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 How Do I…….in CONTENTdm?

Crossing Organizational Boundaries Project

October 29, 2002

Web Addresses:
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CONTENT – DEV (Viewable to project workers, not public): http://content-dev.lib.washington.edu

In Progress collections: http://content-dev.lib.washington.edu/in-progress.html 


Administration Module: http://content-dev.lib.washington.edu/cgi-bin/admin/start.exe 

Logging on:

When you go to the Admin Module, you will be asked for your username and password.  Remember to type your username like this:  libraries\<username> (don’t type the brackets though!).  

You will not need to log on to the In-Progress page or the CONTENT-DEV page.

Forgotten password?  Call Anne.

Find an image:
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Open your Internet Browser, get to the In-Progress collections.


Click on your collection name.


Enter search criteria – note that you can choose which fields or use “search across all fields”.


Page through the results set and locate your picture, click on it and you’ll see two tabs: Image & Description.


Not all fields are visible because the hidden fields don’t show up on this page.

Find an image and edit its metadata:


Open your internet browser, get into Admin Module and log in.


Click on your collection name: COB collections in the middle of the list.


Choose Update/Delete existing items.


Type your search criteria into the field which holds that data.


Click on the text to reach the screen where you can edit the metadata.

Make your changes – use TAB key or mouse to move between fields!

Click on the Make These Changes button.


Back at the menu, select Build Text Index.

Delete an image:


Open your internet browser, get into Admin Module and log in.


Click on your collection name.


Choose Update/Delete existing items.


Type your search criteria into the field which holds that data.

Click on the text to reach the screen where you can edit the metadata.

Hit the Delete This Item link at the bottom of the page.

BE CAREFUL how you use this!


Back at the menu, select Build Text Index.

Browse your entire collection:
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Open your Internet Browser and go to the In-Progress collections. 


Choose Search and then HTML Client.


Click Browse (at top of screen). 


Select your collection from the dropdown menu. The COB collections will be in the middle of the list.

Possible gotcha’s


Trying to log in without “libraries\” in front of your username.


Pressing Enter after editing a field – behaves like pressing the “Make These Changes” button.  

Solution:  use TAB key or your mouse to move between fields.


Forget to do a Build Text Index after modifying the data or collection field properties.


Using too broad of search terms.  Narrow search criteria or browse through collection to find more narrow criteria.


Browse keeps defaulting to some other collection: remember to change to your collection in the dropdown menu.  
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