LOGGING INTO CONTENT DM CLIENT
1. Click on the Content DM Project Client on Desktop. [image: image1.png]SR
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2. If you are saving files which are on the network, it is a good practice to save them onto your local machine first and then upload the items onto Content Dm. 

3. By default we are in the Poage Library Collections. For the Armstrong Notebook collection, you should be in the “John Armstrong Collection”. 
4. You can either add a single item or add multiple items through the “Add Item”
 or “Add Multiple Items” from the left hand side of the screen. 
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5. We would be doing the multiple items upload. For multiple items upload, we will click on the “Add Multiple Items” link from the left side of the screen.  [image: image3.png]Add Multiple Items
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6. Find the path on the local machine where you have saved the documents. You only need to point to the folder structure and then click on Next. Remember we are uploading one notebook at a time. 
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7.  Next you would see the below screen.  
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Always select “yes”  radio button for generating display images. And then click on “Next”. 

8. It then shows you a summary screen for the import settings.  Then hit the “Add Items” button. 
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9. It then shows up a progress bar. Usually it takes couple of minutes to load the notebooks on Content Dm. Be patient!!!  
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When you see the above screen, you documents have been added. Click on “Close”.  

10. After it has successfully added the items, a screen would come up that allows you to edit the metadata for that document. 
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11. Instructions below are specifically for Armstrong notebooks. It is advised that you follow the instructions in the same order.  All the Armstrong notebooks have a standard naming convention which is “15poage-arm-box#-notebook#-Tab#_Tabtitle.pdf”. Say for example “15poage-arm-04-01a-01_Shooting.pdf”.  Here 04 is the box #, 01 is the notebook #, 01 is the tab # and Shooting is the tab title. 
a. Cut the data value from the Title-Notebook field and paste in Title-Notebook tab for all documents. 
b. Provide the appropriate value for the box number and notebook number field. Since these are going to be the same for all the notebooks within that box, Right Click on the first value of that field and say a Fill Down. Similarly provide the value for the Title –Notebook field and do a fill down. For the Resource Type field, fill in “Notebook” as the metadata value and do a fill down. 
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c. Now refer the Title-Notebook Tab fields for the metadata values for the Tab Number field and fill in the appropriate tab numbers. 

d. Once you have filled in the tab numbers, go ahead and retain only the title for the Notebook tab and delete the “15poage-arm-box#-notebook#-Tab#_”.  Your metadata should only hold the Tabtitle value. 
e. Then for the identifier field; remove the “.pdf” extension for all values. You can easily do this by clicking on “Find & Replace” button. In the “Find what:” field, enter “.pdf” and leave the “Replace with” field blank. Make sure that you select the Identifier” value from the “In” dropdown and click on “Replace All”. 
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12. After you are done editing the fields, click on the Select All button from the top navigation. 

13. Then click on the “Upload for Approval” link either from the top navigation or from the left navigation. 

14. Once you are done uploading the document, click on the “Administration” tab from the top menu. Select the “Approve” option from the drop down menu.

15. A new Firefox window opens as below. Select the “Approve and Index all” radio button and then click on “Go”. 
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It takes very few minutes to approve and index the documents. You have successfully uploaded the documents onto Content Dm (
DELETING NOTEBOOKS ALREADY ON CONTENT DM:
Suppose there are some pages that are to be deleted from the notebooks that have already been put online, we would need to first delete the entire notebooks from the server and upload them again. 

So for deleting the notebook follow the steps below:

1. For example, you want to delete the notebook 08-04-21. Go to Content Dm administration. You can go here from the Content DM Project Client –> Administration Tab –> Content DM Administration.[image: image12.png]R CONTENTdm Project Client.
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2. When you are on the Content Administration window click on the Items tab. Under it click on the “Edit” tab. 
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3. Click search on “Selected fields”.  You can select the fields like Box number, notebook number and tab number and enter values accordingly. If you need more fields to filter by click on the “More Fields”. 
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4. When you done, hit search. When you go to the next screen, you can verify the notebook that you want to delete by clicking on it. Once you are ready to delete, select the “Delete compound object and its subpages”, select the checkbox for the notebook and then click on the delete button. 
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6. Once you are done deleting you would get the following screen. 
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This screen tells you to index the document to complete the process. 

7. Click on the “Index” tab. 
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8. Click on the “Index Now” button. 
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9. It usually takes a minute or two to index the documents. Once you are done, you can again upload the modified documents the same way you did before.  

EDITING METADATA FOR NOTEBOOKS: 
If you want to edit the metadata for any of the documents that have been already put online, follow the steps below. 

1. Within the ContentDm client, click on the “Find in Collection” tab from the top menu. 
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2. Then click on “My Advanced Search”. 
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3. A new window opens which provides you with advanced searching capabilities. If you are editing multiple notebooks, you could enter the values for Box number and notebook number. If you are editing single notebooks at a time, select the tab number field in addition to box number and notebook number. Click on the “Search” button once you are done entering the values. 
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4. Click on the “Select All” button and then click “Add to Project (edit)”. 
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5. When you click on the “Add to project (edit)”, all the items are locked for editing. You would then need to click on the “John Armstrong Collection” tab, where you can edit the documents. 
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6. Edit the documents and once you are done, “Select All” and click on the “Upload for Approval”. Uploading usually is faster as compared to uploading documents for the first time. 
7. Then of to Administration -> Approve. And then as before, select the “Approve and Index all” radio button and click on Go. 
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