You can navigate by typing the first letters of words in the list.Under
Windows you can also move up and down in the quicklist with the arrow
keys (and press the Enter key to select an entry).

The fields for which you can edit the corresponding quicklist provide an
entry ->Edit Quicklist. If you select this entry, a dialog for editing the quick-
list opens. (See “Editing Quicklists,” p. 64 for details.)

Loads the first record from the collection window’s current selection.
Loads the previous record from the collection window’s current selection.
Loads the next record from the collection window’s current selection.
Loads the last record from the collection window's current selection.

The letters mark a few examples of the various field types.

Text: Most of the fields in the IPTC Information window are text fields. They
allow you to enter text of one or more words. You can enter characters,
numbers and special characters. The Caption and Special Instructions fields
allow you to enter several lines of text.

String List: Keywords and Supplemental Categories allow you to enter a
number of entries consisting of one or more words. You enter a keyword by
typing the word and then pressing the Enter key or clicking the Add button.
You then canimmediately start typing the next entry. NOTE: To add catego-
ries to the Keywords field you can drag & drop categories from Category
Pane.

IPTC Category: The IPTC Category field can only contain a 3-character
abbreviation. The corresponding quicklist lets you only add 3 characters.
Country Code and Country: These fields are combined. The Country Code
field can only contain a 3-character abbreviation. The Country field is a nor-
mal text field. Both fields are served from the same quicklist. If you select a
value for the Country Code field, the Country field will be filled in as well
(andvice versa). The corresponding quicklist lets you add and edit values for
both the country and the country code.



Menu Options

Most of the IPTC Information window menu items are also found elsewhere in the program as well.

Eirst
Previous ALT+Left
Newt ALT+Right

Last

Update Riscord

6 Update Asset Reference

e Find Selected Assets..

Freview Culsy
Shaw Location

Open with

Print wits

Copy To.

Move Ta

Mail To...

Page Selup.
Pt

Save Ctiks
Closg ALT+F4

i,

Load other records of the collection
window’s current selection in the Infor-
mation window.

See “The Asset Menu,” p. 122, for
details.

Enterprise Edition only: If the cursor is
positioned in the field Contained
Assets this option searches for the
records of those assets which are con-
tained in the asset. If the cursor is posi-
tioned in the field Container Assets
this option searches for the records of
those assets which contain the asset.
See “The Asset Menu,” p. 122, for
details.

12.

Opens standard print setup window.
Prints the displayed information.
Saves the changes in the Information
window.

Closes the Information window.
Options for editing field content. See
“Text Entry Areas,” p. 140, for details.
Options for selected record’s thumb-
nail image. See page 116 for details.

. Opens submenu for importing or

exporting quicklists.

Opens a window for customizing the
settings for the Information window.
See below for details.

VISUAL OVERVIEWS

Paste
Clear

Select Al

Botate Thurbnal
Optirize Thumbriail

iz,
Ctl+<
CHi+C
i+
Del

Customizing the IPTC Information Window
To customize the IPTC Information window: Open the IPTC Information window and select Edit =>Customize.

The window for customizing the settings for the Information window has one section: General. The selections you make in this

window affect the IPTC Information window(s) of the current collection.

General Section

1. Cumulus opens a new IPTC Information window for each asset.

2. Cumulus uses one window to show information on all selected assets.
Displays and lets you edit common information for multiple records.

3. Ifthe Information window is open, it displays the records currently
selected in the Collection window.

4. Only Windows: The IPTC Information window is displayed on top of all

other windows.

5. Cumulus opens the IPTC Information window and not the Asset Infor-
mation window if the option Double-Click on Record Opens Asset
Information is enabled in the Application Preferences.

General

£ Show One Asset per Window

[ Sunchronize to Selection

Window Pasition
é’ Always Keep Window On Top

Default Infarmation Windol

Use IPTC Information
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The Information Window

The Information window provides access to the information stored on a category or on an asset. The Asset
Information windows provides access to the information on the asset stored in the record. The Category Infor-
mation windows provides access to the information on a category. Which fields are displayed is customizable.
They can be selected from the range of fields determined by the settings for the current catalog in the Catalog
Properties window. The field contents are editable depending on the field type and properties.

To open the Asset Information window: Select a record first and then select Asset= Information
To open the Category Information window: Select a category first and then select Category=> Information

The sample Asset Information window on the right shows all of the record fields which Cumulus sets

as defaults in Windows. Infarmation for Asset “Balloon” of “User Guide"
1 e
1. Menubar of the Information window. izl a [ Fokd Cortert &
2. Name of the field (as defined in the Catalog Properties window). Record Name Batioon =
3. Content of the field for the selected record/category (editable or not depending on the field type ?;:rtn:::e Record 12
and whether Allow User to Edit is checked in the record field properties). If the field background
is dark gray it cannot be edited. ! G
4. Loads the first record/category from the collection window’s current selection. 2
5. Loads the previous record/category from the collection window’s current selection. TR prmples
6. Loads the next record/category from the collection window’s current selection. Sceres
7. Loads the last record/category from the collection window’s current selection. Notes | Q
The letters mark a few examples of the various field types. Annalation Blo| O
A Date: user-editable; click in field and type new value (or in Windows use arrow up/down keys). Asset Feferance s |
B Boolean: Check box for selected or deselected. (If the field has no value, under Windows the [Comulus (£: ] Meda Galey D emo Med
check box and mark are gray and under Mac OS the check box is marked with a hyphen.) s Ehonplss. Balcor -
C String List: Can only be filled with values from a corresponding list. (For details on inserting a IR (et [PEG e ;-
value to a String List, see “Editing a String List Field,” p. 73.) Eoalie Color iz
D String: User-editable; characters and numbers. Image width 425 pir g
E Picture: Not user-editable; maintained by Cumulus or an Asset Storage Module. oty 425 pig
F  Real: User-editable; numbers only (with decimal places), up to 64 bits. :l’;:iz‘:m'”m I;M =
G Integer: User-editable; numbers only (without decimal places), up to 32 bits. Shote l—G_;[
H Binary: Not user-editable; maintained by Cumulus or Asset Storage Module. cattwans —
| Audio: User-editable; only available when QuickTime is installed on your computer PR W@
(QuickTime 4.0 is recommended). You can record voice annotations for the record. (NOTE: None
of the default fields is an Audio field. An Audio field always has to be set up as a custom field.) et osfieaton Date [IA/SBTE5557
5] Click to record a voice annotation. A dialog box appears from which you can stop or cancel o
the recording. Record Modticstion Date [B77/99105748 _
[*] Click to play the voice annotation. (Button changes to & for stopping while playing.) ﬁl Ll _’l ﬂl

Click to delete the voice annotation. (Field has no value then.)

Editing Multiple Records Simultaneously

Ifyou have selected multiple records before opening the Asset Information window and the Option Show All Assets in One Window (see General
Section # 2 below) is activated, you can change the field values for multiple records at once.

Ifthe asset information of multiple records is shown in one window, only those field contents are displayed which have the same value. So the
Asset reference and Thumbnail fields will always be empty. Check boxes (Boolean fields) with different values appear grey. The field Categories
only displays those categories the selected records have in common. All other field types are displayed with no value if there are different values
for fields.

Fields with different values do not show a value but can be edited - as well as grey (neutral) check boxes. If you add an additional category, this
category is added to the set of categories for each record.
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Menu Options a
First . . . . Eirst
Presious ALTaLelt Most of the Information window menu items are also found elsewhere in the program as well. P‘:;m A
Mext ALT+Right Mext ALT+Right
Lo 1. Load other records/categories of the collec- 6. Prints the displayed information. e
gz g i’ tion window’s current selection in the Infor- 7. Savesthe changes in the Information window. @ FindMstching Fecards
Update Asset Reference N N
I mation window. 8. Closes the Information window. Pags Selup
9 e eected Ael 2. See “The Asset Menu,” p. 122, for details. 9. See “The Category Menu,” p. 119, for details. Biint...
Preview Chrl+y . it . ; g . g 9 ” 5
Sheows Location 3. Enterprise Edition only: If the cursor is posi- 10. Options for editing field content. See “Text i ATerd
= v tioned in the field Contained Assets this Entry Areas,” p. 140, for details. =
Fiint uith v option searches for the records of those assets i / i
Copy To which are contained in the asset. If the cursor 11. Options for selected record's thumbnail
Move To... . i ) o . image. See page 116 for details. cu ol
Mail To is positioned in the field Container Assets this 12. Opens a window for customizing the settings @ng oue
option searches for the records of those assets - P . . 9 9 Clear Del
Page Setup ) . for the Information window. See below for -
Pint... which contain the asset. el Seectal
Save s 4. See “The Asset Menu,” p. 122, for details. ’ fecomantel o
= timize Thumbnail
Close ALT+F4 5. Opens standard print setup window. :

Customize.

Customizing the Information Window

To customize the Information window: Open the Information window and select Edit = Customize.
The window for customizing the settings for the Information window has two sections: General and Fields. The selections you make in this window affect

the Information window(s) of the current collection.

General Section
1. Cumulus opens a new Information window for each asset/category.

2. Cumulus uses one window to show information on all selected assets/categories.
Displays and lets you edit common information for multiple records/categories.

3. Ifthe Information window is open, it displays the records/categories currently
selected in the Collection window.

4. Only Windows: The Information window is displayed on top of all other windows.

5. When you open the Information window, the voice annotation in the first Audio field
of the Information window will be played.

6. Opens a dialog box from which you can define the

quality of your voice annotations. But don't forget: L I T —
the better the quality the more data to be stored. Roe [IRET bz [

e

Use @ Moo C Steeo

Fields Section

All record/category fields are displayed in the Information window.

Only the record /category fields listed below are displayed in the Information window.

Name of the field (as defined in the Catalog Properties window).

Type of the field (as defined in the Catalog Properties window).

Font and font size for display of the field in the Information window.

Opens the properties window for the selected field.

Adds an additional field before the selected field. A dialog box for selecting the addi-

tional field is opened.

8. Adds an additional field after the selected field. A dialog box for selecting the additional
field is opened.

9. Removes thefield from the list. The field will not be displayed in the Information window.

These buttons change the selected entry’s position in the list. The Information window dis-

plays the record/category fields in the order of this list. Starting from top: move to top of

list, move before current position, move after current position, and move to end of list.

(Disabled if no field is selected.)

NS A N =

S

General

Assats
™ Show One Asset per Window

o
9 B S e S

Window Bosiion
0 I Always Kesp Window On Tap

Auudio
er‘ Automatically Play First Audio Field (If Awailable)

9 Sound Settings.

Fields |

o(-‘ Bhow il Fisids  Only Show the Fallowing Fields
Fikd Name

ame

Record Creation Date Date

Fecord Modification Date  Date M3 Sans Seif &

IDon't modify record Eoal M5 Sang Serf & +
Don't delete recard Eoal M3 Sans Seif &

IFile: Creation Date Date M3 Sans Seif & ﬂ
[File: todification Date Date M3 Sans Seif &

IS tatus Sting Enumeration M3 Sans Seif 8

ICataloging User Sting M3 Sans Seif &

IS oftware Sting M3 Sans Seif &

IThumbnail Picture M3 Sans Seif &

Notes Sting M3 Sans Seif &

IFile: Format Sting M3 Sans Seif &

IColor Mode Sting Enumeration M3 Sans Seif 8

[Hovizontal Resolution Real M3 Sans Seif &

El
move

%

Propetties .. | AddBefore.. | Add After...
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The Cataloging Options Window

The Cataloging Options window has three sections that provide access to each of its options. The
options that are set from this window have no effect on existing records. They control the way the
records of newly cataloged assets are created.

Cataloging Options, as set from this window, are global settings that affect the way records are cre-
ated for all catalogs. Some settings that you might think of as cataloging settings (such as thumbnail
size) can be set individually for each catalog and are therefore part of the Catalog Properties settings.

To open the Cataloging Options window: Select Catalog=>Cataloging Options.

General Section

i,

Forces Cumulus to count assets before cataloging begins, so that it can dis-
play a progress bar (slows performance).

2. Opens newly cataloged asset’s Information window immediately after its
record has been created. Either one window for each asset (not recommended General
when cataloging large numbers of assets) or one window for all assets opens, b T—
depending on the settings selected in the General section of the Customize 67 e Frosess Bt
window of the Asset Information window. (See “Customizing the Information After Cataloging
Window,” p. 87) [ Dpen Infarmation Windaw Avtomaticall
3. Sets thumbnail quality for the different color modes: Line art (NORMAL=2 Quai  Thumbneil Preview
color / HIGH=4 color), Greyscale (NORMAL=8-bit greyscale, more compres- Normal High 256 « 256: 9602 Byte
sion / HIGH=8-bit greyscale, less compression), Color (NORMAL=24-bit color, Lineat € &
more compression / HIGH=24-bit color, less compression.) NOTE: High-qual- Grapscale € o
ity thumbnails make records larger. Color b 9
4. Equalizes the thumbnail images for newly cataloged assets automatically. Dptiize: Thumbnai
This can also be done afterwards. (See “Optimize Thumbnail,” p. 116.) Optimize Biightness and Contrast
5. Some programs can save images with embedded thumbnails. This option Creats Thurbral from
uses those thumbnails, if available, instead of creating new ones. Stored 1 Stored Thumbnal fwhen available]
thumbnails may differ in size. 1 Stored Thumbnail (f lange enoughl
6. Uses embedded thumbnails, if available and large enough (minimum is the 9 ISR
size defined in the Catalog Properties, General section under Thumbnail Size).
7. Creates thumbnailimages of the entire asset’s content. These thumbnails are

consistent in size, but this option slows the cataloging process.
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Assets Section

1. When cataloging, Cumulus adds new records but doesn’t update existing records
whose assets have changed.

2. When cataloging, Cumulus adds new records and updates existing records whose =
assets have changed. When Cataloging—— gaDuplicates Central Asset Location
3. When cataloging, Cumulus updates existing records only. No new records are added. C Addny Add Duplicates Copy Assst to Central Location
4. When cataloging, if Cumulus finds an asset that has already been cataloged, a dupli- (f: ;St:t::tznuunidana lgnore Duplicates (@ Reference Original Asset
cate record is created for the asset. (NOTE: This is possible only when Add Only is -

Asset Storage Modul

5. When cataloging, if Cumulus finds an asset that has already been cataloged, it does Hesols ks

selected, otherwise Cumulus thinks you're trying to update the existing record.) Linked Assets
~ Curulus Metadata Support

b Ignore Links URL Suppart
not create a duplicate record. v Zp Asttotore Propeties...
6. Cumulus copies all newly cataloged assets to a central location specified in the Cat- ¥ DCS File Support Activate
alog Properties window and makes the newly created record reference the copied / Pikel Imags Conveiter
: - P . ~ Windows File System Deactivats
asset. Can be overridden by the Catalog Properties. (See “The Catalog Properties
Window,” p. 90.) Wihen Cataloging
7. This is the “off” position for #6. Assets are cataloged normally and not copied to a Do NOT Catalog the Following Agsets
central location. Add Assel to List..
8. Cumulus resolves any links found in the selected assets being cataloged. This enables Remove Asset from List
Cumulus to catalog the assets that the shortcuts point to. Add Damaged Asset to
9. Links are not resolved and assets they represent are not cataloged. List Automaiealy
10. Assets in this list are ignored when found in selection of assets being cataloged.
11. Adds assets to the “don’t catalog” list.
12. Removes selected assets from “don’t catalog” list (disabled if no assets are selected in
the list).
13. If selected, Cumulus keeps a log of assets as they're cataloged. If a damaged asset
crashes your system while cataloging, it appears in the “don’t catalog” list automat-
ically. This option slows the cataloging process; use it only if you cannot find the
problem-causing asset on your own.
14. Displays information about the selected module (if available).
15. Opens the properties window for the selected module (if available).
16. Activates the selected module.
17. Deactivates the selected module.
Bsset Farmals
Asset Formats Section 6&@'@@ Asee Fama
. . . @ Catalog Al Farmats € Dnly Catalog Assets of the Fallowing Formats:
1. Al fom_lats will be cataloged. For unknown formats (not listed), the Cumulus Generic — e e |
filter will be used. -}
. . . . . +
2. Only those formats will be cataloged which are activated in the list. Istrator Drawing EFS Fiter r b
. . X . 3 IPTC/ANPA Binary IPTC Filter LI
3. Listofinstalled filters for supported asset file formats. Click on each column heading w4 FlashPix Image o QuickTime Fier
to resort the list by that field. The check mark indicates filters that are active. Enable ¥5  MacPaint Imags msc  QuickTims Fiter x|
and disable filters via the Properties window, see #4, below. 78 g;‘f":;z: Image :‘; g::ztmz i
4. These buttons change the selected entry’s position in the list. Filters are used in the i TARGA Image tga BuickTime Fier
order of their entry numbers. This is important if you have multiple filters for the same wd Dy ) df Bluick Time Fier
file type. Starting from top: move to top of list, move before current position, move Doy pacbesk frimaon e g::ztmz i
after current position, and move to end of list. (Disabled if no filter is selected.) 12 PICS Animation pics QuickTime Fiter
5. Displays information about the selected filter (if available). :13 gla;l‘”m“ System Sound S"F‘ g““g!‘“‘* ;‘:Ee'
mage i LickTime Fiter
6. Opens the properties window for selected filter (if available). @15 Mmmih PICT Imags im QuickTime Fiter
7‘ ACtiVa[eS the Selected ﬁltef. M 1R Prtahle Network Granhic nnn Muick Time Filter LI
8. Deactivates the selected filter. Add About... Propeties.. Agtivate Deactivate
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The Catalog Properties Window

The Catalog Properties window has five sections that provide access to each of its options. The options that
are set from this window are specific to the active catalog. They have no effect on other catalogs.

Make sure a catalog’s properties are set as you want them before you catalog any assets.

To open the Catalog Properties window: Select Catalog= Properties.

General Section

Gereral

C.

1

(RO = Program Files'

atalog

i ame: ‘My First Catalog

9'7 Keep Deleted Records Recoverable

)T Humbrail Size

Category Names

@ Lage: 256 il = Allow Duplicate Names
C Medium: 128 Pikels ™ Keep Category Names Unique
C Smal B4 Pisels
" Other ]_ Piels

f!;g Adwanced Seltings

8

2.
3.

