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Using CONTENTdm PowerPoint Plug-in 2009

The CONTENTdm PowerPoint Plug-in 2009 enables the creation of Microsoft® PowerPoint®
presentations using images in CONTENTdm collections. You can use images in CONTENTdm
collections or CONTENTdm images already saved to CONTENTdm My Favorites. After images
and their metadata are downloaded to PowerPoint, the slides can be modified using
PowerPoint editing tools.

This guide provides instructions for downloading and using the plug-in to create PowerPoint
slides with images managed on a CONTENTdm Server.

Learn about:

Section 1I: Overview & System Requirements

Section 11: Installing CONTENTdm PowerPoint Plug-in 2009
Section 111: Getting Started

Section 1V: Importing Items

Section V: Selecting Slide Layout & Choosing Metadata
Section | Overview & System Requirements

This guide provides instructions on how to install the plug-in, then search for CONTENTdm
images or locate your existing CONTENTdm My Favorites and download them into a
PowerPoint presentation through the following steps:

Installing CONTENTdm PowerPoint Plug-in 2009.

Opening PowerPoint and the CONTENTdm PowerPoint Plug-in 2009.

Entering the CONTENTdm Web site address (URL) that contains the collections and
images you want to download.

4. Searching collections on the CONTENTdm Web site for items to download or locating
your existing CONTENTdm My Favorites.

Downloading selected items to PowerPoint.

Editing the PowerPoint slides and saving the presentation.

Note: The CONTENTdm PowerPoint Plug-in 2009 supports the following file formats: JPEG,
JPEG2000, GIF, and TIFF. Audio, video, MrSID, and PDF files are not supported.

System Requirements

¢ Windows XP or Windows Vista, running Microsoft Windows .NET Framework Version
2.0 or later.

e Microsoft PowerPoint 2003 or 2007.
e To create and download images from CONTENTdm My Favorites:
o0 Cookies must be enabled on your computer in order to create My Favorites.

0 Microsoft Internet Explorer 6.0 or later, or Firefox 2.0 or later must be used to
save My Favorites.

Section 11 Installing CONTENTdm PowerPoint Plug-in 2009

Installing the plug-in includes downloading the file from the CONTENTdm User Support Center
and running the installation wizard. If you do not have access to the User Support Center,
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contact your CONTENTdm administrator to request the PowerPoint Plug-in installation file. If
your computer is not yet running the .NET Framework version 2.0 or later, you will need to
install it before installing the plug-in.

To install the PowerPoint Plug-in:
1. Close Microsoft PowerPoint, if it is open.

2. Download the CONTENTdm PowerPoint Plug-in 2009 from the User Support Center
(log-in required). Or obtain the installation file from your CONTENTdm Administrator.

3. Double-click the executable file to install CONTENTdm PowerPoint Plug-in 2009.

Follow the installation directions.

Note: If you have a previous version of the CONTENTdm PowerPoint Plug-in installed on your
computer, we recommend that you uninstall it using the Windows Control Panel Add or
Remove Programs before installing the CONTENTdm PowerPoint Plug-in 2009. However,
removing the previous version is not required.

Section 111 Getting Started

After you have installed the PowerPoint Plug-in, you are ready to create your presentation by
searching for images or by importing My Favorites. This section covers opening the plug-in,

selecting a Web site, and editing settings.
Opening the PowerPoint Plug-in

To open the CONTENTdm PowerPoint Plug-in:
1. Start Microsoft PowerPoint, and then open an existing or new PowerPoint presentation.

2. Open the CONTENTdm PowerPoint Plug-in by clicking the CONTENTdm button on the
PowerPoint toolbar, usually located in the upper-left corner, under other toolbars.

B Microsoft PowerPoint - [Presentation1]
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Figure 1: The CONTENTdm PowerPoint Plug-in button usually appears in the upper-left of the screen.

If your PowerPoint application has other plug-ins or if you have customized your
toolbar display, the CONTENTdm button may display elsewhere.

3. The CONTENTdm PowerPoint Plug-in Welcome screen displays. Click Next to
continue.
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Figure 2: The Welcome screen.

Selecting a Web Site

After advancing from the Welcome screen, you can specify a CONTENTdm Web site address.

