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MULTI-MEDIA

With the PastPerfect Multi-media Upgrade, you will be able to attach digital
images and link multi-media files to your catalog records. This is an optional fea-
ture and may be purchased for an additional charge. Multi-media files can include
digital audio, digital video, web pages, MS-Word documents, MS-Excel files, or
PDF files. Images may also be attached to exhibits, archaeological sites, and con-
tacts. Multi-media files may be linked to the catalog and accession records.

In this chapter we will discuss how to install the Multi-media upgrade, how to
attach and manipulate digital images, and how to link multi-media files.

INSTALLING THE MULTI-MEDIA UPGRADE

When you purchase the Multi-media option, you will receive a Multi-media
Upgrade Disk. To activate this feature, press Setup on the main menu and then
select Multi-media on the Setup fly-up menu. Then press the Install Multi-media
Upgrade command button and follow the instructions on the screen to complete
the installation.

All PastPerfect digital images are stored in a folder on the hard drive. Multi-media
files are also be stored in a separate folder on the hard drive. In a non-network
installation these folders are generally c:\pp4\images and c:\pp4\multimedia.

If PastPerfect is installed on a network, these folders will reside on the server. See
Chapter 1, Installation & Upgrade, for more information.

Sub-folders are created within the digital image folder to store the images. By lim-

iting the number of images in each sub-folder, the display time for the images is

decreased. If you use the default setting for imaging sub-folders, which is Autose-
313
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lect, when the number of images in the current image sub-folder reaches the maxi-
mum images per sub-folder, PastPerfect will create a new sub-folder.

Figure 19-1 B Setup
Setup Multi- - -
media M EEed ON
Image sub-folder settings
(v nutozelect (" Manual Select

Current image sub-falder 1 EI, et e sl

hla imageszub-folder | A00 i‘ |
Default zave image format | PG - Image backoround color | Black -

Don't display thumbnsil images on catalog screens. [

Large Archival Images

When creating large archival image files with  Only applies to images this size or larger:

scanner of attaching large image files, ﬂ )
automatically create smaller discovery image 2000 = Kilo-btes
for attachment and save large image in

miutti-media largeimages folder. v

Mublti-media removeable storage drives ™~
CD drive | D: - Inztall Muli-media Uparacde
DD drive | F: -

RFemovable High-capacity drive |E: -

In the Autoselect mode, image folders must be named 001, 002, etc. It is possible,
but not recommended, to give your image sub-folders names rather than numbers.
To do this select the Manual setting for your images sub-folders.

Maximum Images/Sub-folder - when the number of images in the current image
sub-folder reaches the maximum images per sub-folder, PastPerfect will start
saving images in the next sub-folder. If you are using the Autoselect mode, new
sub-folders will be automatically created as required. It is recommended that this
setting be between 500 and 1000.

Default save image format - when creating images in PastPerfect via a scanner,
this determines the image file type that will be created.

Image background color - select one of four colors for the thumbnail image back-
ground on the catalog pages.
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Don’t display thumbnail images on catalog screens - generally you do not want
to select this option, but it may speed the opening of catalog records if your com-
puter does not meet the minimum hardware requirements.

Large Archival Images - the images that you attach to PastPerfect records are
generally for identification purposes. To conserve storage space and improve per-
formance, these “Discovery” images should be of limited size and resolution. For
preservation and high-quality printing, you may also want to create larger, high-
resolution “Archival” images of your catalog records. PastPerfect can help you do
this.

If you check the box in this area of the setup screen, when you scan an image at
a high resolution or attach a high-resolution Archival image, a smaller Discovery
image will be created. This Discovery image will be attached to the PastPerfect
catalog record and a link will be created to the Archival image.

PastPerfect will decide if an image should be considered an Archival image based
on its file size. Next to the check box you should enter this file size in kilobytes.

Multi-media Removable storage drives - since multi-media audio and video files
can be large, you may not want to store all of them on your computer or file serv-
er’s hard drive. Specify the drives on each workstation that will accept CDs, DVD,
or other high-capacity media storage.