S0

10.

—» Advanced Seltings

‘Wiiting Metadata to Assets
" Meyer

& Silently [withaut Dizlogs)
C Always

Catalog file name, as seen from the Windows desktop/
Mac OS Finder (not editable from here).

Catalog name. Defaults to file name, can be changed.
Ifselected, deleted records are just hidden, not removed
from the catalog. This gives you the option to recover
them, if needed. (See “Recovering Deleted Records,”
p.78.)

Selects default thumbnail size for all newly cataloged
assets. Current records’ thumbnails can be adjusted to
the new size by updating the record. (See “Update
Record,”p. 118.)

Permits more than one category to have the same name.

Prevents the creation of new categories that share
names with existing categories.

Record-field contents never written back to assets.
Record-field contents written back to assets if possible.
Record-field contents written back to assets if possible,
dialogs may appear while resolving connection to
assets.

Displays advanced catalog settings & statistics.

Catalog Operation

€ Saws Changes Immediately (S afer]
&= Saws Changes Later [Faster)

Statistics
Memory Usage

Total Used 072 kB
Used by Catalog 1952 kB
Requited by Catalog 2080 kB
Recommended for Catslog 1504 kB
Disk Usage
Ficords Deleted 3
Compression Would Feclaim: 1840 kB
Spacs Free On Disk: 2630 MB
R cancel Help

Asset Location Section

1. Doesn’t copy newly cataloged assets to the
selected Central Location.

2. Refers to options set in Cataloging Options win-
dow to decide if assets should be copied to the
selected Central Location.

3. Always copies assets to the selected Central
Location, regardless of Cataloging Options win-
dow settings.

4. Opens adialog box for selecting the Central
Location.

Agset Location

Copy Assets to Central Location

= ilever

A Getin Cataloging Options
 Alwags

e Browse

Category Fields Section

1. Category field name.

2. Category field type.

3. Opens dialog box for defining field properties
(see #6 to #10).

4. Opens dialog box for selecting the field to be
added.

5. Removes the selected field from the list.

Category Fields

[Twe |
Integer
Integer

S

Mame
Farent 1D
Qriginal ID
URL Di

Integer
Integer
Stiing
Stiing

Macintosh Yolume (D
\wiindaws Directory Path
Category Name

Prapetties Adid Field J

Sharing Section

Sharing

General fceess Shaiing
Password for Wiite Access r

5
o
This User May
r

L e

1. When Cumulus is not being used in conjunction
with the Cumulus Network Server, all Sharing
properties except Password are disabled. Enter
a password if you wish to prevent others from
being able to change the catalog.

6. Name of Category field.

Field type (as selected from the list.)

8. Only activated when field type String List is
selected. Opens dialog box to edit the list of val-
ues (see String List on the facing page).

9. Allows user to edit the field properties.

10. If no other data is available, the field will be
filled with an initial value (as defined in the list
below).

N

—> Category Field Properties
6 U (L]
aTypE String ~ e

¥ Allow User to Edit
I Initial Yalue

o]

Cancel Helps




Record Fields Section
Record Fields 9

Name o | Tupe Sarting ‘ Contain Search | =
Categaries String no =
Annotation Audio
Server Name String yes yes
“Yolume Mame Sting yes yes
Asset Name String yes yes
Folder Name String yes ves
Caption Wwiiter Sting no no
Thurmbnail Standard D eviation Integer yes
Thurmbnail Mean Value yes
Azzet Modification State |dentifier yes no
Azzet Identifisr P
Aszet Reference
File Data Size:
Image Height
Image Width

Varkinal Bacnl binn

Propeities.

This section shows the list of all Record Fields which are active for this catalog. Use
this section to select the fields which make up each record of the active catalog.

1. Name of the Record Field, as defined in the properties of the field.

2. Type of Record Field, as defined in the properties of the field.

3. Record Field can be used for sorting (yes) or not (no).

4. Only for string fields: whether the operators “contain” or “doesn’t contain” are
available for searching.
Opens dialog box for defining the field properties (see # 8 to #21)
6. Opens dialog box for selecting the field to be added (see # 22 to # 26)
7. Removes the selected field from the list.

Bl

Add Field

Provider
EY Show Cumulus [ntemal Fields

String IPTC Fiter ¥ Show Eilter Fields
Stiing IPTC Filtet
Sting IFTC Filter 25 ¥ Show sset Storage Fields

Caption Wiiter Sting IFTC Filter

Cateqories Stiing Curnulus M
City Sting IPTC Filter
Calor Madel Stiing Enumeration  EFS Filter

. Color Names Stiing EPS Filer

Copyright Notice Stiing IPTC Filter
Cauntry Stiing IPTC Filter Help
Credits Stiing IFTC Filter, —
Dats Sent Date IPTC Filter m

Duration Real

Bl o) cad |

NOTE: Fields can be added by:

- picking a field from the list of Filter defined fields (see # 24)

- picking a field from the list of Asset Storage defined fields (see # 25)
- picking a field from the list of Cumulus generated fields (see # 23)
- creating a new custom field (see # 26)

_> Record Field Properties

8!‘ Indes: For Serting ¢ Searching
™ Index For ContainSearchi Add
@ T . nder: For Contain‘Searching

Field Types

When you add a custom field, it is possible to select the field type:
String: Characters and numbers

Boolean: Creates check box for enabling or dis-
abling function

Integer: Numbers without decimal places

Real: Numbers with decimal places

Date: MM/DD/YY

Binary: Filled by Cumulus or Asset Storage
Picture: Filled by Cumulus or Asset Storage

String List: Can only be filled with values from a
corresponding list. (For details on inserting a value
to a String List, see explanations on the right.)
Audio: User-editable; only available when QuickTime is installed on your computer
(recommended is QuickTime 4.0). You can record voice annotations for the record.

Tupe: |Sting i
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8. Record field name.

9. Record field type.

10. Allows user to edit the field properties.

11. If no other data is available, the field will be filled with an initial value (as
defined in the list below).

12. Field can be used for sorting and searching.

13. Field can be used for searching by means of the operators “contain” or “doesn’t
contain.”

14. When adding assets, the selected record field will be filled automatically.
(Read One: only the first matching field will be used).

15. When updating records, the selected record field will be filled automatically.
(Read One: only the first matching field will be used).

16. Any changes in field contents will be written back to the asset, if the filter for the
asset format supports this function.

17. The field will be filled by data of asset fields with the same GUID (globally
unique identifier) or name and type.

18. Creates links to asset fields defined below. When activated, a dialog offers to
display a list of all matching asset fields.

19. These buttons change the selected entry’s position in the list.

20. Displays a list of available asset fields for adding a field to the above list.

21. Removes the selected asset field from the above list.

S

e Marme: [Fonts [EPS] Linking
¥ ‘when Adding Assets " ReadAl & ReadOne
(o 3 Err I

¥ when Updating Records ¢ Read&ll & Read One
I Allow User to Edit ™ When Saying to Asset
I Initial Value

ik to Asset Fields
I Link to Al Matching Fields
& Link to the Eallowing Fields

Module [ Field |
EFS Filler Font Hames

e lede 14

Indexing

Remove g

Cancel | Help ‘

|

22. Column headers for the list of record fields which can be added.

23. All Cumulus internal fields are shown in the list.

24. All filter fields are shown in the list.

25. All Asset Storage fields are shown in the list.

26. Opens dialog box for defining the field properties for the new custom field.

String List Window
Selecting the String List field type
activates the Edit List button in the
Field Properties dialog box. Click-
ing this button opens the String

Edft List

ey unlk String List
List window.
[Evample Sting List 0
1. Name of String List field. o Edil Delete

Awaiting Approval
Flaced

Fleady for Layout
Ficady for Printing

2. Deletes the selected entry
from the list.

3. Displays dialog box to rename

Bename.

Inset Befor

the selected entry. Insert After
4. Places new entry above the

selected entry.
5. Places new entry below the

selected entry.
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The Application Preferences Window

The Application Preferences window has three sections that provide access to each of its
options. The options that are set from this window affect program behavior globally.

To open the Application Preferences window: Select Edit =>Preferences

General Section

1. Double-clicking on a record will open the Asset Information window.
NOTE: Cumulus will open the IPTC Information window instead if the option Use IPTC ~ Bsnessl

Information as Default Information Window is activated in the Customize window of Dotible:Dick on Record. .| Warnings Dialogs

the IPTC Information window. € Opens Asset Infomation & Show Wamings
2. Double-clicking on a record will open the Preview window. % Doens Asset Frevien " Suppress Wainings
3. Allows certain r,Qn-cnt:ca{ warr.nng dialog boxes to app?ar. el
4. Prevents noncritical warning dialog boxes from appearing. ™ Use Checkout Location Brawse
5. Users carrying out a version control (e.g. the Cumulus Vault Option) can define their [

general Checkout Location. That way they can avoid being asked for the Checkout

. Measursment At Startup.

Location for each cﬁeck out they perform. ' ' ot [ros— 3] 6'7 o Casoas

6. Selects preferred unit of measurement for heights and widths.

7. Cumulus will open all catalogs (and collections) that have been opened when the
Cumulus was closed last time at startup. If this option is not enabled, Cumulus will
always start without an open catalog or collection.

Display Section
1. Defines the sizes of small, medium and large thumbnails. The sizes defined here for
thumbnails are those displayed when the respective size is selected. EY
2. Shows asset previews at the actual size of the asset. (Forimages higher than screen res- Thubnsil Sizss Collction window

132

olution, this could result in a very large preview window.)

Large: Pizels| I {Use Garid for Resizing

3. Enlarges or reduces preview to fit in the Cumulus program window. Medurm [128 Pisels | g
4. Selects a predetermined horizontal measurement for all previews. Smal |r ekl & Unalitraed
5. Snaps window to multiples of the current thumbnail size when resizing. C1Colreed
6. Shows preview with no ColorSync color correction. v ¢ e
7. Shows preview with ColorSync profile used by asset. it to Main window =
8. Shows preview with ColorSync profile used by asset and highlights any part of the £ Other [1027 Pivels Alam Color
image that is beyond the printable color spectrum of the printer selected in #9, below.

9. Selects a ColorSync printer profile. (Disabled if # 8 is not selected.)
10. Click to select a warning color for unprintable shades in asset.

Search Section

The options found here affect the way Cumulus finds records using category searching (dou-

ble-clicking on a category). Note the small icon to the left of each option. This icon serves as =

a visual indicator as to what search options are selected. It is displayed in the Status Bar of
each catalog. gtateguw List Search Finds Recards..

© (% {Matching At Least One Selected Category
1. Found records must match at least one selected category. € € Malching A Selected Categories

2. Found records must match all selected categories.

Category Search Also Finds Recards of...

3. Found setincludes records assigned to parent categories of the selected category. (Cat- % [ Categories Abows the Selected
egories that have subcategories are called parent categories.) ¢, ¥ | Categories Below the Selscted
4. Found set includes records assigned to subcategories of the selected category. @ T andRelated Categories

5. Found setincludes records belonging to the original category of a related subcategory.




Even the best ideas go unappreciated if they're not effectively
presented and shared. With Cumulus, you can customize the
appearance of your collections as you'd like, and share your ideas
by various means: HTML, slide shows, e-mailing collections or
assets, or by exporting and importing categories and records to

and from other Cumulus users. These promising possibilities are

covered in this section.

6 Present & Share
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View Customization

Cumulus offers two basic display modes: thumbnails
and details. A further display mode is the palette
mode. This mode is specially designed for using
Cumulus with another application, e.g. a desktop
publishing application. In palette mode the Cumulus
application shrinks to a palette that can conveniently
be used with another application. That way you can
easily drag and drop cataloged assets into other
applications.

You can extensively customize all views. For all views
you can decide which records fields are displayed,
their order and how they are displayed: font type,
style, size, and color. You can also choose a back-
ground color for the each of the views. For thumb-
nail view and palette mode, you can select the size of
the displayed thumbnail, the spacing around it and
whether the record is displayed within a frame.

Your definitions will affect only the current collec-
tion. But you can set them as a default for any new
collection.

Select View= Customize to display the View Cus-
tomization window for customizing the Thumbnail
View, the Details View or the Palette Mode. The fields
listed in this window are the same ones displayed in
your collection window.

My First Catalog - View Customizaton———— &

ds Shown in List

1| [« | [+] [+

(CProperties.. | ((Add Before.. | (_Add After_. ] [__Remave ]

Thumbnail

’7Image Size: ((Fedium T Spacing: [B000|

[[Background Color...] [ Save as Defaults | [ Restore Defaults | | Apply |

<]

Mac OS View Customization window

Along the left side of the window / /] In tabs
along the top of the window, you see a couple of
options named Thumbnail View, Details View and
Palette Mode. These options load the settings for
the respective view. Under the Thumbnail View, you
set up how thumbnail views (all sizes) will be dis-
played. Under Details View you set up your text list-
ing options. And under Palette Mode, you set up
how thumbnail views (all sizes) will be displayed
when the Palette Mode is active.

See page 95 for an overview of the options available
from the View Customization window.

Adding a Field to a View
To add a field to one of the views:

1. Select View= Customize. The View Customi-

zation window opens.

2. Click the @icon/Mtab for the view to which
you want to add a field.

A list of fields shown in the selected view is
displayed.

3. Select the entry for the field you want to
place the new field after or before.

4. Click Add Before or Add After.

This opens a list of all of the fields in the cur-
rent catalog.

Add Fields to View

o

ging User
Categories Stiing
Color Mode Stiing Enumeration
Don't Delete Record  Bool
Folder Name Stiing
Image Height Real
Image Width Real
Notes Stiing
Record Creation Date  Date Help
Server Name Stiing
Soltware Sting
Status Stiing Enumeration
Wertical Resolution Real
Volume Name Stiing Cancel




élmagES\ze. Vedim v@pacing. 0 evsmwg.ame ‘ 9.

10.

VIEW CUSTOMIZATION

The View Customization Window

The View Customization window has three sections that provide access to each of its options.
The options can be set for either the Thumbnail View, the Details View and the Palette Mode.

To open the View Customization window: Select View= Customize

Thumbnail View or Palette Mode Section

Thumbnail Wiew Falette Mode 1.

- Fields Shown in Listn

urnbnai icture
File: Format Stiing

MS Sans Senf

M5 Sans Serf 8

Propettes | Addgwe | Adﬂtgl

Remaove |

Background Color ..

SaveasDefauls | RestoreDefauls |

© o o©

Details View Section

1.
2.
S

List of displayed fields.

Shows display properties of the field: font type, style, size, and color.
Adds a field above the selected field in the list. A dialog box for
selecting the field appears.

Adds a field below the selected field in the list. A dialog box for
selecting the field appears.

Removes the selected field(s) from the list.

These buttons change the selected entry’s position in the list.
Defines the background color for the Details View. A dialog box for
the selection of the color appeatrs.

Saves the current view settings as the default for the Details View.

List of displayed fields.
Shows display properties of the field: font type, style, size, and color.

. Adds a field above the selected field in the list. A dialog box for select-

ing the field appears.

. Adds a field below the selected field in the list. A dialog box for select-

ing the field appears.

Removes the selected field(s) from the list.

These buttons change the selected entry’s position in the list.

Defines the thumbnail size viewed. Select from the default sizes
(Large, Medium, Small) or set a custom size (Other). Native is the
thumbnail’s size as set at the time the asset was originally cataloged.
(See “The Catalog Properties Window,” p. 90.)

Defines the spacing around the thumbnail.

Places a frame around the displayed record.

Defines the background color for the thumbnail view. A dialog box for
selection appears.

Saves the current view settings as the default for the Thumbnail View.
Returns the settings to the latest stored defaults.

Details View

- Fields Shown in Listn

HS Sans Senit
MS Sans Serf

e e

Horizontal Resolution M5 Sans Serf
File Data Size Integer M5 Sans Serf
Asset Creation Date Date M5 Sans Serf
Asset Modification Date Date M5 Sans Serf
Record Modification D ate Date 5 Sans Serf

Remove |

Propetties .. | AddBefore. | Addafter.. |

Returns the settings to the latest stored defaults.
Eackglg nd Color . Saye gz Defaults Restors Defaults
= fmmt=—————
Font [z]x]
Font: Fontsie Sire:
segte: [ I,
Size ] z mé;‘;’mman Bold 2
Myriad Tilt I [Bold ltalic 14
A 21517 300 B
MiiaM 215 LT 60 = =il =
Sample: —M8Mm ——————
.
I~ Stikeout ,T
AaBbYyZe Dialog window for selecting the T~ Undetine —
. . " Color:
display properties (Fonts) of a field: e
~—— MacOsS I
Cancel OK W"ndows .
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5. Select the field you want to add. 6. Click OKto assign the selected properties to
the field.

6. Click OK to add that field to the list of shown
fields. 7. Click the Apply button. The field is displayed
according to your settings.

7. Click the Apply button. The field is added to
the view.

Changing the Properties of a Displayed Field

The properties of a displayed field define the font
(type, style, size, and color) used to display the field
contents.

To change the display properties of a field:

1. Ifit's not open, select View= Customize to
open the View Customization window.

0 i itacc

2. Clickthe @ icon/Mtab for the view which ol
displays the field.

3. Select the entry for the field whose proper-
ties you want to change.

4.  (Click the Properties button.

This opens a dialog box for defining the font

attributes.
Font [ 7] =]
E Font atyle: Size:
|Hegular IS ILI
- - Examplesfor customized Thumbnail Views.

MS Serf 0 (e P
Myriad Roman 12
Myriad Tilt — |Bald Italic 14
b riabdbd 18
MyriatM_215 LT 300 24
Myriahi_215 LT 500 =] =i =

— Effec! Sampl
I™ Shikeout -
I™ Undeiline e

LColor:

|- Black. v[ Seript

5. Make your selections.



Output to HTML

Cumulus has the ability to output collections as
HTML documents, complete with preview icons and
links to the original assets. Cumulus takes the records
in your collection view and converts them to files
suitable for display on the Web. This can include the
automatic creation of copies of the assets in the
Web-ready JPEG image file format.