N CONTENT dm PowerPaint Plug-in 2009
Select Web Site

Select & CONTENTdm Wb sie,

Salect 5 Web sike in the list below. IF your Web site i not in the izt dlick the Add Web st button.
Click: Bect: when you are ready bo import keens From the Web site,

Web et | *** bo Web Skes - Add a Web Ste ***

Password:

Figure 3: Selecting the CONTENTdm Web site.

To select a Web site:
Select a site from the list box and then click Next.

To add a Web site:
1. Click Add Web Site. The Web Site Settings dialog displays.
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R Add Web Site (=13
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Figure 4: Adding a Web site.
Enter a name the site. This is just for your reference.
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Enter a URL (the full Web site address). If you have to use a user name and password

to access items on the Web site, enter your credentials (optional).

4. Click Save to close the dialog and save the Web site. The Select Web site screen

displays, with the site that you added available to select.

M CONTENT dm PowerPaint Plug-in 2009
Select Web Site

Salect & COMTENTdm Wb sita,

Select 5 Web sike in the list below. If your Web site i not in the st dick the Add Web ste button.
Click: Bdect: whhisn youl are neady bo import kemns From the: Web site.
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URL g 11 17 1 37
Ll
Password:
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Figure 5: Selecting a Web site.
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Editing or Deleting a Web Site

To edit a Web site:
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1. From the Select Web Site screen, select the site name you want to edit from the list,

and then click Edit Web Site.

N CONTENT dm PowerPaint Plug-in 2009
Select Web Site

Select & CONTENTdm Wb site,

Salect 5 Web sike in the list Below. IF your Web site i not in the izt dlick the Add Web st button.
Click: et when you are ready bo import keens From the Web site,
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URL: b /1 17 1157
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Password:
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Figure 5: Selecing a Web site to edit.

2. The Edit Web Site screen displays.

R Edit Web Site (=03

Web Site Settings

Enter & Web sita name and URL For this CONTENTdm \Web site, IF this
‘Web site contains restricted items, enter your username and password o
arcess these items.

‘Web sibe name: Exarple Site

URL: http:/7999.999.999,999:9999)
Lisername;

Password:

[_sve [ Gancel |

Figure 6: Editing Web site information.

3. Enter the new information and click Save to close the dialog and save changes.
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To delete a Web site:

1. From the Select Web Site screen, select the site name you want to delete from the list,
and then click Delete Web Site. The Delete Site dialog displays.

R Delete Web Site E|@El

Delete Web Site
To delete this Web site fram your list, click the Delete button.

‘Wb sibe name: Example Sike

LIRL: http://999.999.999.999:9999
Lisername;

Password:

Delete ][ Cancel

Figure 6: Deleting a Web site.

2. Click Delete to remove the site and the stored credentials from your Web site list in
the plug-in. A confirmation dialog displays.

3. Click Yes to clear the dialog. The Select Web Site screen displays, with the site you
deleted no longer listed.

Section IV Importing Items

After you have selected the CONTENTdm Web site address, you are ready to select your
import method and then begin finding and importing items.

Selecting Your Import Method

You can find items to download from CONTENTdm by searching collections or by selecting
items you have saved to My Favorites. If you wish to import items from My Favorites, you first
need to save items to My Favorites outside of the plug-in.

To select your import method:

1. From the Select Import Method screen, select whether you want to to import
CONTENTdm items you have already saved to My Favorites or to search CONTENTdm
collections on the specified Web site.

If you choose to import items from My Favorites, you can improve performance when
importing to PowerPoint by specifying the browser you used when saving My Favorites.
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2. Click Next to continue.

M COMTENTdm PowerPoint Plug-in 2009

Select Inport Method
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Browser Preferences
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Favorites in CONTENTdm.
(%) Use default browser on this computer
() Use the browsen(s) I specify

() Search for items in collections
Find iberms in colections on the ‘Web site by searching For keywords in metadata,
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Support Fles: w2.0,1

Figure 6: Select Import Method screen.

Searching for Items

To search for images on CONTENTdm servers:

September 9, 2009

1. On the Select Import Method screen, select Search for Items in Collections and

click Next. The Search for Items screen displays.
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M CONTEMTdm PowerPaint Plug-in
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Figure 7: Search options consist of any of the words, all of the words, and the exact phrase.