ATTACHING DIGITAL IMAGES

PastPerfect provides an easy-to-use interface that will allow you to acquire images
directly from a digital scanner, camera, or any other TWAIN-compliant device.
Once attached, images can be manipulated in a number of ways.

To attach or view images press the Image Management command button in
the upper right-hand corner of the Archives, Objects, Photos, or Library catalog
screen. The Image Management screen shown in Figure 19-2 will display.

Each catalog record can have one or more images attached. The maximum number
of images that you can attach to a single catalog record is 999.

On the right side of the image management screen is the image management tool-
bar.
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Figure 19-2
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ACQUIRE IMAGE FROM SCANNER OR CAMERA
To acquire an image from your scanner, digital camera, or other TWAIN-com-
patible device connected to your computer, click on the Scanner icon at the top
of the toolbar. If you have multiple devices connected to your computer, you
may need to press the Select Scanner/Camera command button to choose the

device you want to use. Next, press the Operate Scanner/Camera command but-

ton.

Figure 19-3
Scanning an
image

B Scan or Acquire New Image 5[

Operste Scanner/Camera K

= File type
Save Mo I JPG - I

Filename

Select Scanner.iCameraB | Cancelﬂ_‘ |

I

Click here to operate your
scanner or digital camera
to acquire images for this
record.
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The software that comes with your scanner provides the next screen, which dis-
plays a variety of options for scanning the image, including dpi resolution. The
higher the resolution, the better the image, but the more memory required to
acquire and display the image and the more hard disk space required to store it.
For most applications, you will want to use a resolution below 200 dpi. Images
scanned at 100-200 dpi are quite adequate for use with PastPerfect. A good rule of
thumb is to set the dpi so that the resulting image file size is about 500,000 bytes
for uncompressed TIF or BMP images or 100,000 bytes for JPG images.

Once the image is scanned you will be returned to the Scan or Acquire Image
screen where the image is displayed in thumbnail form. Be sure to complete the
final step by selecting the desired image format and pressing the Save Now com-
mand button.

Figure 19-4 B Scan ot Acquire New Image x|
Scanned
image

SEE PastPerfect will auto-
= matically assign an
= File type image file based on the
M [1P6 ] / object ID number.

Filename )
0011998.2.1-3.JPG

Select ScanneriCamera = | Cancel fjl+ |

The default format for saving images is selected on the Multi-media Setup screen.
As you save each image, you can use the default setting or make a change under
File Type. The image formats available are JPG, TIF, BMP, or PNG. JPG makes
effective use of compression to store color or grayscale images. The advantage of
compressed images is that they require only about one-third to one-twenty-fifth
the disk space.

After you have saved the image, the Image Information screen appears as shown
in Figure 19-5. Here you can enter a caption for the image and metadata about the
image file. Press OK to complete the process.
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i - i
Flgure 19-5 B Image Metadata @
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ATTACH EXISTING IMAGE FILE

You may want to attach digital images that have been created outside of
PastPerfect. PastPerfect supports the attachment of these image formats: BMP,
JPG, PCX, PNG, and TIF. You cannot attach Progressive JPG images. To start
press the Attach New Image icon on the top of the Image Management toolbar.

Press this icon to locate an existing image file on your hard drive, net-
work, or removable drive. Then double-click on the file name.

You will then be presented with the Image Information (Metadata) screen shown
above. Enter a caption and other metadata about the image and press OK to
complete the attachment.



Multi-media 319

IMAGE MANIPULATION

Once attached, a variety of image manipulation tools are provided on the Image
Management Toolbar. This toolbar, shown below, is located on the right side of
the Image Management screen. Here is a description of each tool.

Figure 19-6
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= Scan Image - this tool was described
on page 318.

Attach Image - this tool was described
on page 320

Metadata - displays informa-
tion about the digital image,
including file name, size, format, original object
size, original object format, equipment used to
acquire, resolution used to acquire, created by,
date created, location of high-resolution archi-
val image, and copyright information.

1) Metadata |

Caption Caption - use this tool to add or
——— change the image caption.
orger | Order - if multiple images are

~—— attached to one catalog record use this
tool to change the order of display.