Depending on the number of records selected and
the way they are displayed, multiple HTML pages will
automatically be created, and links to the other
pages will be included. In keeping with the concept
of What-You-See-Is-What-You-Get (WYSIWYQ), the
number, size, and labeling of the records on the
HTML pages will reflect what you see in the record
pane, whether thisis the records’ thumbnails or their
details.

Record Name |File Farmat [Color Mede Harizanial Resslution Vertical Reselution Recori Medificatiun Daie [File Creation Dae|

& Ic] B10/33 114822 14738135337
Ic] 7z B0/ 114825 IEERETE
72 el B0/ 114825 115/ 135825
A i B0 4% (RIEAEEE:)
] i 033114828 1438 134320
1] i 61033 711.40.26 1174456134353
72 el B0/ 114827 11473134319
72 7 B0v3a 114827 M1
72 = L RIEEE:) 1A/ 135220
[z = CIEREE] NamEsea

4l J i)

HTML page created from a Details View.

If the view you export is a thumbnail view, Cumulus
creates a folder named Thumbnails with the corre-
sponding thumbnails in JPEG format.

Beyond simply publishing a group of records on the
Internet, Cumulus enables you to take full advantage
of the Web's multimedia capabilities. You can, for
example, include links to the previews or the original
assets in the HTML pages created by Cumulus. If you
include links to previews, Cumulus creates a Pre-
views folder with the corresponding previews in
JPEG format. If you include links to the originals,
Cumulus creates a File folder with copies of the cor-
responding assets.

You can also add sound to your HTML presentation. If
you include links to voice annotations (Audio fields),

OUTPUT TO HTML I 97

Cumulus creates an Audio Files folder with the cor-
responding QuickTime Movie files. It then adds a link
to each record with an Audio field, so that your voice
annotations can be played “live” on the Internet.

P Cumulus Clouds

| Penguin Balloon PCX

Bitmap mage
Play Sound

JPEG Image
Play Sound

PCX Image
Play Sound

HTML page created from a Thumbnail view with default view-
settings, including links to Audio fields.

How to output to HTML:
1. Make sure the view is set the way you want
the final HTML page(s) to look. If you do not

want to output the entire collection, select
the records you want.

2. Select File=Output To HTML. This brings up
a submenu. You have the option just to out-
put the selected records or all records of the
collection.

3. Select the appropriate menu item. This
brings up the HTML output window.

Dutput to HTML

& s Cunent View Seltings Save
IV Inchude Assel
& Link to Preview acel
© Lk to Driginsl
I~ nclude Audia Field Link
5=

EBT
Wi

et

T
il

4. Clickthe appropriate check boxes and buttons.
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The Add button opens a dialog box to edit
the HTML template which is used for the out-
put. (For details, review manuals on HTML.)

Edit HTML Template =]
MName: [Uniited |
s Carcel

Grid Size:

7 Bowsty [F | Columns

Item Layout € as in Dietails View

@ agin Thumbnail View

Header

<HTML>

<HEAD><TITLE> <$FileMama$>-<$paged></TITLE></HEAD>
<BODY BGCOLOR=HFFFFFF TEXT=H000000; <FORM>
<CENTER><TABLE BORDER=0 CELLSPACING=2>

2 Llw

Item

<TD><FONT FACE="MS Sans Serif" SIZE=1><$Record
N ameds</FOMT><BR>

<$Thumbnai$> <BR>

<FONT FACE="M5 Sans Serif"* SIZE=1><3Fils
Format$s </FONT3<BR>

<FONT FACE="M5 Sans Serif”* SIZE=1><$Color
Mode$> </FONT» <BR>

KO I

Footer
</TABLE></CEMTER>
<pr<pr<p><CENTER><FONT SIZE=2>
<$navigationBar [Previous, Next)$>
</FOMT></CENTER>

KO

5. Click Save to generate the output files. You
are prompted to select a location to save the
files. The thumbnail and preview files (neatly
stored in their own folders) will also be saved
in the same location selected.

6. Select alocation and a file name for the
HTML pages. A progress indicator will appear
and then disappear when the pages have
been generated.

The HTML pages and the associated folders can be
found in the location you specified, and they can be
easily opened by any standard HTML browser.

Slide Show

Cumulus includes a special application for present-
ing the assets’ previews as a slide show. This function-
ality is only available when QuickTime (5.0 or later) is
installed on your computer. Once you have created a
slide show, you can save it as a QuickTime movie
and/or e-mail it.

You can have the text of a string field stored with the
asset's record displayed with each slide (asset pre-
view). You can also attach sound to your slide show
- both to the entire show and to each individual
“slide”. The sound for the entire show is taken from
any sound file you select, and the sound for each
record comes from an Audio field of that record. One
way to use this feature would be to select a music file
to run for the duration of the slide show, while each
individual “slide” is accompanied by a voice annota-
tion describing its contents.

Creating a Slide Show

From (nearly) any asset that provides a preview, a
slide for the show can be created. If there is no access
to the asset for a preview, the thumbnail of the asset
is used to create the slide.

NOTE: When the thumbnail of an asset is used for the
creation of a slide, its quality is important. To achieve
thumbnails of good quality you should have acti-
vated Entire Asset under Create Thumbnail from in
the Cataloging Options.

To create a slide show:
1. Arrange the records in the record pane in the
order you want them to appear in the slide

show. The order will be from left to right, top
to bottom.

2. Select the records to comprise the slide show.
Select Collection=Slide Show.

A dialog appears from which you can select
options for the slide show.

4. Make your selections. For further information,
see "The Slide Show Windows,” p. 99.
5. Click OK.

The slide show will be created. After creation,
the Slide Show window appears.



The Slide Show Windows

SLIDE SHOW

Cumulus includes a special application for presenting the assets’ previews as a slide show. This func-
tionality is only available when QuickTime (5.0 or later) is installed on your computer. Once you have
created a slide show, you can save it as a QuickTime movie and/or e-mail it.

Slide Show Properties

1.

Determines how long each slide (asset’s
preview) is displayed. However, if you
assign audio/sound fields to the slide
show, the length of the sound field deter-
mines the duration of the display of the

Slide Show Properties

Backgiound Color

Choose. .

Timing
E Seconds per Asset
Loop

asset’s preview.

Comp

12.

Attaches the sound from the audio field
of the catalog. You can select the audio
field by clicking the arrow button.

. Attaches sounds from a selected AIF or

WAYV file. You can select a sound file by
clicking Browse. The sound will loop
according to the duration of the slide
show.

NOTE: You can attach both a sound file
for the duration of the slide show and an
Audio field for each record in the show.
The Audio fields(s) play during the pre-
view of the associated asset. If you attach
both a sound file and audio field, they will
overlap during the show, allowing both
to be heard.

. You can have the text of a string field

stored with the asset’s record displayed
with each slide (asset preview). Select the
field you want to be the source for the dis-
played text by clicking the arrow button.
You can also define settings for the text
display by clicking Settings. A dialog for
defining the properties opens.

2. Activates a looping of the slide show. " Ful Sereen 0 Lossless
3. Defines the size of the display as either " Custom P Standard
full screen or custom-defined (height and witt 5 P @) Custom _ setinge |
width in pixel). Height [af0 Peels | o
4. Scales the display of smaller assets’ pre- ¥ Scale o Fit & None
views up to the selected size. () © Eandom
5. You can define a background color for 11 SRl
the slide show by clicking Choose. I
6. Compresses the slide show without any Fiom Fiekd: [bmmotation 7]
image quality degradation. Background Sound From File Browss.
7. Employs default compression values.
8. Permits selection of compression (il
> @mm Field: [Record Name ~ Seltings |
method. You can select certain compres-
sion settings by clicking Settings. [ ok | concsl | Hep |
9. Oneslide will change to the next without
any transition effect. 11. Permits selection of the transition effect
10. A transition effect will be chosen at ran- for the whole slide show. You can select
dom for each transition from one slide to specific transition settings by clicking
the next. Settings.
Slide Show Window
1. Click here to run or stop the slide show. F gg Help
2. File Menu =
New Slide Show goes back to the Slide Show Properties dialog box. Chang-
ing properties of a slide show is actually creating a new slide show with the
same assets, which replaces the previous slide show.
Save As Movie saves the slide show as a QuickTime movie.
Mail As Movie attaches the slide show as a QuickTime movie to an outgo-
ing e-mail message. NOTE: Send the mail before closing the slide show —
otherwise the attachment will be gone along with the slide show.
NOTE: When saved or e-mailed as a movie, it can be opened and played
with the usual QuickTime MoviePlayer.
Close or Exit closes the slide show without saving.
NOTE: Ifyou close or exit the slide show without saving it as a movie before-
hand, it will be gone.
3. Edit Menu

Full Screen displays the slide show using the whole screen. To start or stop
the show: Double-click anywhere. To toggle Full Screen on and off, use CTRL
F/Command F.

Loop runs the slide show in a loop.

Catalog B

-

an
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Understanding the Slide Show Window

Once you have created a slide show with Cumulus,
the Slide Show window opens. It will be very familiar
to QuickTime users.

To run the slide show: Click |21
To stop a (looping) show: Click .

To set up the slide show to run in a loop (i.e., repeat
over and over): Select Edit=Loop.

To have the slide show run on the entire screen:
1. Select Edit=>Full Screen.

2. Double-click anywhere,

To toggle Full Screen on and off, use
&> Command F// Control F.

To set up the slide show to run in a loop (i.e., repeat
over and over):

1. Select Edit=Loop.

To close or exit the slide show:

1. Select File=Close or Exit.

NOTE: If you close or exit the slide show without sav-
ing it as a movie beforehand, it will be gone.

Changing Slide Show Properties

You can change the properties of the slide show,
which is actually creating a new slide show, using
the same assets and replace the previous slide show.

To change the properties:
1. Select File=New Slide Show. A dialog box

appears from which you can select options
for the slide show.

2. Make your selections. (For further informa-
tion, see “The Slide Show Windows,” p. 99.)

3. Click OK. The slide show will be rebuilt.

Saving or Mailing as Movie

You can save the slide show as a QuickTime movie or
e-mail it as a QuickTime movie. When saved or e-
mailed as a movie, it can be opened with QuickTime.
To save the slide show as a movie:

Select File= Save As Movie.

To e-mail the slide show as a movie:

Select File= Mail As Movie.

NOTE: Send the mail before closing the slide show -
otherwise the attachment will be gone along with
the slide show.

Mailing Assets

Cumulus also lets you e-mail the assets themselves,
so that you can easily share them with people who
don'thave access to your Cumulus catalogs. You can
use Cumulus’ powerful search and display features

to find just the right assets, and then send them off
with a single command.

To e-mail assets from within Cumulus:
@.
1. Select one or more records whose assets you
want to mail.

2. Select Asset=Mail To.



Cumulus @ asks you to select an e-mail
application / [y launches your default e-mail
application and attaches the selected asset(s)
to an outgoing message.

Importing and Exporting

Cumulus can export and import records and catego-
ries. Exported files can be used on any supported
Cumulus platform. Exporting data is not only useful
for transferring data between catalogs and plat-
forms, it's also useful for archiving category listings.
These archive files can be imported into any other
catalog when you need them. (You could do the
same things with records, but it's probably more
convenient just to keep copies of the records in cat-
alogs.) You can only import Cumulus-exported files.

Importing and exporting data with Cumulus is easy,
but there a few things to be aware of to avoid unex-
pected results, as explained below.

File Name Extensions

Windows users are all too familiar with file name
extensions. The Windows operating systems
depend on them to identify file types. Mac OS file
types, on the other hand, are stored inside the files
themselves. This makes it easy for applications to
identify the files they support. In Windows, if a file
doesn't have the proper extension, programs may
not know how to deal with it.

Luckily, Cumulus is looking out for you on two levels
here. First off, the Mac OS version of Cumulus auto-
matically adds to the files it exports the file name
extension that Windows requires. And to make sure
that things still work even if you've renamed the files
and lost the file name extension, the Windows ver-
sions of Cumulus can live without the extensions
when importing data. But in order to see “extension-
less” files in the Import dialog box, Windows users
need to select the All Files option in the Import dia-
log box, shown below.
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Filz hame: |

Files of type: [l Fils (] 2|
Cumulus Record Exchange Files = oref

While we're on the subject of file name extensions, let’s
look at the two that Cumulus uses for export and import:

+ Categories — Cumulus exports categories in a
Cumulus Category Exchange File. The file name
extension is .cce

Records — Cumulus exports records in a Cumu-
lus Record Exchange File. The file name exten-
sion is .cre

If at some point an exported file doesn't have the
proper extension, you can add it manually.

Character Encoding for Export

When exporting information, you can employ differ-
ent character encoding formats. You should base
your decision on how the exported file is to be used.
Universal Encoding (UTF-8: Unicode characters
coded as 8-Bit Transformation Form) makes sure that
special characters are transferred correctly across
platforms. Choose this format only if you want to use
the exported file on another operating system.

Maintaining Category Assignments

The most important thing to know when you are
exporting records to be imported into another cata-
log, is whether the new catalog already has the cate-
gories to which the records are assigned. If it does
not, the categories assigned to the imported records
will be created. But categories of type “Directory” lose
their type. They are created as normal categories. If
you want to keep the type of these categories, you
must first export and import the categories.

Remember that it may be easiest just to drag and drop
records from one catalog to another, if both the source
and destination catalogs are available to you. If they
are not, or you are moving thousands of records at a
time, then the export/import route is the way to go.
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The Export/Import Process

The exporting and importing process is pretty much
the same, regardless of the data type.

Exporting goes like this:

o

1.

Find and select the items you wish to export.
(See “Searching,” p. 53, if needed, for a
refresher on how to find records.)

Select the appropriate export option from the
menus. (See "Export,” p. 113, for information on
the various export menu options.)

NOTE: When exporting categories, make sure to
expand the categories if you want to export all
subcategories.

Name the export file and save.

Select the character encoding format.
NOTE: Only choose Universal Encoding
(UTF-8) if you want to use the export file on
another operating system.

The export file will be created.

Importing is just as easy (remember, you can only
import Cumulus-exported files):

IS

1.

NOTE:

Select the appropriate import option from
the menus. (See “Import,” p. 113, for informa-
tion on the various import menu options.)

Find the file you wish to import and open it. Its
contents are appended to the active catalog.

Export/Import Process for Quicklists

See “Exporting and Importing Quicklists,” p. 64, for a
description how to export and import the quicklists
for the IPTC Information window.



This chapter covers the basics of working with a fully licensed
version of the Cumulus URL AssetStore Module. It describes how
to catalog assets from FTP or HTTP servers and how to work with
them in Cumulus. Although the records of URL-cataloged assets
behave just like any record which has been cataloged through

the supported file systems - working with the assets themselves

from within Cumulus is slightly different.

This chapter also describes how to copy or move cataloged
assets to FTP servers and how to set up the Central Asset

Location for a catalog on an FTP server.

7 ~ URL Support
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Activating URL Support

If you want to catalog from FTP or HTTP servers or to
work with URL-cataloged assets, the Asset Storage
Module supporting URL must be activated.

To activate the URL AssetStore:

1. Launch your Cumulus application.

2. Select Catalog=Cataloging Options. The
Cataloging Options window opens.

3. Click Assets.

4. Enable URL Support under Asset Storage
Modules.

5. M Click OK./
Options window.

Close the Cataloging

Now the URL AssetStore is activated.

Cataloging Assets
from FTP or HTTP Servers

There are two ways to catalog assets from FTP or
HTTP servers: via menu option and with drag and
drop. Let’s start with the menu option method. And
remember: You need a fully licensed version of the
URL AssetStore to catalog from FTP or HTTP servers.

NOTE: TAG Files!

Cumulus can create TAG files on an FTP server while
cataloging, if the Asset Storage module Cumulus
Metadata Support in the Cataloging Options is
enabled and the user, who catalogs, is allowed to
save files on this FTP server.

A Known Restrictions

Although the Cumulus URL AssetStore Module sup-
ports all standard FTP or HTTP servers and Web
browsers, there are restrictions for a certain configu-

ration. If you use Microsoft Internet Explorer 5, you
need a version later than 5.00 to catalog via Drag &
Drop. See "Dragging ftp directory items from
Microsoft Internet Explorer 5 to Cumulus,” p. 109, for
details.

Cataloging Assets via Menu Command

You can catalog employing any valid URL pointing
to a file and starting with ftp:// or http://. But you
may not use localhost as IP address. You may even
catalog a folder but only if it is on an FTP server.

NOTE: User Authentication

Some FTP or HTTP servers require user authentica-
tion. In this case, the host address must be prefixed
with a user name and password like “user:pass-
word@host”. The complete URL then looks like
“ftp://smith:secret@server.com/path/file”,

for example.

To catalog assets from FTP or HTTP servers via menu
command:

1. Open the catalog to which you want to add
the assets.

2. Select Catalog=Catalog Assets.

The Select Asset Storage Module dialog box
appears. This is a list of available Asset Stor-
age Modules. One is the URL Support, and
others include the file system you are cur-
rently using (such as the Windows or Mac OS
File System, among others).

Select Asset Storage Module

‘windows File System

Cancel |

3. Select the URL Support and click OK.



A window appears which asks for an URL.

Catalog Assets

Please enter a URL:

ftp://enample.host.com |[3

4. Enter the URL for the asset file (or folder — on
FTP only) you want to catalog.

A window appears that shows the status of
the cataloging process.

After a moment, a thumbnail for the asset
appears, indicating that the cataloging pro-
cess was successful and a record has been
created for the asset.

NOTE: If you catalog many or huge files you can save
time by deactivating the display of the cataloging
progress. Before you start cataloging disable the
Cataloging Option Show Progress Bar (General sec-
tion, under While Cataloging).

Cataloging Assets via Drag and Drop

To catalog assets from FTP or HTTP servers via drag
and drop:

1. Open the catalog to which you want to add
the assets.

2. Launch your Web browser application.

3. Navigate to the asset, FTP folder or Web page
which you want to catalog.

4. Select the link for the asset or FTP folder and
drag it into the Cumulus Collection window.
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The progress information window appears
and records are created for each of the assets.

URL AssetStore License Messages

Cataloging assets from URLs is only possible with an
activated URL AssetStore Option. If you receive an
error message that the URL AssetStore is not
licensed, you must activate this option in the license
dialog box.