Specify your search parameters and the CONTENTdm collection.
Click Search. Your search results display, sorted by relevancy.

In this example, the search term water matched 14 items in the specified collection:
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Figure 8: Search results.

4. All results are selected by default. Deselect any items you do not want to download to
PowerPoint.

Note: Your results may include restricted items or compound objects. For more
information about working with those types of items, see the following sections.

5. Click Next to select your slide layout and metadata.

About Restricted Items

The CONTENTdm administrator may restrict access to items for copyright,
confidentiality, or other reasons. If you wish to download a restricted item to
PowerPoint and have been authorized to access it, you need to have provided the
appropriate user name and password when you added the site to the Select Web Site
screen. You can edit user name and passwords from the Select Web Site screen. For
more information, see Getting Started.

About Compound Objects

Some of the items you retrieve may be made up of multiple images or pages
logically associated in CONTENTdm to form compound objects. For example, the two
sides of a postcard may comprise a compound object.

Compound objects display in results with a Select More Pages link in the far-right
column.
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Figure 10: Select More Pages link displays in the far-right column for compound objects.
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By default, if the CONTENTdm item you select is a compound object, only the first
item (or page) is downloaded. However, you can also select to download individual
or multiple pages of a compound object by clicking the Select More Pages link.

To select pages of a compound object:

1. From your search results or My Favorites display, click Select More Pages for the
compound object you want to include in your presentation. The Select More Pages

dialog box displays.

nd items on hi

[ All of the Select More Pages

postcard 1

level metadata)

[#] gravscale normal
[ interlaced 32 colar

Clear All | Selact Al

Select the pages of the compound object Lo irmport.
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B
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2
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Figure 11: Selecting more pages of the compound object.
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2. Select the pages that you want to download.

Note: By default, the overall description of the compound object is downloaded as the
metadata for the first page (rather than the metadata for the first page itself). To
download the metadata for the first page and not the object-level metadata, clear the
Download description of object... check box. (You can still specify which metadata
fields to include in your presentation later in the plug-in screens.)

3. Click OK to save your specified pages and close the dialog box. The Search for Items
screen displays, and you can continue selecting other items.

Importing Items from My Favorites
To import My Favorites into PowerPoint, you must first create a collection of Favorites.

Note: To save a selected CONTENTdm item to My Favorites, your Web browser privacy
settings must allow cookies, and you must use Microsoft Internet Explorer 6.0 or later, or
Firefox 2.0 or later to save My Favorites.

To add an item to My Favorites in CONTENTdm:

1. Search or browse a CONTENTdm collection. When you open an item to view it, links to
add items to My Favorites appear in the upper- and lower-left corners of the display
pages.

e i
Q Hoafth 5 .

(206 GE5-11 85 ponter @ [ wshingon. ookl 1654, HECER, Univer
Titla Water view of Healt
Subject veraity of Wash -] A R e, iy
Drescription The Health Sciences Bldg, with vater in the foreground. Inc
Craator Jim Barrakt
Publisher University of Washingtan ht
Date 1994
Type Image
Farmat IFEG image

add to favorites  reference wrl

Figure 12: This example shows Add to Favorites in the lower left corner.

Click Add to Favorites. The image and its metadata are added to My Favorites.

When viewing documents, add whole documents by clicking Add Document to
Favorites or add single pages by clicking Add Page to Favorites.
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BE fow |4 b -~ OOA P

Figure 13: The whole-document and single-page My Favorites options appear in the upper-left corner.

4. Click Back to Results to return to browsing or searching for more items to add.

To add multiple items to My Favorites:

1. From the browse or search-results view, place a check in the boxes to the left of the
desired items or click Select All. The Select All link is in the upper- and lower-left
corners of the display page.

Browsing 54 itamis) in: | Sample UW Photo Collection

Image: A Title: Subject:

mF Allen Library Arch University of Washin
E and trees, tree, lezves
)l 2 Allen Litrary Arch University of Washin

building Architecture]

Figure 14: This example shows Select All in the upper-left corner.