Un-Attach Image - This tool will

break the attachment between a cata-
log record and an image file. Using the Un-
Attach Image button does not delete the image
file.

Delete Image - This tool erases an

image file and deletes it from the sys-
tem. Unused and unattached image files should
be deleted to conserve disk space.

Rotate | Rotate - rotates the image 90 degrees.
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Fliga

Pirear

Crap

Flip - this flips the image top to bottom.
Mirror - this reverses the image left to right.

Crop - this opens the crop menu which can be used to crop a select num-
ber of pixels from the edge or the image, or the mouse can be used to

select the crop area to retain.

Reduce size | Reduce size - use this tool to make the image smaller.
n | Red hue - use this tool to increase or decrease the red hue of the
image.
+ | Green hue - use this tool to increase or decrease the green hue of
the image.
+ | Blue hue - use this tool to increase or decrease the blue hue of the

image.

+ | Darkness - use this tool to lighten or darken the image.

Save

Cancel

HECICICR

Save as

Save - Once changes have been made with other tools be sure to press
save to make them permanent.

Cancel - Press this command to undo any changes made to the image.
This only works if you have not pressed Save.

Preview - Previews the print of the image.
Print - Prints the image.

Save to Floppy - This tool allows you to save the image file onto a
removable medium.

Save As - Use this tool to change the image file name or image type.
Image types can be JPG, BMP, TIF, PNG, or PCX. You can also use this

tool to create a copy of the image.

Loom

Zoom - Use this tool to open a small zoom window at the upper right
corner of the screen. Use the mouse in the zoom window to pan the
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image. In zoom mode, vertical and horizontal scroll bars are enabled. To exit zoom
mode and return the image to fit the screen press Zoom again.

o) Magnifying Glass - this will display a magnifying glass on the image
h that you can move with the mouse to enlarge selected portions of the
image. To turn off the magnifying glass, drag it off the screen. To change the mag-
nifying power, right-click on this tool. Note that depending on your computers
RAM memory, high-power settings may require that the glass be moved slowly.

Slide Show - this tool starts a slide-show-type display of images. The

display interval can be adjusted from one to twenty seconds. This feature
can be particularly useful for automatically displaying all images in a catalog or
images of records selected with a research query.

B Optimize for Document Display - This tool will display images of docu-
ments in the optimum size for viewing.

Mistermark Watermark - allows you to apply a text watermark to the image.
This is described in more detail below.

Description/People - displays the description and people fields

DescriptionPeople
from the catalog record.

There are five additional command buttons at the top of the image management
screen. They are:

Show grid Show grid - This command superimposes a grid over the image.
The grid ruler lines are in pixels. This can be useful when resizing
images

hest | image b Prior/Next - These command buttons display the

next or previous catalog records. Use the <Image
and Image> commands to display the previous or next catalog record that has an
image.

4 Image | Prior

APPLYING A WATERMARK

To insure the security of your images, you may add your own custom water-
mark text. Once applied this mark cannot be removed from the image. To start
the process, press Watermark on the Image Management toolbar. The following
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screen will appear.

Figure 19-7
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Click here to apply Click here to open Water- Watermark Setup screen.
watermark. mark Setup screen.

You can set the location of the watermark and define the watermark text. Press
Setup Watermark to enter or change the text, change the text style to bold or
italic, define a custom location, or to set the text visibility.

Press Apply Watermark to place the text on the image. You can press Apply
Watermark repeatedly to increase the intensity. Finally press Save on the image
management toolbar. Before pressing Save, the watermark can be removed with
the Cancel command button. Remember, after pressing Save, the watermark
becomes permanent and cannot be removed.

MULTIPLE IMAGING FEATURES

PastPerfect allows you to attach up to 999 images to each catalog record. These
may be displayed nine at a time in thumbnail version on the image management
screen. Multiple images can be very useful in providing a variety of views of the
same object.
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Figure 19-8 “m Image Management
l\/lultlple Image 2003.2.2 Teapot A mags | Prior [Tt 1| mage b

Images
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To display all attached images nine at a time, click on the Click to Display Mul-
tiple Images command button at the bottom of the screen. The screen will change
to display nine images in thumbnail size.