Working with
URL-cataloged Assets

Certain functions in Cumulus work slightly different
for assets stored on FTP or HTTP servers. The follow-
ing sections describe only these slightly different
functions. All of these functions are options of the
Asset menu. If you open, print or mail an URL-cata-
loged asset, Cumulus first makes a copy of the asset.

NOTE: If assets were cataloged from FTP or HTTP
servers requiring a user authentication, the Cumulus
application knows about this protection. When you
access such an asset Cumulus will ask you to enter
user name and password. During the same session
Cumulus remembers the entered name and pass-
word and will not ask you again if you access an asset
from this FTP or HTTP server.
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Opening Assets

You can open an asset stored on an FTP or HTTP
server with either the application that created the
asset, or another application of your choice. Applica-
tions you choose are added to the menu. You can
add up to four. The fifth addition replaces the first,
and so on. You cannot manually delete any of the
added applications.

To open an URL-cataloged asset from another application:
1. Select the record whose asset you would like
to open.

2. Select Asset=Open With and select the
desired application from the submenu.

A dialog appears from which you can select a
location for the copy of the asset.

3. Choose the desired location and click
o Select /A OK.

Cumulus copies the asset to the specified loca-
tion and opens it with the chosen application.

Printing Assets

You can print an asset stored on an FTP or HTTP
server with either the application that created the
asset, or another application of your choice. Applica-
tions you choose are added to the menu. You can
add up to four. The fifth addition replaces the first,
and so on. You cannot manually delete any of the
added applications.

To print an URL-cataloged asset from another
application:

1. Select the record whose asset you would like
to print.

2. Select Asset=Print With and select the
desired application from the submenu.

A dialog appears from which you can select a
location for the copy of the asset.

3. Choose the desired location and click
o Select /A OK.

Cumulus copies the asset to the location you
specified.

Mailing Assets

As with other assets you can also attach an asset
stored on an FTP or HTTP server to an outgoing e-
mail message.

To mail an URL-cataloged asset:
1. Select the record whose asset you would like
to send as an e-mail attachment.

2. Select Asset=Mail To.

Adialog appears from which you can select a
location for the copy of the asset.

3. Choose the desired location and click
& Select /A OK.

Cumulus ¢ asks you to select an e-mail
application / By launches your default e-mail
application and attaches the selected asset(s)
to an outgoing message.

Storing Assets on FTP Servers

The URL AssetStore also enables you to upload cata-
loged assets to FTP servers by using the Cumulus
menu commands. It also allows you to employ FTP
servers as the Central Asset Locations for catalogs.



Moving an Asset to an FTP Location
To move an asset to an FTP location:

1. Select the record whose asset you would like
to move.
2. Select Asset=Move To.

The Select Asset Storage Module dialog box
opens which lists all available Asset Storage
Modules.

Select Assel Storage Module

“Windows File Spstem

Cancel

3. Select the URL Support and click OK. A win-
dow for entering an URL opens.

Move Asset To [<]
Please enter a URAL:

4. Enteravalid FTP-URL and click OK.

Cumulus moves the asset to the selected
location and updates the reference of the
selected record.

Copying an Asset to an FTP Location
To copy an asset to an FTP location:

1. Select the record whose asset you would like
to copy.

2. Select Asset=Copy To.
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The Select Asset Storage Module dialog box
opens which lists all available Asset Storage
Modules.

Select Asset Storage Module

"Windows File Spstem

Cancel |

3. Select the URL Support and click OK. A win-
dow for entering an URL opens.

Please enter a URL:
| =

4, Enteravalid FTP-URL and click OK.

Cumulus copies the asset to the selected
location.

Central Asset Location on FTP Server

Eachindividuell catalog can be configured, such that
Cumulus saves a copy of every cataloged asset to a
specific location (called a ‘Central Asset Location’).
This option allows for the quickest possible way to
locate and track a catalog’s assets. The URL
AssetStore enables you to employ an FTP server as a
Central Asset Location for a catalog.

NOTE: Workgroup or Enterprise Edition

Only the Cumulus Administrator is allowed to
change the properties of a catalog which define the
Central Asset Location.

To set an URL as Central Asset Location:
1. Make sure the catalog you want is opened
and is the foremost window in Cumulus.
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Select Catalog= Properties. The Catalog
Properties window opens.

Click Asset Location.

Three situations are possible. The following
describes the actions necessary for each situ-
ation.

+ When the Central Asset Location Option is
active and only its settings need to be
changed, you can continue with step 4
below.

+ When a Central Asset Location is defined
but not active, enable the desired option
and continue with step 4 below.

+ When configuring a Central Asset Location
for the first time, enable the desired option.
The Select Asset Storage Module dialog
box opens and you can skip step 4.

Click the Browse button to choose the location.

The Select Asset Storage Module dialog box
opens which lists all available Asset Storage
Modules.

Select Asset Storage Module

"Windows File Spstem

Cancel |

Select the URL Support and click OK. A win-
dow for entering an URL opens.

Please enter a URL:
/ =
Cancel

Enter a valid URL of an existing FTP directory
and click OK. This brings you back to the
Asset Location section.

7. Click Apply (or | OK/ & Close the Catalog
Properties window) to save this setting of the
selected catalog's properties.

Deactivating URL Support

If you will neither work with URL-cataloged assets
nor catalog from FTP or HTTP servers for a longer
period, you may want to deactivate the URL
AssetStore.

To deactivate the URL AssetStore:

1. Launch your Cumulus application.

2. Select Catalog= Cataloging Options. The
Cataloging Options window opens.

3. C(lick Assets.

4. Disable URL Support under Asset Storage
Modules.

5. A Click OK./
Options window.

Close the Cataloging
Now the URL AssetStore is deactivated.

To reactivate the URL AssetStore, follow the same
procedure but enable URL Support in the Catalog-
ing Options window. (See “Activating URL Support,”
p.104)

Troubleshooting

This section contains frequently asked questions and
their possible solutions.

M Dragging from Netscape to Cumulus on Windows

Sometimes when | use Netscape to drag an URL into
Cumulus the following message appears: “Server Busy/
This action cannot be completed.”



This message can be ignored as the functionality is
ok. But the message box has to be closed before
continuing to use Netscape.

H Dragging ftp directory items from Microsoft
Internet Explorer 5 to Cumulus

Dragging an FTP directory item from Microsoft Internet
Explorer 5 into my Cumulus application just doesn’t
work!

Check the version of your Microsoft Internet Explorer 5.
You need a version later than 5.00 as only these ver-
sions offer the ability to disable the option Enable
folder view for FTP sites (in Internet Options,
Advanced tab). While this option is active only drag-
ging the address item from the title bar works. If you
disable this option dragging items into Cumulus works.

iy Correcting Mac File Type and Creator Code

Why doesn’t Finder display the correct icon for some of
my assets when | drag them from Cumulus to a Finder
folder window? This happens even when | use menu
commands, why?

Why can't | preview some assets by double clicking on
their records?

In order for the Mac OS to be able to work with a spe-
cific file, it needs to know the correct file type and cre-
ator code. Without the correct file type and creator
code, files cannot be associated with applications.

The URL AssetStore Module uses information from
the "File Exchange" Control Panel (Mac OS 9) or "Inter-
net" Control Panel (previous Mac OS) to determine
the file type and creator code for URL-based assets.

If the information from the Control Panel is not avail-
able, the module uses the QuickTime import mod-
ules to do this.

If both of the above are missing, a standard built-in
table is used to determine a default file type and cre-
ator code.

An incorrect creator code is responsible for the
inconsistent behavior described in the questions
above. These problems can be solved by customiz-
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ing the settings for the specific asset’s file type in the
appropriate Control Panel of the operating system.
Please consult your operating systems documenta-
tion for more details.
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This section serves as a road map to the entire Cumulus product
from the perspective of the user interface. Explanations are

given for each of the program’s menus and toolbars.

The & and [ icons identify features unique to either Mac OS or

Windows, respectively.
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Cumulus Menus

Additional menu items?

In several of your menus you will find
menu items at the bottom which are
not displayed on this page. These
menu items and the items in the
menu Special are just that: special.
Because their menu assignments can
easily be changed, these functions
are described in alphabetical order in
their own section "Additional Func-
tions,” starting on page 127.



The Apple Menu

About Cumulus...
License...

About Cumulus

Displays the Cumulus “About” box, which shows
information on the Cumulus version and release
number you are using. It also provides a button that
launches your default Web browser and initiates a
connection to the Canto Web site. This requires an
Internet connection.

License

Presents a dialog box from which you can view the
user's identification information and register Cumulus.
You can choose to register via Web or registration form.
(For further details, see “Product Registration,” p. 21.)

The File Menu
Mew Catalog.. Chil+H
Open Catalog... Chl+0
Connect to Server..  Chl+Shift+0
Close Chl+w
Import 3
Export 3
Page Setup..
Frint Preview 3
Erint. r
Output toa HTRL r
Exit Alt+Fd
New Catalog

Creates a new catalog. A dialog box is displayed for
you to name the new catalog.

Open Catalog

Opens an existing catalog via a standard open-file
dialog box. Windows users should be aware that
they will have to select All Files from the drop-down-
list to see catalogs without the proper file name
extension (.ccf).
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Connect to Server

Cumulus Single User can be used as a clientto a
Cumulus Workgroup installation. This menu option
opens a dialog box from which you can connectto a
catalog on a remote Cumulus Server.

NOTE: Although the Single User Edition can be used
as a Client application with a Workgroup or Enter-
prise Edition, it is highly recommended to use the
appropriate Client application when working in a
network environment as only this application is opti-
mized for the Client/Server architecture of Cumulus.

Close

Closes the active catalog. Saves any changes that are
not yet saved.

Import

This menu item opens a submenu with several menu
options. Each opens a dialog box from which you can
select an appropriate file type for import. The various
file types are listed by the import type below:

- Records (.cre) - If a record in the import file
already exists in the active catalog, itisimported
only if the Add Duplicates option has been
selected in the Asset section of the Cataloging
Options setup.

+ Categories (.cce) - The imported categories are
appended to the active catalog. If a category in
the import file has the same name as an existing
category, the category is not imported.

Export

This menu item opens a submenu with several
export options. Each opens a dialog box from which
you can name an appropriate file type for export. All
exported files can be used on any supported Cumu-
lus platform. The options are explained below:

+ Selected Records - Exports the currently
selected (highlighted) records to a Cumulus
Record Exchange File (.cre). This menu option is
disabled if no records are selected.
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+ AllRecords - Exports all records of the active col-

lection to a Cumulus Record Exchange File (.cre).

Selected Categories — Exports the currently
selected (highlighted) categories in the active
catalog to a Cumulus Category Exchange File
(.cce). This menu option is disabled if no catego-
ries are selected.

- All Categories - Exports all categories as they

appear in the Category pane to a Category
Exchange File (.cce). Make sure to expand the cat-
egory list if you want to export all subcategories.

Print Setup

This menu item opens a standard print setup win-
dow from which you can configure your printing
options. The options available to you will depend on
your system configuration. See your computer’s
operating system manual for details.

Print

Opens a submenu with the following menu options:

Selected Recards...

Al Records CHi+P
Sefected Categories. .

All Categories

Eievien

Selected Records - Prints selected records
using the current display style.

- All Records - Prints all records of the active col-

lection using the current display style.

NOTE: If you select the print option Print Entire
Assets as Thumbnails, the records’ thumbnails
will be printed in high-resolution quality so the
printouts can serve as contact sheets.

Selected Categories — Prints selected catego-
ries as they appear in the Category window.
Make sure to expand the category list if you want
to see all the subcategories in the print out.

All Categories — Prints all categories as they
appear in the Category pane. Make sure to
expand the category list if you want to see all
the subcategories in the printout.

+ Preview - Prints the open preview. The preview
will be printed in the asset's original resolution.
This may take a while depending on the asset!
(Disabled when no preview is open.)

If your intention is to print the actual asset,
instead of its record or preview, see “Print With,”
p. 123, for details.

Some print examples:

iy Forat Cataiog O waeer

Printout of all records + Details View

Printout of expanded list of all categories



B Print Preview

This option allows you to view the printed output
before it gets sent to your printer. The output
options are the same as those found in the regular
Print menu (see previous heading).

The Print Preview window zoomed in.

The preview window has seven buttons that you use
to navigate through the print job:

+ Print - Sends the print job to the printer.

+ Next Page — Opens a preview of the following
printed page. (Disabled ifthere are no additional
pages.)

+ Prev Page - Opens a preview of the previous
printed page. (Disabled if you are viewing the
first page.)

+ Two (One) Page - Displays two preview pages
at a time. When two pages are viewed, the but-
ton reads One Page, and is used to reduce the
display back to a single page. (Disabled if there
is only one page in the print job, and when the
display is not at the minimum zoom level.)

+ Zoom In - Zooms in on the current page view.
(Disabled when you have reached the maxi-
mum zoom level.)

+ Zoom Out — Zooms out of the current page
view. (Disabled when you have reached the
minimum zoom level)

+ Close - Closes the Print Preview window with-
out printing the job.
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Output to HTML

Exports the displayed view of selected or all records
of the current collection in HTML format and creates
HTML pages.

The appearance of the HTML pages created by
Cumulus will correspond to the display of the
records. (See "Output to HTML," p. 97, for details.)

¢ Quit/ A Exit
Quits Cumulus.

The Edit Menu

e

el CHE

Cut Tt
Copy ke
Paste Gty
Delete CtleDel

Select Al Tty
Deselect 4l

Fotate Thumbrail »
Optimige Thumbnal

Freferences. .

Undo

Reverts to the former text entry if you redeceide
while changing a category name.

Cut

Removes the current item or text selection and
places it on the Clipboard so that it can be pasted
elsewhere.

Copy

Copies the current item or text selection and places
it on the Clipboard so that it can be pasted else-
where.

Paste

Places the contents of the Clipboard into the current
location or text insertion point.
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Delete

Deletes the selected records or categories from the
catalog after confirmation of the action. The confir-
mation dialog for deleting records offers two
options: to delete the record only or to delete the
record and its associated asset, too. This is not undo-
able. Make sure that you no longer need an asset or
that you have a copy elsewhere before deleting one.
(Disabled if no records or categories are selected.)

Warning

Do you really want to delete the record "Balloon" 7
This cannot be undone.

[ Delete Record and Asset ] [ Delete Record Only ] I[ Cancel ]l

Select All

Selects all objects or text. The type of selection
depends on which window is active and whether
you have clicked inside a text area.

Deselect All
Cancels any previous selection.

Rotate Thumbnail

Rotates the selected records’ thumbnail images in
one of three ways:

+ 90° clockwise
- 90° counter-clockwise
- 180°
(Disabled if no records are selected.)

The record field Thumbnail Rotation saves the rota-
tion value for a rotated thumbnail. The rotated
thumbnail will be used for previewing, printing,
exporting to HTML and creating slide shows.

NOTE: Catalogs Created with Versions Prior Cumulus 5.5!
If the field Thumbnail Rotation (for storing the rota-
tion value) should be available with catalogs that
have been created with prior versions, this record
field has to be added to the catalog. The field is then
empty. There are two ways to fill it out:

+ Open the Asset Information window and enter
the according value (degree of rotation) manually.

+ Select Asset = Update Record. This will set the
thumbnail back to the asset's orientation. Then
rotate the thumbnail again. The value of the
rotation will then be stored in the Thumbnail
Rotation field.

Optimize Thumbnail

Equalizes the appearance of the selected records’
thumbnails. This is useful for thumbnails that are too
dark, too light, or lacking contrast. The action cannot
be undone, but you can force-update the record to
get back the original thumbnail. (Disabled if no
records are selected.) (See “Update Record,” p. 118,
for information on updating a record, including its
thumbnail.)

Preferences

Opens the Preferences window, from which you can
set global application behaviors. (See “The Applica-
tion Preferences Window," p. 92, for details.)

The View Menu

ChikGhifteP

Palette Mode

Changes the view of the Cumulus application to pal-
ette mode and back. In palette mode the thumbnails
and the contents of record fields are displayed as
defined in the View Customization window. (See
“View Customization,” p. 94, for details.)



In palette mode the Cumulus application will shrink
to a palette that can conveniently be used with
another application. That way you can easily drag
and drop cataloged assets into other applications. All
open collections will be changed to palette mode.
They are displayed on top of each other. The Palette
Mode window can be resized to fit your needs (and
all display changes will be kept when you reopen the
palette mode). All Cumulus functions remain avail-
able; to display the menus select Menu.

A Toolbar
Dl(=] %22 [T 0l g il Elel 2| il@lB]=]e] o2

Toggles the Toolbar on and off.

A Status Bar

[ 313 Cateqories 1 Selected) [0 of 10 Records

Toggles the Status Bar on and off.

Show Category List
Toggles the Category pane on and off.

Show Record List
Toggles the Record pane on and off.

Large Thumbnails

Displays records as large thumbnails (default 256 x
256 pixel) and the contents of record fields as
defined in the View Customization window. (See
"View Customization,” p. 94, for details.) You can
change the default size for thumbnails in the Appli-
cation Preferences. (See “The Application Prefer-
ences Window,” p. 92, for details.)

Medium Thumbnails

Displays records as medium thumbnails (default 128
x 128 pixel) and the contents of record fields as
defined in the View Customization window. (See
"View Customization,” p. 94, for details.) You can
change the default size for thumbnails in the Appli-

THE VIEW MENU I 117

cation Preferences. (See “The Application Prefer-
ences Window,” p. 92, for details.)

Small Thumbnails

Displays records as small thumbnails (default 64 x 64
pixel) and the contents of record fields as defined in
the View Customization window. (See "View Cus-
tomization,” p. 94, for details.) You can change the
default size for thumbnails in the Application Prefer-
ences. (See "The Application Preferences Window,”
p. 92, for details.)

Details

Displays records in a sorted text list as defined in the
View Customization window. (See “View Customiza-
tion,” p. 94, for details.)

Customize
Displays the View Customization window for cus-

tomizing the Thumbnail View or the Details View.
(See “Asset Information,” p. 62, for details.)