2. Click Add to Favorites.

Note: Only items on the current Web page can be added to My Favorites. In other
words, you cannot select items on one results page, and then move to another
page to select more items before adding the first page’s selected items to My
Favorites.
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To import items from My Favorites:
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1. After you have selected Import My Favorites on the Select Import Method screen,

your Favorites are downloaded to the plug-in and displayed on the Choose Items
from My Favorites screen.

M CONMTEMTdm PowerPoint Plug-in
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Figure 15: Favorites are displayed for selection.

2. All results are selected by default. Deselect any items you do not want to download to

PowerPoint.

Note: Your Favorites may include restricted items or compound objects. For more
information about working with those types of items, see the previous section.

3. Click Next to select your slide layout and metadata.
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Section V Selecting Slide Layout & Choosing Metadata

After you have selected the items you want to download into your presentation, choose your
slide layout and specify which metadata to include.

Selecting Slide Layout

On the Select Layout screen, first choose the number of images to include on each slide.
(Images are automatically sized smaller when you choose to include more than one on each
slide.) Then specify the metadata you want to include for each item.

M CONTENTdm PowerPoint Plug-in [x]

Select Layout
Buid the general side layout by specifying the conbent and metadata elemerts to indude,

Click Download b insert the sebacted elemants in your PowerPoint gides,
Images

(#) Only one image per side

() Two images per dide

() Four images per slide (no metadata)
Metadata

[#] Titie

[] Metadata

[ < Btk ][ Demriload ] [ Cancel ]

Figure 16: Images are automatically sized smaller when layout is defined as more than one image per slide.
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Choosing Metadata to Import

You can determine what item information you want to download into your presentation by
clicking the Select Metadata Fields button on the Select Layout screen. All items have at
least one metadata field that describes them — the Title field — and they may have others
from which you can choose. If the item has other metadata fields in addition to the Title, the
plug-in preselects commonly used fields, so choosing which fields you would like to include is
an optional step.

To select metadata fields:

1. Click the Select Metadata Fields button on the Select Layout screen. The Select
Metadata Fields to Export screen displays.

2. From the list of fields, uncheck any metadata you do not wish to download.

If you have imported items from more than one collection, you can use the collection
drop-down list to specify the metadata to include for each collection.

Select Metadata Fields to Export @

Saleck the metadats lields to dovenlosd For each collection.
»

[+] Tl -~
[#] subpsct

[+] Desoription

[ creator

] rubksher

[] Contributors

|:| Date

[ Type

D Format

[ 1dertFier

[ source

[ Langusge

] mslation

[ coverage

[T mashe

Clear i | Select Al

L J o=

Figure 17: Clear All and Select All offer convenient shortcuts when selecting metadata to download.

1. Click OK to save any changes. Click Close to close the dialog box without saving any
changes.

2. On the Select Layout screen, click Download to download your selected items and
associated metadata to PowerPoint.

Note: Depending on the number and types of items you selected, downloading may
take a few minutes. The Downloading Options screen displays a progress bar (you
can stop downloading by clicking Cancel).

3. The Item Download Complete screen confirms the number of items downloaded.
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W COMNTENTdm PowerPoint Plug-in El

Item Download Complete

5 item(s) dovwnlesded inta PowerPaint.

To download more kems From another server or
colleckion, skart over by selecting the servar,

oOCLC Ta close this wizard and ses your items, dick Finish.

Figure 18: The number of items downloaded successfully is displayed.

To import more items from the same or a different CONTENTdm collection or server,
click Start Over on the Item Download Complete screen to display the Select Web
Site screen again.

4. Click Finish on the Item Download Complete screen to close the plug-in and review
your presentation.

Note: If the plug-in does not support the file type of an item you selected for
download — audio, video, MrSID, or PDF — you will receive a notification message and
only the item metadata for the unsupported file type will be downloaded.

Following is an example of a PowerPoint slide presenting one image with metadata
from a CONTENTdm collection. You can edit your slides to include other information or

formatting.

Fountain and Mt. Rainier.

Title: Fountan and ME, Ramier,
Subject: University of Washington,
CampLs, water,

walkoway fourtan parson, Mt, Rarer,
Descripbion: A long shot of M Rarier
with Drurnbeller fountan n the
foreground,  Indudes biue sky, water,
MOUMEENS, Tress, parson.

Creator: Carol Martin

Figure 19: PowerPoint slide showing one image with metadata.
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