Sort By

This is the menu equivalent to the sort buttons at the
top of each column in the Details View. It displays a
list of the available fields. Select the field you want to
determine the sorting.

Sort Direction

Provides two submenus used to change the direc-
tion of the sort order:

- Sort Ascending — Sorts the recordsinan Ato Z
(0-9) direction.

+ Sort Descending — Sorts the recordsinaZto A
(9-0) direction.

Zoom In

Doubles the size of a preview image. Preview images
can be increased to eight times or 800% of their orig-
inal size. (Disabled if no preview window is acti-
vated.)
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Zoom Out

Halves the size of a preview image. Preview images
can be reduced to one eighth or 12.5% of their orig-
inal size. (Disabled if no preview window is acti-
vated.)

Fit to Window

Resizes the preview image to fit inside the main
Cumulus window.

Reset Preview

Resets the preview image to its original size and ori-
entation.

The Catalog Menu

Catalog
Cataloging Dptians. .
Catalog Assets. CtilB

Update Riscord 3
Update Asset Reference

Fropetjes...

Lctivi Monitar

Backup...

Conyer o

Set s Defaul.

Riestore Factory Defaults
New Empty Copy..
Compress

Fighuild..

Recover Deleted Records

Cataloging Options

Opens the Cataloging Options window, from which
you determine the options that Cumulus uses when
cataloging assets. Before you catalog any assets,
make sure the cataloging options are set the way
you want them.

(See “The Cataloging Options Window," p. 88, for fur-
ther details.)

Catalog Assets

Opens a dialog box from which you can select assets
to catalog. Keep in mind that you can also use
Cumulus’ drag-and-drop support to catalog large
numbers of assets at once. A progress dialog is
shown while Cumulus is cataloging the assets.

If you catalog assets from a location where you are
allowed to save files, Cumulus can create a TAG file
for each cataloged asset. The file is named like the
asset with the extension .tag added and is saved in
the folder where the asset resides. TAG files are a
standard exchange file format for metadata informa-
tion on the asset. TAG files hold all of the information
that can be viewed in the Asset Information — and
more. For example, if a particular asset has been cat-
aloged into different catalogs, this information is part
of that asset’s TAG file.

If you want Cumulus to create these TAG files while
cataloging, enable the asset storage module Cumu-
lus Metadata Support in the Cataloging Options,
Assets section and set its properties to Always.

Update Record

Refreshes the selected records with the asset’s up-
to-date information. Assets that have been modified
since they were cataloged should be updated. User-
entered record information is not affected by the
update. Assets that are not available cannot be
updated. (Disabled if no records are selected.)

There are two options for updating:

+ If Asset Has Changed - This updates the record
only if the asset has been modified since it was
cataloged.

+ Always - This forces an update of the record
regardless of whether the asset has been modi-
fied. This is useful if you have changed the cata-
log's thumbnail size setting and wish to refresh
the existing records’ thumbnail images to
reflect the new size. (See "The Catalog Proper-
ties Window," p. 90.)

Update Asset Reference(s)

Updates the path used to find the selected asset files.
If the asset files cannot be found, Cumulus asks you
to locate them. References can only be updated if
the assets are available. (Disabled if no records are
selected.)



Use this option if you have moved a collection of
assets. Once you locate the new location of one of
the missing files, Cumulus attempts to find the
remaining assets in that same directory. If it cannot,
it will ask you to find the remaining assets.

Properties

Opens a window from which you can set options for
the active catalog. (See “Catalog Properties,” p. 69, for
details.)

Activity Monitor

Only Workgroup Edition: Displays information on the
opened catalog.

Backup

Opens a dialog from which you can save a backup
copy of the active catalog.

Convert To

Only Workgroup Edition: Opens a dialog box from
which you can convert the catalog to adapt to
another database engine.

Set As Default

Opens a dialog from which you set the catalog prop-
erties of the current catalog to be used for creating
new catalogs.

Restore Factory Defaults

Opens a dialog from which you can reset the defaults
defined by Canto for creating new catalogs. These
defaults are the ‘out of the box’ settings for the Cata-
log Properties. (Disabled unless another default has
been set)

New Empty Copy

Opens a dialog from which you can create a new
empty catalog with the catalog properties of the cur-
rent catalog.
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Compress

Opens a dialog from which you can compress the
active catalog. (Disabled if the catalog is already
compressed as much as possible.)

Rebuild

Opens a dialog from which you can repair (rebuild)
the active catalog.

Recover Deleted Records

Opens a dialog from which you can attempt to
recover deleted records.

The Category Menu

&t

Mew Fact Cateaory
New Subcategory
New Related Category

Show Driginal Category
Shaw Related Categories
Show Categories Containing
Eind Matching Rrecords
Sawe Matching Assets As

Erpand
Expand Al
Collapse
Collspse All

Information

Opens the Category Information window for the
selected category. For further information, see “Cate-
gory Information Window,” p. 52. The Category Infor-
mation window can show those category fields
which are defined in the Catalog Properties window.
Which fields are displayed depends on the customi-
zation of the window.

The Category Information window is similar to the
Asset Information window. For details on how to use
it and the different field types, see “The Information
Window,” p. 86. You can customize the Category
Information window. You can choose the fields to be
displayed and their order of appearance as well as the
font (size, style, color) used. Depending on the field
type, you may also define the displayed length of a
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field (number of lines) or the picture size. (See "Cus-
tomizing the Information Window,” p. 63, for details).

New Root Category

Creates a new root category for the active catalog.
The category is named “Category” by default, but
you can rename your categories as you see fit.

New Subcategory

Creates a category under the currently selected cat-
egory. (Disabled unless a single category is selected.)

New Related Category

Makes a related category for each of the currently
selected categories. (Disabled unless one or more cate-
gories are selected.) (See “Category Types,” p. 51.)

Show Original Category

Finds and highlights the original category of a selected
related category. (See “Category Types,” p. 51.)

Show Related Categories

Finds and highlights the selected category’s related
category or categories. (Disabled unless a category is
selected.)

Show Categories Containing

Opens a dialog box in which you can type a string of
text that you would like to search for in all category
names of the active catalog. Categories whose
names contain the text string are highlighted.
Related categories are included in the search.

For example: Typing “0a” would find categories
called “Boats” and “Qasis.”

Find Matching Records

Finds all records that are associated with the
selected categories. This is the menu equivalent to
double-clicking on category icons. (Disabled unless
one or more categories are selected.)

Save Matching Assets As

Opens a dialog box from which you can choose a
destination. Cumulus then copies the assets of
records that are associated with the selected catego-
ries to the location you selected. The assets are saved
in folders named for the categories selected.

This option is handy for collecting production files
for output (assuming the files all have at least one
common category, such as project name).

Expand

Expands the selected categories to reveal sub-
categories. This works the same as clicking on the

) right-pointing triangle icon / A plus sign icon to
the left of the parent category's folder icon. (Disabled
if no parent categories are selected.)

I =My First Catalog” = B H|

{8 My First Catalog

{8 My First Catalog
B dloons
(1 Boats
=-(0 Scenes

[ Clouds

3 Rainbow
-0 Water
(5] Boats frelated)
(1 Lake
(1 Oeean

SEl

Mac OS and Windows collapsed and expanded categories.

Expand All

Expands all parent categories to reveal subcategories.
(Disabled if all parent categories are already expanded.)

Collapse

Collapses the selected parent categories to hide sub-
categories. This works the same as clicking on the

& down-pointing triangle icon / A minus sign icon
to the left of the parent category’s folder icon. (Dis-
abled if no expanded parent categories are selected.)

Collapse All

Collapses all parent categories to hide subcategories.
(Disabled if all parent categories are already collapsed.)



Mail Ta...

Eind Records... Ctil+F
Find Records [n Al Callections

Find All Becords Ciri3
Remaove Record from Collection Dl

Insert Condition Before
Insert Candition After
Duplicate Condition
Delete Condiion
Delete Al Condtions

Slide Show.

New
Opens a submenu with two options for creating a
new collection.

+ From Selection — The new collection will con-
tain the currently selected records.

+ Empty — The new collection will be empty.

Open
Opens an existing collection via the standard open-
file dialog box. [y The file extension for a collection
is: .cfe

NOTE: You can only open a collection, if you have
access to the catalog from which the collection was
Created.

Save
Saves the collection as it is shown.

Save As

Saves the collection as it is shown under a new
name. A dialog box is displayed for you to name the
new collection.

Mail To

Use this option to attach the collection to an outgo-
ing e-mail message. But remember: Since a collec-
tion is always connected to its catalog, it is necessary
for the recipient to have access to the catalog ‘serv-
ing’ the collection.
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Find Records

Opens or activates the Find window. (See “The Find
Window and Sample Search Options,” p. 59, for details.)

Find Records In All Collections

Using the query in the Find window, Cumulus
searches through all open collections. (Disabled
unless the Find window is open.)

NOTE: All open collections will be replaced by the
search result. Using Find Records In All Collections
overrides the option to show found records in a new
collection.

Find All Records

Resets the current selection of records to the entire
contents of the catalog. This is useful after a search
operation has reduced the number of visible records.

Remove Record from Collection

Removes the record from the current collection but
not from the catalog. (See "Delete,” p. 116, for delet-
ing a record from a catalog.)

Insert Condition Before

Inserts a new search condition before the current
condition. You make a condition current by clicking
inside any of its fields. This is the menu equivalent to
clicking the &l button in the Find window.

Insert Condition After

Inserts a new search condition after the current con-
dition. You make a condition current by clicking
inside any of its fields. This is the menu equivalent to
clicking the & button in the Find window.

Duplicate Condition

Duplicates the current condition. This is useful if you
want to add a new condition that is similar to an
existing condition. The new condition is added
below the current condition. You make a condition
current by clicking inside any of its fields.
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Delete Condition

Deletes the current condition and makes the condi-
tion before the deleted condition current. There is
no undo for this action. You make a condition cur-
rent by clicking inside any of its fields. This is the
menu equivalent to clicking the ¢ '@' icon/ A ¥
button in the Find window.

Delete All Conditions

Deletes all search conditions in the Find window.
There is no undo for this action.

Slide Show

Opens a dialog from which you can create a slide
show displaying the assets’ previews of previously
selected records. (QuickTime needs to be installed
on your computer — QuickTime 4.0 is recom-
mended). Once you have created a slide show, you
can save it as a QuickTime movie and/or e-mail it.

For further information, see “Slide Show,” p. 98.

The Asset Menu

Information Chill
IFTE Information... CalShifts
Previsw Chler

Shaw Location CilR
Open with »
Pint with 5
Copy To..

Move Ta

Mail To...

Convert To.

Check Out
Undo Check Out
Check In.

Show Histary.

Information

Opens the Asset Information window for the selected
record(s). (Disabled when no record is selected.) (See
“Asset Information Window,” p. 62, for details.)

IPTC Information

Opens the IPTC Information window that provides
special access to the IPTC information on the asset(s)

stored in the selected record(s). (Disabled when no
record is selected.) (See “IPTC Information Window,”
p. 63, for details.)

Preview

Opens a preview window for each of the selected
records. The records’ assets must be available to dis-
play the Preview window. The type of window
opened depends on the asset type. Image previews
can be zoomed in or out. (See “Zoom In," p. 117, and
"Zoom Out,” p. 118.) You can also copy all or part of
an image preview to the Clipboard. To copy the
entire preview image:

1. Activate the window with the preview image
you want to copy.

2. Select Edit=Select All.
3. Select Edit=Copy.

The preview image is on the Clipboard and may be
pasted into other applications. Remember, this is a
copy of the preview image, not the actual asset. To
select a portion of the preview image:

1. Click and hold the mouse down in the upper

left corner of the region you want to copy.

2. Dragthe mouse to the lower right of the region.
A box is drawn around the selected area.

3. Select Edit= Copy.



The selected portion of the preview image is on the
Clipboard and may be pasted into other applications.

[0 =salloon Race » 58%=HH

i AO_M_AIF [_[o]x]

Windows audio clip preview and
Mac OS image preview zoomed
out to 50% of its original size.

Show Location

Locates the selected records’ assets and displays
them, e.g., in the ¢ Mac OS Finder or B} Windows
Explorer. (Disabled if no records are selected.)

Open With

Opens the selected records’ assets with either the
application that created the assets (if it's known and
available), or another application of your choice.
Applications you choose are added to the menu.
You can add up to four. The fifth addition replaces
the first, and so on. You cannot manually delete any
of the added applications. (Disabled if no records are
selected.)

Print With

Prints the selected records’ assets with either the
application that created the assets (if it's known and
available), or another application of your choice.
Applications you choose are added to the menu.
You can add up to four. The fifth addition replaces
the first, and so on. You cannot manually delete any
of the added applications. (Disabled if no records are
selected.)

Copy To

Copies the selected records’ assets to the location
specified in the dialog box that appears. The original
assets are left alone. (Disabled if no records are
selected.)
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Move To

Copies the selected records’ assets to the location
specified in the dialog box that appears and updates
the records’ asset references to point to the new
location. The original assets are deleted. (Disabled if
no records are selected.)

Mail To

Use this option to attach an asset to an outgoing e-
mail message. Your default e-mail application is
launched.

Convert To

Opens a dialog for converting the asset associated
with the selected record to another file format. The
target formats depend on the availability of Cumulus
Converter modules.

NOTE: If you have selected multiple assets' records,
the chosen settings will be applied to convert all
selected assets.

The following Converter modules are available with
a Cumulus standard installation:

+ Pixel Image Converter
+ ZIP AssetProcessor

The Pixel Image Converter allows you to convert
any cataloged pixel image into the following formats
on the fly: JPEG, TIFF, BMP and PDF

To convert one or more cataloged asset(s):
1. Select the record(s) representing the asset to
be converted.

Select Asset=Convert To menu command.

3. Ifyou have activated multiple AssetStores,
select the respective AssetStore to manage
the converted destination asset.

NOTE: If you select the Vault or the URL Asset-
Store as the managing AssetStore the Pixel
Image Converter won't produce a real file but
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a virtual one. Cumulus will manage this vir-
tual file as a regular asset.

4. Choose a destination for the converted
asset(s).

5. If you have activated multiple Asset Convert-
ers, select Pixel Image Converter as Asset
Converter.

The Convert Pixel Image dialog opens.
6. Select the parameters for the conversion:

- To maintain the current proportions of
pixel width to pixel height, select Constrain
Proportions.

Under Pixel Dimensions, enter values for
width and height. To enter values as per-
centages of the current dimensions, choose
Percent as the unit of measurement.

+ Under Document Size, enter values for
width, height, or resolution. You can
choose different measurement units. To
enter values as percentages of the current
dimensions, choose Percent as the unit of
measurement.

Under Format, first select the file format for
the conversion. Depending on the selected
file format the available further parameter
change.

+ To store IPTC metadata with TIFF and JPEG
images, select Store IPTC Information.

7. Click OK.

The selected asset(s) will be converted and stored
under the name of the orignal asset in the selected
destination. The Pixel Image Converter will automat-
ically add the correct ¢ File Type and Creator /

M file extension to the file name.

The ZIP AssetProcessor compresses assets into Zip
archives.

To compress cataloged assets into Zip archives:

7.

Select the record(s) representing the asset to
be compressed.

Select Asset= Convert To menu command.

If you have activated multiple AssetStores,
select the respective AssetStore to manage
the destination ZIP asset.

NOTE: If you select the Vault or the URL Asset-
Store as the managing AssetStore the ZIP
AssetProcessor won't produce a real file but a
virtual one. Cumulus will manage this virtual
file as a regular asset.

Choose a destination for the ZIP asset.

Select ZIP AssetProcessor as Asset Con-
verter. The ZIP AssetProcessor Parameter dia-
log opens.

Select the parameters for the conversion:

+ Under Archive Name you have to choose a
name for your ZIP asset. The ZIP AssetPro-
cessor will automatically add the extension
"zip" to the file name. On Mac OS this
means that the name can be up to 27 char-
acters in length without the extension.
NOTE: If you choose an existing ZIP asset as
archive name, the ZIP AssetProcessor will
update the already contained assets and
append new assets.

+ Under Store as MacBinary Format you can
determine the assets to be stored including
the Mac OS resource fork, data fork and
finder information (e.g. File Type/Creator).
This option should only be activated, if the
file will definitely be extracted under
Mac OS, as the MacBinary format cannot be
extracted properly under Windows or UNIX.

Click OK.

The selected asset(s) will be compressed and the ZIP
asset stored in the selected destination.



Check Out, Undo Check Out, Check In, Show History

These options are only available when Cumulus Vault
is installed with a Cumulus Workgroup Edition.

The Special Menu

This menu contains special functions. For further
information, see “Additional Functions,” p. 127.

The Window Menu

« Textures s 1 LCascade
Textures ® 2 Tile
Illustrations » May
Illustrations » April

Arrange |cons
Move Spit

The contents of the Window menu change to reflect
the names of all open windows. Use it as a quick way
to bring hidden windows to the front.

& On the Mac OS, each of the windows belonging
to an open catalog are arranged with that catalog in
the menu. This provides a great way of making sure
you have selected the Find or Category window you
intended.

A The Windows version of the menu has some addi-
tional items:

+ Cascade — Overlaps multiple open windows.

+ Tile — Resizes and repositions all open catalog
windows so that each can be seen.

+ Arrange Icons — Arranges the minimized win-
dow icons along the bottom of the main Cumu-
lus window so that each can be seen.

+ Move Split — Grabs the categories/records
dividing line for the active catalog window so
that it can be moved. You can also select this
line manually by positioning the mouse pointer
over it, then clicking and dragging.
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The Help Menu

About Balloon Help... Contents and Index
Show Balloons Help an o
What's this? Shift+F1

About Cumulus...
License

About Balloon Help

Mac OS system menu introducing Balloon Help,
Apple’s online help system. Cumulus does not
include Balloon help. This menu appears in adher-
ence with Apple’s application developer guidelines.

Show (Hide) Balloons

Turns the Mac OS Balloon help system on and off.
Cumulus does not include Balloon help. This menu
appears in adherence with Apple’s application
developer guidelines.

A Contents and Index

Opens the table of contents and searchable index
window for Cumulus’ online help system.

M HelpOn

Opens context-sensitive help. This type of help pre-
sents information based on the selected item in the
program. For example, if a record is selected, the
help system presents information on using the
Record pane. You can also press F1 on your key-
board to reach the same help. But F1 offers the addi-
tional benefit of being able to get help on a selected
menu item.

A What’s This?

This options adds a question mark to the mouse
pointer, indicating that you are to click on some-
thing. The object you click on will be the topic of the
help presented. This also works with menus.
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A About Cumulus

Displays a dialog box that shows the version of
Cumulus you're using. It also provides a button that
launches your default Web browser and initiates a
connection to the Canto Web site. This requires an
Internet connection. (See the Microsoft Windows
documentation for information on setting your
default Web browser.)

M License

Presents a dialog box from which you can view the
user's identification information and register Cumulus.
You can choose to register via Web or registration form.
(For further details, see “Product Registration,” p. 21.)



No program can be all things to all people. But Cumulus comes
close to this ultimate goal by allowing you to automate tasks via
its APl (Application Programming Interface). The Standard
Cumulus APl enables you not only to automate tasks within
Cumulus, but also to make separate applications act together

through inter-application communication.
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Technology

The Scripting APl is based on the support of
AppleEvent on Mac OS and OLE Automation in Win-
dows. In general, all of the functions and content of
Cumulus (collections, records, etc.) can be accessed
by means of these two technologies. The capabilities
of the Scripting API offer the potential to realize solu-
tions specific to your situation, from simple exten-
sion of basic Cumulus functions to complex
integration of Cumulus with other applications.

AppleEvent and OLE Automation are supported by the
following popular programming/scripting languages:
> Apple’s AppleScript (applescript.apple.com)

M Borland's Delphi (www.borland.com)
- Microsoft's Visual Basic (www.microsoft.com)
+ B Microsoft's Visual C++ (www.microsoft.com)

- [ Sybase’s PowerSoft PowerBuilder
(www.sybase.com)

« © B Userland’s Frontier (www.userland.com)

It's obviously beyond the scope of this guide to
explain the process of application writing. Please con-
tact the publishers of each of the languages listed for
referrals to educational materials if you need them.

Cumulus API Examples

The standard Cumulus installation comes with addi-
tional functions which represent examples using the
Scripting API. You can use these examples as they
are or modify them to suit your needs.

The description of different Scripting APl examples
that are included with Cumulus may give you some
ideas about how you can apply Cumulus automation
to your workflow. The source code for all examples
described here is included on the Cumulus CD, so
you can change it to adapt to your local processes.

Finding and Assigning the Included Examples

The examples included with Cumulus are either
assigned to certain menus by default or stored in the

Additional Functions folder (subfolder of the Menu
Commands folder). You can easily assign a function
to a menu by copying (or moving) the example to
the folder of the menu (subfolders of Menu Com-
mands folder). If there is no folder for the menu to
which you would like to assign the function you
have to create one (named as the menu, e.g. File or
View). You can also assign functions to the menus of
the Asset, Category or IPTC Information window.
Therefore you have to create corresponding folders
as subfolders of Menu Commands folder; named:

+ Information
« [PTC Information

Inthese folders you have to create subfolders named
as the menu to which you want to assign the func-
tion (e.g. Asset, Category, Edit).

You can also assign a function to a context menu
(alternate mouse button actions) by copying it to
corresponding folder. You have to create these fold-
ers as subfolders of Menu Commands folder:

+ (Category Context Menu

+ Selected Category Context Menu
+ Asset Context Menu

+ Preview Context Menu

For a list of all included examples, see “Using the
Additional Functions” below.

Editing the Included Examples

The examples that Canto provides with Cumulus can
serve as learning tools to help you get your own
applications up and running. By exploring the way
these examples were written, you can get a good
idea of the possibilities available to you.

» The examples included with the Mac OS version
of Cumulus were written in AppleScript. They are not
compiled, nor protected, so you can open and mod-
ify them using any AppleScript editor. If you plan to
edit any of the included examples, make sure you
work from a backup copy of the file.



B The Windows examples, written in Visual Basic,
are compiled and therefore not readable. But Canto
has provided source code files for the applications on
the Cumulus CD-ROM so that you can see how they
were built. Find the source code files’ folder Cumulus
APl Examples inside the English folder on the disc.

Using the Additional Functions

Asthe menuassignments can be changed easily, the
additional functions and their descriptions in this
section are listed in alphabetical order.

Assign Selected Categories

Assigns a selection of records to a selection of cate-
gories, or vice versa. (This is the opposite of "“Detach
Selected Categories,” p. 130.)

@'
1. Select one or more records.

2. Select one or more categories to which you
want to assign the selected records.

3. Select Asset (default)= Assign Selected Cat-
egories. The records are assigned to each of
the categories in the selection.

Assign Status to Records
Assigns a status term to a selection of records.
1. Select one or more records.

2. Select the assigned menu= Assign Status to
Records. A dialog box opens from which you
can see a list of the current status terms in
the catalog.

3.
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M Select/ & Enter a status term from the list
and click OK. The term is applied to each
record in the selection.

Check After Location Changed

Updates records in the active catalog to reflect a new
location of their assets. This is useful if you have cat-
aloged assets from a remote drive or volume that has
since been renamed or have simply moved cata-
loged assets to a new location. Without this applica-
tion, the records would still “point” to the old asset
paths. This application does not overwrite, move or
otherwise affect asset files at all.

o

1.

Select one of the records in the active catalog
that still points to the old location of the
assets.

Select Asset (default)= Check After Location
Changed. A dialog box appears asking you
to locate the selected asset in its new loca-
tion.

Find the selected record’s asset on the newly
renamed drive or volume and click Open. A
window remains on the screen from which
you can select some additional options for
the update. (See the example below.)

After you select the options you want, click
Check Now. The application searches the
active catalog for all of the records that point
to the old location of the assets and updates
them to the new location.

The easiest way to understand how the options work is
to use an example. For our example we'll use three files:

+ C\Images\filel,jpg

C\Images\Scenes\file2.jpg

+ C\Data\Sounds\Music\file3.jpg

Www.canto.com



130

CUMULUS® SINGLE USER GUIDE

Before running the application, we'll select the first

file. Let's say that D:\New is the new location of the

files. Below are the ways the three buttons affect the
files:

W IncludeYolume [ Include Path ™ Include Subfalders

- DN\Images\file1.jpg
+ C\Images\Scenes\file2.jpg
-+ C\Data\Sounds\Music\file3.jpg

The volume/drive was changed for the first file we
selected.

W lnclude Yolurme B Include Path ™ Include Subfalders

+ D:\New\file1.jpg
+ C\Images\Scenes\file2.jpg
-+ C\Data\Sounds\Music\file3.jpg

The volume/drive as well as the file path were
changed for the file we selected.

W Include Yolume W Include Path W Include Subfolders

+ D:\New\file1.jpg
+ D:\New\file2.jpg
- C\Data\Sounds\Music\file3.jpg

The volume/drive and the file path were changed for
the file we selected, as well as for file2, because file2
was located in a subfolder of file1. The subfolder was
not retained and now file2 is in the same folder as
filel.

W Inchude Yalume [~ Include Path ¥ Include Subfolders

+ DN\Images\file1,jpg
+ D:\Images\Scenes\file2.jpg
+ D:\Data\Sounds\Music\file3.jpg
The volume/drive was changed for all of the files.

The buttons in the lower half of the box are:

+ Change asset reference - If the asset already
exists in the new location, the record’s asset refer-
ence (only) is updated to reflect the new location.

+ Change asset reference and update asset at
new location - If the asset already exists in the
new location, the record is completely updated
toreflect the new location and any changes that
might have been made to the asset.

+ Leave record untouched - If the asset is not
found in the new location, the record is not
affected.

+ Delete record - If the asset is not found in the
new |location, the record is deleted.

Count File Formats

Creates a text listing of the asset file types of the cur-
rent collection of records in the active catalog. Each
entry also lists the number of records whose assets
are of that type. You can copy the selection and
paste it into other applications using the standard
copy and paste techniques.

1. Select one or more records.
2. Select the assigned menu= Count File For-

mats. The file types are counted and displayed
in a text window.

Detach Selected Categories

Detaches a selection of records from a selection of
categories, or vice versa. (This is the opposite of
“Assign Selected Categories,” p. 129.)

@.
1. Select one or more records.

2. Select one or more categories to which you
want to detach from the selected records.



3. Select Asset (default)= Detach Selected Cat-
egories. The records are detached from each
of the categories in the selection.

Export to FileMaker

Creates a FileMaker database record for each record
in the selection of records of the active catalog.
(Requires FileMaker.) A properly structured database
is provided.

1. Make a copy of the FileMaker database found

in the folder named Other so that you'll have
a clean version the next time you need it.

2. Select one or more records in Cumulus.

3. Select Special (default)=Export to File-
Maker. Select the desired FileMaker database
in the dialog box that appears. Database
records are created.

A Export Records to Access

Exports the selected records in the active catalog to
a Microsoft Access database file. Thumbnail data is
included in the export as a BMP binary data stream in
BMP file format (not as an OLE object, to view it you
have to write a program or application).

1. Select one or more records.
2. Select Special (default)=Export Records To

Access. A dialog box opens from which you
can choose one of the following options:

+ Append record if table exists
+ Replace table if it exists
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3. Choose an option and click Start Export. A
dialog box appears from which you can
choose a name and location to save the file.

4. Name the file and click Save. The data is
exported.

Find Via Matching Categories

Finds records in the active catalog that are assigned
to some or all of the same categories as the selected
records.

@‘
1. Select one or more records.

2. Select Collection (default)=Find Via Match-
ing Categories. A dialog box asks if you want
records that have some assignments in com-
mon, or the exact same assignments.

3. Click on the search type of your choice. The
records are found and replace the current col-
lection.

A Find Via Similar Thumbnails

This application is similar in nature to using the Find
window to locate a similar thumbnail. The difference
is that this application can find similar thumbnails for
more than one record at a time. It searches the entire
catalog.

1. Select one or more records.

2. Select the assigned menu=Find Via Similar
Thumbnails. Records that have thumbnails
that are similar in brightness and contrast to

those in the selection are found and replace
the current collection.

Www.canto.com
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Hot Folder

Watches a single asset folder for additions. Catalogs
any assets added to the folder into the active cata-
log. (] Works only on NTFS.)

1. Select Special (default)=>Hot Folder.

2. Awindow appears from which you can select
a folder to watch.

3. Select a folder and a time interval for the
application to check the folder.

4. M Click Start.

You can drag a folder & onto the Hot Folder appli-
cation icon / A} to the dialog box to start it. This
automatically selects the folder to be watched.

NOTE: Hot Folder & Central Location

Do not activate the Hot Folder Function along with
Central Location. With Central Location activated,
the same assets are always cataloged as duplicates.
With both activated together, all assets in the
selected folder would be cataloged whenever an
asset is added to the folder.

Join Duplicate Categories

Searches the active catalog for duplicate categories.
If any are found, the contents are merged into one of
the categories. The remaining category is renamed
to indicate that it is a duplicate. You are given the
option of deleting the duplicate categories.

1. Open the catalog in which you want to
search for duplicate categories.

2. Select Category (default)= Join Duplicate
Categories. The application searches for

duplicates. If found, the contents are merged
into the first occurrence of the category, and
the duplicates are renamed. You are then
given the option of deleting them.

Live Search

Continually runs the search query that was active in
the catalog’s Find window when the application was
launched.

1. Select Collection (default) = Live Search.

2. Select a time interval for the application to
repeat the search and click § Start/ @& OK.
The search is repeated at the interval specified.

> Merge Folder Categories

This application affects only those categories cre-
ated automatically by Cumulus when cataloging. If
some of a catalog's assets were cataloged from a
Windows computer and others were cataloged from
a Mac OS computer, then you may have catalog
structures that are the same, though named differ-
ently because of the directory-naming convention
differences between the two operating systems. This
application merges those two category structures
into one and leaves a related category linked to the
Mac OS folder where the Windows folder used to be.
It does not affect other categories.

Move Folder

Moves a folder of assets (and its subfolders) and
updates the assets' records to reflect the folder's new
location.

NOTE: The subfolders are dissolved when you move
folders with this application.



1. Select Special (default)=Move Folder. A dia-
log opens from which you select the folder

you wish to move (] as well as where to
move it).

2. © Choose a folder to move and click the
button with the selected folder's name.

[ Choose the folder's current location in the
top field. You can use the button to the right
of the field to browse to the location.

3. © Choose alocation to move the folder to

and click the button with the selected desti-
nation folder’s name.

A Choose the folder's new location in the
bottom field. You can use the button to the
right of the field to browse to the location.
Click Move.

4. The folder and its contents are moved. If a
newer version of an asset being moved would
be overwritten by an older version in the
move, you are prompted to confirm the
action.

New Category from Date

Creates a new category in the active catalog that
uses the current date and time for its name.

1. Open the catalog in which you want to add
the new category.

2. Select the assigned menu=New Category
from Date. The new category is added to the
categories list.
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Optimize for Safety

Presents a number of options from which you can
select settings that favor data safety over performance.

1. Select the assigned menu= Optimize for
Safety.

o Thefirst of a series of dialog boxes /
M the options window appears.

[¥ Keep delsted records ?

[¥ Add damaged assets automatically to the list of excluded assets ?

Mark options you want to change.
Unmarked options will be left untouched.

Select the options you want and click OK.
The catalog options are changed.

Optimize for Speed

Presents a number of options from which you can
select settings that favor performance over safety.

1. Select the assigned menu= Optimize for
Speed.

o Thefirst of a series of dialog boxes /
M the options window appears.

Www.canto.com
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¥ Pemanently remave deleted records ?

[V Disable ths ceniral asset stare ?

¥ Clearlist of excluded assats ?

¥ Switch off adding dsmaged assats ta the list of excluded assats ?
¥ Suppress show progiess while catalaging ?

[V Use thumbnails stored in the asset when catalaging ?

¥ Use nomal thumbnail quaity for ine art images 2

¥ Use nomal thumbnail quaity for arayscals images 7

¥ Uss nomal thumbnail quaity for color images ?

[V Disable automatic thumbniail optimization ?

Mark options you want to
Unmarked options will be left untouched

Close

2. Select the options you want and click OK. The
catalog options are changed.

PICT File to Thumbnail

Replaces the selected record’s thumbnail image
with a PICT file of your choice.

1. Select the record whose thumbnail you wish
to replace.

2. Select the assigned menu=PICT File to
Thumbnail. A dialog box appears from which
you can select a PICT format image.

3. Selectanimage and click OK. The selected
record’s thumbnail is replaced by the PICT file
at the size specified in the Catalog Properties.

[ Picture to Thumbnails

Replaces the thumbnails of the selected records
with a chosen BMP, JPEG or GIF image.

1. Select one or more records for which you
wish to select a new thumbnail image.

2. Select the assigned menu=Picture to
Thumbnails.

3. Click Assign Thumbnail. A dialog box appears
from which you can choose an image file.

4. Choose an image and click OK. The thumb-
nails are replaced by the chosen image at the
thumbnail size specified in the Catalog Prop-
erties window.

Prepare To Write IPTC

If you want to write back IPTC data to assets, your
Cataloging Options (entry for the IPTC filter acti-
vated) and the catalog managing these assets must
be prepared for this feature. IPTC record fields have
to be added and their properties have to be enabled
for field linking, also Writing Metadata to Asset must
be activated in the General Catalog Properties.

The script Prepare To Write IPTC makes the process of
preparation easy. This script prepares the Cataloging
Options of the user (who started the script) to be able
to write IPTC data back to assets. For Single User and
administrators of the Workgroup and Enterprise Edi-
tion it also prepares the current catalog.

1. Select Special (default) => Prepare To Write

IPTC. A dialog box opens.

[¥ Prepare Cataloging Options

This activates the asset format entry of the IFTC Filter

Cancel

Prepars th Frontmost Catalog
¥ Prepars Catalog Propertiss [Sdministrator Orly)

This adds all IPTE Filer fields ta the record field list of the
frantmost catalog and/or updates the prapertiss of these fislds.
It also sets the General Catalog Froperty "wiiing Metadata to
Asset' to "Silently’ if necessary:




2. Select the options you want and click OK.

NOTE: 'Silently!" if necessary
This is only necessary when Never was previ-
ously activated; Always remains unchanged.

3. Adialog opens displaying the fields that will
be added to the catalog.

Prepare To Write IPTC

The following fislds will be: added to your catalog or their
properies wil be updated.
Do you want to do this?

Concel |

[Sewice 1d -
Supplemental Categaries
Keywords

IPTC Categary

IPTC Date Created
IPTC Time Created

Date Sert

Time Sent

Org. Trans. Ref

Cauntiy

City

Province/State

Obiect Name

Credits

Source

Byiine

Byline Titls

Urgency

Special Instructions
Headine

Caption

Caption Wiiter

Copyright Netice:
Originating Program
Fisture Id

Caurntiy Code

Object Cycle

Edit Status

Pelease Date

Release Time

Reference Service
Reference Date
Reference Number _
Program Yersion J

All added fields’ properties are set to Allow
User to Edit and the linking of the fields is set
to When Saving to Asset.

4. Click OK.

A message will inform you when script was
finished successfully.

. QuarkXPress Contact Sheet

Creates a QuarkXPress contact sheet of the selected
records. (Requires QuarkXPress.)

1. Select one or more records that you want to
include on the contact sheet.
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2. Select Special (default)=QuarkXPress Con-
tact Sheet. QuarkXPress is launched, if it's not
already running, and a new document is cre-
ated. The thumbnail images are placed inside
picture boxes and the record names are
placed inside text boxes below the pictures.
The QuarkXPress “Normal” paragraph style is
applied to the record names.

NOTE: The function will only work, if you have access
to the original asset.

Redirect Asset Reference

Redirects the selected records to point to different
assets.

@‘
1. Select one or more records.

2. Select Asset (default)= Redirect Asset Refer-
ence. A dialog opens for each selected
record from which you select an asset.

3. Find the asset that the record should point to
and click Open. The record is changed to
point to the selected asset.

If the selected asset has a different modification date,
you are asked if you would like to update the record.
Be careful when using this application. It's easy to
mistakenly redirect a record to the wrong asset file.

Satellite

Displays a window that shows an at-a-glance view of
the selected record, including thumbnail, categories
listing and notes. You may use Satellite if you want to
see some information on an asset but don’t want to
open the Asset Information window.

Www.canto.com
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1. Select assigned menu= Satellite. The Satel-
lite window appears.

Arrange the window so that you can see it and the
catalog window. When you select arecord in the cat-
alog window, the record’s information appears in
the Satellite window.

Show Category Folder

Works only on directory categories. A window with
the corresponding directory is opened.

1. Select one or more directory categories.

2. Select Category (default)=> Show Category
Folder.

If more than one category is selected, a win-
dow will be opened for each category.

A Thumbnails to BMP Files

Exports the thumbnail images of the selected
records in the active catalog to Windows (bmp) files.

1. Select one or more records.

2. Select the assigned menu= Thumbnails To
BMP Files.

3. Click Export. A dialog box opens from which
you can choose a location.

4. Choose a location to save the file and click OK.
The thumbnails are saved.

.. Thumbnails to PICT Files

Creates a PICT format image file for each selected
record’s thumbnail.

@.
1. Select one or more records whose thumb-
nails you wish to save.

2. Select the assigned menu=Thumbnail to
PICT Files. A dialog box opens for each
record from which you can select a file name.

3. Select a file name for the exported thumbnail
image and click Save. The thumbnails are
saved.



The first section of this appendix outlines the alternate mouse
button actions and provides references to their explanations
elsewhere in this guide. The second section gives a list of key-

board shortcuts to common menu commands and options.
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Alternate Mouse Button
Actions

Alternate mouse button actions can be used exten-
sively throughout Cumulus. With A the right mouse
button/ @ Control key + mouse button you can
access shortcuts to menu items found elsewhere in
the program. Which shortcuts are accessed depends
on where the alternate mouse button action is exe-
cuted. The alternate mouse button actions available

from different areas in the program are outlined below.

NOTE: You can assign additional functions to alter-
nate mouse button actions by copying Cumulus API
examples or other executable files to the correspond-
ing subfolders of Menu Commands folder. (See
“Additional Functions,” p. 127, for further details.)

Record Pane

Information

If you alternately click in the

IFTC Information. ..

background area of the Record iz
pane, your only option is to 2
paste a previously copied record, Paste

Update Riscord »
Update Asset Reference

thereby adding it to the catalog.
The copied record can be from
the same or a different catalog.

Eiotate Thumbnail 5
Optinizs Thumbnai

Shaw Location
Open with 5
Print wits 3

If the copied record’s asset has

already been cataloged in the TR
active catalog, it is copied/dupli- | tamms
cated only if Add Duplicates is

enabled in the Cataloging Options window. If not, an
error message tells you that the asset has already

been cataloged.

If you click on a record directly, the options are:

+ Information — Opens the Asset Information
window of the selected record’s asset. (See
“Information,” p. 122.)

+ IPTCInformation — Opens the IPTC Information
window of the selected record’s asset. (See
“IPTC Information,” p. 122

+ Preview- Opens a preview window for the
selected record. (See "Preview,” p. 122.)

+ Cut - Deletes the selected record and places it
on the Clipboard for pasting elsewhere.

+ Copy - Copies the selected record to the Clip-
board for pasting elsewhere.

« Paste - Pastes the record from the Clipboard
into the catalog. (This depends upon Cataloging
Options. See paragraph above.)

If Asset has Changed Cil+l)
Always

« Update Asset Reference - Updates selected
record’s asset reference. (See “Update Asset Ref-
erence(s)," p. 118)

+ Update Record - Displays
options for updating
selected record.

+ Rotate Thumbnail - Options for rotating
selected record’s thumbnail image. (See “Rotate
Thumbnail,” p. 116)

« Optimize Thumbnail - Optimizes selected
record’s thumbnail image. (See “Optimize
Thumbnail,” p. 116)

» Show Location - Finds the location of the selected
record’s asset. (See “Show Location,” p. 123

« Open With - Opens selected record’s asset with
a specified application. (See “Open With," p. 123.)

* Print With - Prints selected record’s asset with a
specified application. (See "Print With,” p. 123

« Copy To - Copies selected record’s asset to
specified location. (See “Copy To,” p. 123.)

+ Move To - Copies selected record’s asset to
specified location and deletes original copy.
(See "Move To,” p. 123)

» Mail To — Attaches selected record’s asset to an
outgoing e-mail message in your default e-mail
application. (See "Mail To," p. 123))

Category Pane

Alternately clicking on the Hew it Calsgpy
background of the Category
pane (& when no category is
selected) presents a menu

with four options:

Show Categories Containing

Expand Al
Collapse Al




+ New Root Category — Creates a new root-level
category. (See “New Root Category,” p. 120.)
Show Categories Containing — Presents a dia-
log box in which you can enter text for Cumulus
to search for in category names. (See “Show Cat-
egories Containing,” p. 120.)

+ Expand All - Expands all categories to reveal any
subcategories within them. (See “Expand All," p. 120))

Collapse All - Collapses all categories to hide
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+ Expand - Expands selected category to reveal
its subcategories. (Disabled if no subcategories
exist.) (See “Expand,” p. 120.)

+ Collapse — Collapses selected category to hide
its subcategories. (Disabled if no subcategories
exist or the category is already collapsed.) (See
“Collapse,” p. 120.)

Asset Preview Windows

any subcategories within them. (See “Collapse Frominside an asset preview window, Bz,
All," p. 120.) you can use the alternate mouse but- &=
ton action as a shortcut to the Pre- Tzomin |
Category Icons view menu option, with a few o
. additional options. PeatPiaven
If an alternate click in the Cate- Forision.. P Eeolmain b

Mew Subeategary
New Related Category

gory pane is directly on top a
category icon (& when a cate-
gory is selected), the menu
options increase:

Show Driginal Category
Shaw Related Categories
Find Matching ecords
Sawe Matching Assels &s..

Erpand
Gollarse

+ Information — Opens the
selected category’s Infor-
mation window. (See “Information,” p. 119.)

+ New Subcategory - Creates a new subcategory
under the selected category. (See “New Subcat-
egory,” p. 120.)

+ New Related Category — Creates a new related
category for the selected category. (See “New
Related Category,” p. 120)

+ Show Original Category — Highlights the origi-
nal category if the selected category is a related
category. (See “Show Original Category,” p. 120.)

+ Show Related Categories — Highlights the
selected category’s related category if one
exists. (See “Show Related Categories,” p. 120.)

+ Find Matching Records — Finds and displays
records belonging to the selected category.
(See "Find Matching Records,” p. 120.)

- Save Matching Assets As — Finds and saves to a
specified location, the assets associated with the
records belonging to the selected category. (See
“Save Matching Assets As,” p. 120.)

+ Print Preview — Opens the Print
dialog box from which you can
print the preview image (not the actual asset) to
the currently selected printer.

+ Copy - Copies the selected portion of the pre-
view image to the Windows Clipboard for past-
ing elsewhere. (Click and drag in the preview
image to draw a box around the area you wish
to copy.)

+ Select All - Selects the entire preview image.

+ Zoom In — Zooms in on the preview image,
thereby increasing its visible size.

« Zoom Out — Zooms out from the preview
image, thereby reducing its visible size.

+ Fitto Window — Resizes the preview image to fit
inside the main Cumulus window.

+ Reset Preview — Resets the preview image to its
original size and orientation.

+ Rotate Preview - Rotates the preview in one of
three ways:

- 90° clockwise
- 90° counter-clockwise
-180°
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M Text Entry Areas + Field content of real and integer fields inside the
You can alternately click inside any of - Asset Information window (e.g., Horizontal Res-
the text entry areas as a shortcut to the o olut'|on.and Image Height)

standard text edit menu options. . * Ahighlighted category’s name (must be
Example locations wherethismenucan = Sttal | selected for editing)

be used are: + Field for inserting a term to a String List

+ Find window Value field
+ Name field inside the Field Properties dialog box

Keyboard Shortcuts

Cumulus provides the following keyboard shortcuts
to common menu commands and options.

- Field content of string fields inside the Asset
Information window (e.g., Notes)

If you want to...

M Press...

o Press...

Abort a preview

Ctrl + full stop ()

Cmd + full stop ()

Catalog assets

Ctrl+8B

Cmd+8B

Connect to a Cumulus Server Ctrl + Shift + O Cmd+Alt+0
Copy information Ctrl+C Cmd+C
(Close a catalog Ctrl+F4 Cmd+W
Create new empty collection Ctrl + Shift + N Cmd + Alt+ N
Cut information Ctrl+ X Cmd + X
Delete selected record from collection or delete Delete Backspace
selected category from catalog

Delete selected record and optionally its asset Ctrl + Delete Cmd + Backspace
from catalog

Display all records in a catalog Cul+G Cmd+G
Display the asset information of a selected record Ctrl + Tor Alt + Return Cmd +1
Execute a search using the Find window Ctrl+F Cmd+F
Launch context-sensitive help F1

Move to the next dialog box tab Ctrl+ Tab Tab

Move to the previous dialog box tab Ctrl + Shift + Tab Shift + Tab
Browse categories or records Ctrl + arrow keys arrow keys
Paste information Ctrl+V Cmd+V
Preview a selected asset Ctrl+Y Cmd+Y

Print a selected item Ctrl +P Cmd+P

Select/deselect category or record

Ctrl + Spacebar

Select/deselect multiple records or categories

Shift + arrow keys

Cmd + Shift + arrow

keys
Select all records or categories Ctrl+ A Cmd+ A
Switch between the Category and Record panes Shift + Tab Cmd + Tab

in the Collection window

View records assigned to the selected category

Alt + arrow keys

Cmd + Alt + arrow
keys

Zoom in on the Preview window

Ctrl + plus sign (+)

Cmd + plus sign (+)

Zoom out of the Preview window

Ctrl + minus sign ()

Cmd + plus sign (+)




This Glossary offers an alphabetical listing of Cumulus terms and

phrases used throughout this manual and Cumulus.
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Application Preferences dialog box

A dialog box that enables Cumulus users to define
and customize global program settings.

Application Programming Interface (API)

A set of commands available to developers for creat-
ing applications that interact with Cumulus in order
to provide new functionality.

Asset

A general term describing any type of digital media
(including graphic, page layout, presentation, sound,
and video files) that has value to its owner.

Asset Information

The information about an asset as stored in the
record associated with the asset.

Asset Information window

A special window that displays the information
about a cataloged asset. This information is stored in
the asset’s record. See also Record.

Asset Reference

The mechanism by which Cumulus tracks the actual
location of an asset managed in a Cumulus catalog.

Asset Storage Module

A component of Cumulus that manages the asset's
storage (the access toits location). Cumulus employs
different Asset Storage Modules, e.g.,, Windows File
System, Mac OS File System, DCS File Support (to
manage Desktop Color Separation files), OPI System
Support (to manage Open Prepress Interface) and
Cumulus Metadata Support. The Cumulus Metadata
Support module enables the storage of an asset's
metadata in a separate TAG file.

Boolean

A system of logic based on two possible values: true
or false. Cumulus uses the Boolean operators "and"
and "or" to combine search conditions.

Browser
See Cumulus Viewer.

Catalog

A special file (B} with the extension .ccf) that Cumu-
lus creates to manage cataloged assets. See also
Asset and Cumulus Catalog File.

Catalog file name

Name of the special file for a catalog (A with the
extension .ccf). The catalog name defaults to this file
name (without the extension). The catalog name can
be changed without changing the catalog file name.
See also Cumulus Catalog File

Cataloging

The process by which a user adds one or more assets
to a catalog.

Cataloging Options dialog box

A special dialog box that controls the way in which
Cumulus catalogs assets.

Category

Cumulus categories are used to organize records,
much like folders are used to organize files in a tradi-
tional filing cabinet. But the asset can appear in any
number of Cumulus categories at one time. They are
similar in purpose to keywords used in other programs.
See also Directory category and Related category.

Category Information window

A special window that displays the information
about catagories.

Category Exchange File
See Cumulus Category Exchange File.



Category pane

Located on the left side of the Collection window.
The Category pane displays category names in a
hierarchical list.

Client

A computer user who accesses a server application
(such as the Cumulus Server) across a network.

Client/server architecture
A software configuration in which users (also called

clients) access a server application across a network.

Collection

Any set of records from any one catalog, including
their display properties. A collection can be saved
(see Cumulus Collection File) and opened again. A
collection—whether saved or unsaved—is always
connected toits catalog. In orderto open a particular
collection you must have access to its catalog.

Collection window

A window featuring two panes (Category pane and
Record pane) that function as the central user inter-
face.

Compound search

A search query consisting of two or more search
conditions.

Cumulus

An indispensable digital asset management system
for organizing and managing digital assets. See also
Asset.

There are different editions of Cumulus designed to
meet the needs of anyone who wants to keep track
of their digital media: Cumulus Single User Edition,
Cumulus Workgroup Edition and Cumulus Enter-
prise Edition.
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Cumulus Administrator
(Workgroup and Enterprise Edition only)

A person who configures and manages Cumulus
catalogs. The Administrator is responsible for keep-
ing the catalogs running smoothly for Cumulus Cli-
ent users, backing up catalogs, and other tasks.

Cumulus application window

The main Cumulus window containing the menu
bar, the toolbar, the status bar, and as “child” win-
dow(s) the Collection window(s) and the Find win-
dow.

Cumulus Browser
See Cumulus Viewer.

Cumulus Catalog File

A special file (] with the extension .ccf) that Cumu-
lus creates to manage cataloged assets (digital
media).

Cumulus Category Exchange File

A file (A with the extension .cce) that Cumulus cre-
ates when exporting category information.

Cumulus Collection File

A special file (] with the extension .cfe) that Cumu-
lus creates to manage saved collections.

Cumulus Record Exchange File

A special file (F] with the extension .cre) that Cumu-
lus creates when exporting record information.

Cumulus Server
(Workgroup and Enterprise Edition only)

The computer where Cumulus Server software is
installed and where Cumulus catalogs should reside.
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Cumulus Vault

A Cumulus Add-on Product.A full-featured Version
Control System that manages user access to asset
files and provides up-to-the-minute information on
each asset’s version history.

Cumulus Viewer

A Cumulus Add-on Product.The royalty-free applica-
tion for publishing Cumulus catalogs on CD-ROM or
other removable media (e.g., Syquest, Zip, Jaz, or MO
cartridges).

Cumulus Web Publisher

A Cumulus Add-on Product.A powerful CGI (Com-
mon Gateway Interface) application designed to
publish and distribute assets over the Internet.

Details view

Each record appears in the Record pane as a text list-
ing that includes fields you can define (e.g., record
name, file format, resolution, etc.). See also Thumb-
nail view.

Directory category

Directory categories are automatically created by
Cumulus during the cataloging process. These auto-
matically created categories resemble the folder or
directory hierarchy in which the assets reside. They
are identified by a smaller folder in their icons. They
are created by default but this option can be dis-
abled.

Drag and Drop

A way to move user-interface objects by dragging
them with the mouse and dropping them into targets.

Filters

Software utilities that Cumulus uses to capture infor-
mation about an asset during the cataloging process.
For more information on the availability of new file fil-
ters, please see the Canto Website (www.canto.com).

Find window

Cumulus tool that enables users to search catalogs for
records that match search conditions.

FTP

File Transfer Protocol. A standard Internet protocol,
which is the simplest way to exchange files between
computers on the Internet.

Gigabyte (GB)

A unit of storage capacity on an electronic storage
device that equals 1,024 megabytes, or roughly 1.07
billion bytes. Cumulus catalog files can be up to 4 GB
in size.

HTTP

HyperText Transfer Protocol. A standard Internet pro-
tocol, which is the most often used protocol in the
World Wide Web to transfer information between
servers and browsers.

Information window

Special windows that display the information about
records or catagories. See also Asset Information
window, IPTC Information window and Category
Information window.

Internet Media Server
See Cumulus Web Publisher.

IPTC

International Press Telecommunication Council.
Standard for digital text applied to an image. Appli-
cations used for professional imaging, support IPTC;
e.g. the text information in Photoshop is a subset of
the IPTC information. Cumulus can read IPTC meta-
data information while cataloging. You can view and
edit this metadata and Cumulus can write your
changes back to the asset.



IPTC Information window

A special window that displays the IPTC information
about a cataloged asset. This information is stored in
the asset’s record.

Kilobyte (KB)

A unit of storage capacity on an electronic storage
device that is equivalent to 1,024 bytes.

Media file

Any electronic or digital media file (including
graphic, page layout, presentation, sound and video
files). See also Asset.

Megabyte (MB)

A unit of storage capacity on an electronic storage
device that is equivalent to 1,024 kilobytes, or
1,048,576 bytes.

Menubar

Appearing at the top of the Cumulus application
window, the menubar houses menus that contain
every program command.

Metadata

Metadata is the information stored with each
asset—such as file name, location, etc. Different
types of assets have different metadata fields: an
image file, for example, would contain information
on color and resolution, while an audio file would
have a field for the playback duration.

Palette Mode

View mode that is specially designed for using
Cumulus with another application, e.g. a desktop
publishing application. In palette mode the Cumulus
application shrinks to a palette that can conveniently
be used with another application. That way you can
easily drag and drop cataloged assets into other
applications.
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Path/Pathname

A description of the location where a file is stored on
a computer hard drive, server, or removable media
(such as CD-ROM, Syquest, Zip, Jaz, or MO car-
tridges).

Preview
A special program mode in which you can examine

cataloged assets such as video clips, sound files, and
image files.

Query

A combination of search conditions. Queries can be
saved to disk and loaded into the Find window.

Quicklist

Alist containing default field values to fill in fields. In
Cumulus available with the IPTC Information win-
dow.

Record

The actual catalog entry Cumulus creates when an
asset is added to a catalog. Records store valuable
information about an asset, such as the file name, file
location, file type, resolution, etc.

Record Exchange File
See Cumulus Record Exchange file.

Record pane

Located on the right side of the Collection window,
the Record pane displays records as thumbnails or
plain text. See also Record, Thumbnail view and
Details view.

Related category

An alias of an existing category that acts as a virtual
cross reference to the original category. You can use
related categories to place multiple instances of the
same category under various parent categories,
without having to copy the entire contents of the
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category. Related categories are indicated by an
arrow in their icons.

Resolution

The number of pixels per inch in any graphic file for-
mat. Higher-resolution files have a higher number of
pixels per inch than lower-resolution files. Working
with higher-resolution files usually requires more
memory and hard disk space than working with
lower-resolution files.

Script

Alist of instructions executed by a computer. Scripts
are used by Cumulus to perform complex tasks auto-
matically.

Server Asset Transfer

A Cumulus feature (especially useful in a crossplat-
form environment) that allows users in a network to
access assets for previewing, copying and transfer-
ring via their connection to the Cumulus Server. With
this feature the user is not forced to have direct
access to the computer where the asset is stored.
Only the computer running the Cumulus Server
requires this access.

Simple search
A search query consisting of one search condition.

A Status bar

A bar located at the bottom of the Cumulus applica-
tion window, providing tool button descriptions,
access to the Application Preferences dialog box,
and category/record status.

TAG file

The Cumulus Metadata Exchange file format, which
Cumulus creates when cataloging assets from a
location where you are allowed to save files. The file
has the same name as the asset ([ with the exten-
sion.tag). TAG files can hold all information that can
be viewed in the Asset Information window—and

more. For example, if a particular asset has been cat-
aloged into different catalogs, this information is part
of that asset's TAG file.

Thumbnail
A miniature display of a cataloged asset.

Thumbnail view

The record appears with a miniature display of the
cataloged asset in the Record pane.

A Toolbar

A standard program tool that offers buttons as short-
cuts to commonly used commands.

M Tooltip

A small floating descriptive window that appears
above a toolbar button when the cursor is posi-
tioned over it.

URL

Uniform Resource Locator. The address of a file
(resource) accessible on the Internet.
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Index

Application Integration Modules (Mac OS) 19

A Asset Information
About Balloon Help ( (menu option Mac OS) 125 accessing 62
. customizing
About Cumulus (menu option Mac OS) 113 fields 87
About Cumulus (menu option Windows) 126 general 85, 87
Access, (Microsoft) open\i/:\g(j]ozvé 63
exporting records to via script (Windows) 131 orinting 62

Activating URL AssetStore 104, 108

Additional Functions
adding to menus 128
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Export Records To Access (Windows) 131
Export to FileMaker (Mac OS) 131
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PICT File to Thumbnail (Mac OS) 134
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Redirect Asset Reference (Mac OS) 135
Satellite 135
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AppleEvents 127

window overview 86

Asset Storage Modules 66

Cumulus Metadata Support 67
DCS File Support 67

OPI System Support 67

URL Support 68

ZIP AssetStore 68

Assets

automatically cataloging via script 132
cataloging from FTP or HTTP servers 104
cataloging options 89

cataloging via drag and drop 26
cataloging via menu option 24, 118
converting 123

copying 123

copying based on category 120
copying to an FTP location 107
counting file types via script 130
creating own filters 82

damaged assets, handling during cataloging 89
deleting 26

different types affecting catalog size 75
duplicate assets during cataloging 89
explained 12, 47

file naming conventions 74
folder/directory naming conventions 74
formats supported 80

information on 62

mailing 123

mailing to 100

mailing URL-cataloged 106
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menu options 122 closing 113
moving to an FTP location 107 compressing 76, 119
moving to specified location 123 connecting to a remote server 113
moving via script 132 converting from earlier versions 79
opening URL-cataloged 106 converting to another database engine 119
opening with specified application 123 copying 77
previews damage prevention 77
print 114 deleted records, recovering 78, 119
zoomin 117 deleting 78
Zoom QOut 118 display options 92, 95, 117
printing URL-cataloged 106 displaying/showing all records 32
printing with specified application 123 dividing 78
resampling 123 explained 12, 42
Things You Can Do with 50 importing 113
updating references to via script (Mac OS) 135 locked (Windows) 46

maintenance 75
manager, naming a 74
maximum number of records 75

Automation 127

B merging several into one 79
Backup (menu option) 119 naming 24, 78
catalog names vs. catalog file names 75, 78
C legal cross-platform characters 75
renaming 90
Catalog Assets (menu option) 118 new 24, 113
Cataloging new empty copy 119
assets opening 113
adding via drag and drop 26, 118 options 90
adding via menu option 24, 118 performance issues 42
copying to central location automatically 89, prepare to write [PTC 134
90 previous versions 18
damaged assets, options for handling 89 rebuilding 119
options for handling 89, 118 reducing size by dividing 78
assets from FTP or HTTP servers 104 repairing 77
Cataloging Options window 88 restoring factory defaults 119
program performance, increasing for cataloging 75 restoring from a backup 77
. . scope of 42
Catab_gmg Options setting as default 119
disabling the progress bar 105 setting defaults 77
Cataloging Options (menu option) 118 setting options via script 133

showing all records 121
size, factors affecting 42

assets ' ‘ Things You Can Do with 42
adding via drag and drop 26, 118 thumbnail size options 90

.addmg viamenu option 24, 118 updating earlier versions 79
backing up 76, 119
Catalog Converter 79
Catalog Properties window 90
categories with same name, options for handling 90

Catalogs



Categories
assigning multiple 129
assigning to records 29
avoiding automatic directory categories 51
category pane (Mac OS) 45
category pane (Windows) 46
collapsing all 120
collapsing selected 120
copying associated assets 120
deleting 25
deleting from catalog 116
detaching multiple 130
dragging and dropping associated assets 52
editing a record’s category assignments 49
editing information 53
expanding all 120
expanding selected 120
explained 12, 51
exporting 113
fields 52
find containing 120
importing 113
information 119
joining duplicates via script 132
making new from current date via script 133
menu options 119
merging via script (Mac OS) 132
naming
length limit 51
renaming 27
same names, options for handling 90
new 27, 120
opening Information window 52
printing 114
related
show original 120
show related 120
remvoving records’ category assignments 49
renaming 52
searching with 31, 120
showing and hiding 117
subcategories 51
Things You Can Do with 53
types 51
using to find records via script 131
visible, number of (Mac OS) 45
visible, number of (Windows) 46
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Category Information
customizing window 63
window overview 86

Central Asset Location
on FTP server 107
copying assets to during cataloging 89, 90

Character Encoding for Export 101
Close (File menu option) 113
Collapse (menu option) 120
Collapse All (menu option) 120

Collection
menu options 121

Collections 43
explained 12, 43
mailing 121
new 121
opening 121
outputting to HTML 97
removing records from 121
saving 121
saving as 121
showing all records of entire catalog 121
working with 44

Compress (menu option) 119

Compressing
assets into Zip archives 124

Connect to Server (menu option) 113
Contents and Index (menu option Windows) 125
Convert To (menu option) 119, 123

Converting
assets 123
catalogs from earlier versions 79
catalogs to another database engine 119
pixel images 123

Copy (menu option) 115
Copy To (menu option) 123

Copying
assets 123
assets to an FTP location 107
catalogs 77
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records 50, 78
to clipboard 115

Cross-Platform Issues 11, 75

Cumulus API, examples
assigning to menus 128
editing 128
finding 128
using 129

Cumulus Metadata Support 67
Cumulus registration options 21
Cumulus Workgroup Edition 113

Customizing
asset information 85, 87
category field properties 90
Information window 63
IPTC Information window 65
record field properties 69
views 94

Cut (menu option) 115

D
DCS File Support 67

Deactivating
AssetStore 108
progress bar 105
URL Support 108

Defining
properties for Cumulus Metadata Support 67
properties of displayed field 96
quality of voice annotations 87
slide show properties 99
view 95

Delete (menu option) 116
Delete All Conditions (menu option) 122
Delete Condition (menu option) 122

Deleting
assets 26
catalogs 78
categories 25
categories from catalog) 116

records 26

records from catalog 116

records from collection 121
records’ category assignments 49

Deselect All (menu option) 116
Details (menu option) 117

Drag and drop
adding assets 26
assigning categories to records 29
copying categories and associated assets 52
dragging records between catalogs 79
dragging records into the Find window 55
moving categories 27

Duplicate Condition (menu option) 121

E

Editing
category names 52
information on a category 52
information on an asset 62
information on categories 53
IPTC data 63
records’ category assignments 49

Entering
information on assets 62
information on categories 53
IPTC information on an asset 63
search values 55

Example uses for Cumulus 14

Exit (menu option Windows) 115
Expand (menu option) 120
Expand All (menu option) 120
Experience, required of the user 11
Export (menu option) 113

Exporting
categories 101
category assignments, maintaining 101
character encoding 101
menu options 113
process explained 102
quicklists 64



records 101
records to Microsoft Access via script
(Windows) 131
search queries 101
thumbnails to PICT files via script (Mac OS) 136
thumbnails via script to BMP files(Windows) 136

F
FAQ's about URL AssetStore 108

Field types 91
Audio 86
editing a String List field 73
String List 91

Fields
Category fields 52
defining initial value 70
Record fields 91
types 48

File name extensions 24, 101, 113
FileMaker, exporting to via script (Mac OS) 131

Filters
accessing 89
changing options 82
creating 82
file formats supported 80
generic 82
indication marks 81

Find All Records (menu option) 121
Find Matching Records (menu option) 120

Find Records (menu option) 121

Find Records In All Collections (menu option) 121

Find See Searching
Finding
records via script 131
via thumbnails, via script (Windows) 131

Folders
moving via script 132
watching for updates via script 132

Formats supported by filters 80
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Help
Balloon Help (Mac OS) 125
showing and hiding (Mac OS) 125
Canto online resources 13
context sensitive (Windows) 125
online help contents and index (Windows) 125
online help for Windows users 13
reseller support 13

Help On (menu option Windows) 125
HTML, output to 97

|
Import (menu option) 113

Importing
categories 101
category assignments, maintaining 101
menu options 113
process explained 102
quicklists 64, 65
records 101
search queries 101

Information (Asset menu option) 122
Information (menu option) 122
Information on category (menu option) 119

Information window
customizing 63
opening with double-click on record 92
overview 86

Initial value for fields 70
Insert Condition After (menu option) 121
Insert Condition Before (menu option) 121

Installation
drag and drop (Mac OS) 20
previous versions
under Mac OS 18
under Windows 18
process (Mac OS) 19
process (Windows) 20
system requirements (Mac OS) 18
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system requirements (Windows) 18
uninstalling/removing Cumulus 21

IPTC data
prepare catalogs to write 134
viewing 63
writing back to assets 63

IPTC Information (menu option) 122

IPTC Information window 63
customizing 65
opening with double-click on record 85
overview 84

K

Keyboard Shortcuts, overview 140

L
Large Thumbnails (menu option) 117

License
menu options (Mac OS) 113
menu options (Windows) 126

License (menu option Mac OS) 113
License (menu option Windows) 126

Linking, record fields 70

M
Mac File Type, correcting 109

Mac OS
Application Integration Modules 19
installation 19
drag and drop 20
previous versions 18
Interface
category pane 45
overview 45
record pane 45
system requirements 18
uninstalling Cumulus 21

Macros 127
Mail To (Asset menu option) 123

Mail To (Collection menu option) 121

Mailing
assets 100
assetsto 123
collections 121
slide show 100
URL-cataloged assets 106

Medium Thumbnails (menu option) 117

Menus
Apple 113
Asset 122
Catalog 118
Category 119
Collection 121
configuring 128
File 113
Help 125
Special 125
View 116
Windows 125

Metadata Support 67
Microsoft Internet Explorer version 5 109
Move To (menu option) 123

Moving
assets 123
assets to an FTP location 107
records 50

N

Naming
catalogs 24, 90
categories 27

New (Collection menu option) 121
New (File menu option) 113

New Empty Copy (menu option) 119
New Root Category (menu option) 120
New Subcategory (menu option) 120
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OLE 127

Open (Collection menu option) 121
Open (File menu option) 113

Open With (menu option) 123

Opening
assets 123
catalogs 113
collections 121
Record Find window 121
URL-cataloged assets 106

OPI System Support 67
Optimize Thumbnail(s) (menu option) 116
Output to HTML (menu option) 115

P
Page Setup (menu option) 114

Palette Mode 94
activate and deactivate 116
customizing 95

Palette Mode (menu option) 116
Paste (menu option) 115
Pixel Image Converter 123

Preferences (menu option) 116

Previews
opening 122
print 114
printing 114
resetting 118
resizing 118
zoomin 117

Zoom Out 118
Print (menu option) 114
Print Preview (menu option Windows) 115
Print With (menu option) 123
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Printing
contact sheets 114
Page Setup 114
print examples 114
print previews (Windows) 115
printing assets with other applications 123
printing records, categories or previews 114
URL-cataloged assets 106

Program performance concerns
catalog size 42
cataloging progress bar, disabling 88
deactivating unused filters 81
opening Information window automatically after
cataloging 88
settings that affect 75

Program Settings 65
Application Preferences window 92, 116
Catalog Properties window 69, 90
Cataloging Options 66
Cataloging Options window 88
Preferences, global application 65

Programming languages 128

Progress Bar, deactivating 105

Q

QuarkXPress, making contact sheets via script
(Mac OS) 135

Queries See Searching

Quicklists
editing 64
exporting 64
importing 64, 65
using 64

Quit (menu option Mac OS) 115

R
Rebuild (menu option) 119

Record Fields
adding 71
customizing 69
linking 70
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Records

asset information 62
asset references, updating 50
assigning categories via script 129
assigning status via script 129
assigning to categories 29
category assignments, editing 49
copying between catalogs 50, 78
deleted, recovering 78
deleting 26
deleting from catalog 116
detaching categories via script 130
displaying/showing all 32
duplicate assets during cataloging 89
explained 12, 47
exporting 113
exporting to FileMaker via script (Mac OS) 131
importing 113
maximum number in a catalog 75
Notes field, affecting catalog size 75
printing 114
Record list

showing and hiding 117
record pane (Mac OS) 45
record pane (Windows) 46
relationship to assets 12, 47
removing category assignments 49
searchable information, minimum 47
showing all of a catalog 121
size, factors affecting 75
Things You Can Do with 50
updating 118
updating asset references 118
updating via script 129
updating via script (Mac OS) 135
visible, number of (Windows) 46

Recover Deleted Records (menu option) 119
Registration 21, 113, 126

Remove Record from Collection (menu option) 121

Removing
records from collection 121
records’ category assignments 49

Restore Factory Defaults (menu option) 119

Rotate Thumbnail(s) (menu option) 116

S

Satellite 135

Save (Collection menu option) 121

Save As (Collection menu option) 121

Save Matching Assets As (menu option) 120
Scripting 127

Scripting AP
AppleEvent 128
OLE Automation 128
technology 128

Search Compass (Mac OS) 45, 53
Search Compass (Windows) 46, 53

Searching
accessing the Record Find window 121
boolean operators 55
broadening search results 57
conditions
adding 56, 121
deleting 56
deleting all 122
deleting selected 122
duplicating 121
continuous searching via script 132
examples

compound (more than one condition) 55

simple (only one condition) 54
explained 53
fields

Criteria 59

Operator 59

Value 59
Find window 34, 54, 59
finding categories containing 120
loading search queries 58
methods

broadening 57

narrowing 56
multiple catalogs 121
multiple collections 121
narrowing search results 56
options 92
performing a query 121
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sample search options overview 59
saving search queries 58

Search Compass (Mac OS) 45, 53
Search Compass (Windows) 46, 53
Things You Can Do with Queries 58
using categories 31, 53, 120
using the Find window 34, 54

Select All (menu option) 116

Set As Default (menu option) 119

Shortcuts to menu commans 140

Show (Hide) Balloons (menu option Mac OS) 125
Show Categories Containing (menu option) 120
Show Category List (menu option) 117

Show Original Category (menu option) 120
Show Record List (menu option) 117

Show Related Categories (menu option) 120

Slide Show
application overview 99
changing properties 100
creating 98
mailing as movie 100
saving 100
understanding the window 100

Slide Show (menu option) 122

Small Thumbnails (menu option) 117
Sort By (menu option) 117

Sort Direction (menu option) 117
Sorting 117

Standard Cumulus API 127
examples included with Cumulus 129

Status Bar (menu option Windows) 117
Status,assigning to records via script 129
String List window 91

System requirements (Mac OS) 18

System requirements (Windows) 18
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TAG files 47, 67, 118
on FTP servers 104

Things You Can Do with
Assets 50
Catalogs 42
Categories 53
Records 50
Searches/Queries 58

Thumbnails
exporting to BMP files via script (Windows) 136
exporting to PICT files via script (Mac OS) 136
making from PICT files via script (Mac OS) 134
making from picture files via script (Windows) 134
optimizing 116
options for creation 88
rotating 116
size options 90

Toolbar (menu option Windows) 117
Troubleshooting 108

Tutorial 24
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adding many assets at once 26
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creating categories 27
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displaying all records 32
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review 40
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Undo (menu option) 115
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URL AssetStore
activating 104, 108
deactivating 108
license error messages 105

URL Support 68
enabling 104

User Authentication
while cataloging from FTP or HTTP servers 104
while working with URL-cataloged assets 105

User Guide
conventions used 11
user experience required to understand 11

User Interface

Application Preferences window 92
Catalog Properties window 90
Cataloging Options window 88
Information window 86
IPTC Information window 84
Mac OS

category pane 45

Main 45

overview 45

record pane 45
Menus See Menus
Slide Show Application 99
The Find Window and Sample Search Options 59
View Customization window 95
Windows

category pane 46

main 46

main window 46

record pane 46

Status Bar 46, 117

Toolbar 46, 117

Using Cumulus
catalog manager 74
cross-platform issues 11, 75
file naming conventions 74
folder/directory naming conventions 74
user experience required to understand 11
userideas 14
Working Smart 74
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View Customization window 95

Voice Annotation 86
add Audio field for 91
play 86
record 86

w
What's This? (menu option Windows) 125

Windows
installation 20
previous versions 18
Interface
category pane 46
overview 46
record pane 46
Status Bar 46, 117
system requirements 18
Toolbar 46, 117
uninstalling Cumulus 21

Z
ZIP AssetProcessor 124
ZIP AssetStore 68

Zoom In (menu option) 117

Zoom Out (menu option) 118
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