In the Archives Catalog, you can scan an entire multi-page document into
PastPerfect. Using the small prior and next arrows below the image screen can
give you a sense of turning the pages of the actual document.

If you are attaching more than one scanned image to a catalog record, PastPerfect
will automatically assign file names to the images as they are scanned. For exam-
ple, the second item scanned for this record would be named 001/200322-2.jpg.
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MULTI-MEDIA LINKS

A picture is worth a thousand words, but a video clip with audio is priceless.

The Multi-media Upgrade allows you to enrich your collection with the power of
video, audio, MS-Word documents, Excel spreadsheets, PDF files and HTML web
pages. The easy to use Wizard allows you to find and attach multi-media links
directly from the catalog or accession record.

To link Word documents and Excel files, your computer must have MS-Word and
MS-Excel installed. These programs may be purchased separately from Microsoft.
The software required for linking to audio, video, PDF and HTML files is either
included with Windows or available as a free download from the web.

When an established link is selected the linked file or document will be opened
with the software designated in your Windows setup to run that file. Therefore,
different computers may display and run files differently.

PastPerfect multi-media linking is not limited to the file types listed above. In-fact
you can setup a link to any file that can be opened with your computer’s existing
software. Therefore if you are using WordPerfect instead of MS-Word that will
work just fine. You could even setup a link to a PowerPoint presentation or a cus-
tom application file specific to your organization.

MAKING THE LINK

To create a multi-media link from a catalog or accession record, click on the
Setup Multi-media links command button in the upper right-hand area of the
record’s screen.

Figure 19-9

Setu.p MU“" Dste 50,000,000 bp

media links Year Range 0 thru a
command Catalog date | 11251 998

Click here to start the
Add Multi-media Link
Wizard

Cataloged by Allen, Arthur
Status date 11525019949

Status by Wilson, Pat
J Status Conservation J
Setup Multimedia links | Image hﬁ
+| 2 ngionse e inkz ® e O e L . —
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This will open the Add Multi-media Link Wizard as shown below. Press Next to
start the Wizard.

Figure 19-10 (44 W uttime dia Link Wizard

Add Multi-

media Links Welcome to the Add Multimedia Link
Wizard Wizard

This wizard helps you link a multimedia abjectto a
FPastPerfect record.

y Follow these steps to setup the link.

Multimedia ohjects can he audio files, video files,
Word documents, Excel documents, POF files, HTML
files, Large Image files, or any other type of file that
yaur computer is capahle of using.

To continue, click Mesxt.

I Don't display this screen anymare. ‘ D Mext B Cancel ‘

On the next Wizard screen select the file type of the media file you want to link
and press Next. If you have a microphone plugged into your computer it is pos-
sible to record your own 60 second audio file by pressing the Record Audio
Clip command button.

Figure 19-11 (4 4 Muttime dia Link Wizard
Select link file
type Select type of multimedia file

— 2 1 Please note: to link a MS-Word, Excel,
£ MS-Word document L) ndobe POF, Audio, or video file yau
" M3-Excel file must have software installed that can
T © adobe PDF file open those files.

© O HTML web page Ifyau choose type "Other” it mustbe a
C]?)) file that vour computer workstation is
W video file capable ofusing. You must have the

software program installed that will

al © Archival Image open, display or run that type of file.

€ Other
Record Audio Cip_,cq i |

Mext B Cancel
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The next wizard screen depends on your selection of media type. Let’s assume
you choose audio file on the last screen in which case this screen is next.

Flgure 1 9-1_2 Add Multime dia Link Wizard
Select media
location Select media typelocation

e . Choose the media location where you

1 waht the final file ta reside. Even ifthe
CcDiD) file is currenthy an CO, you may want
OV (F) ta transfer it to your hard drive far

) easier access.
" Removable Media (ED

v ; Ifyou choose media type "Hard drive”

" Hard drive the file will be moved to the
appropriate Multimedia folder as
specified in Metwark Setup for
PastPerfect access.

Ifyou choose GO, DWD, or
Remaveahle media, you will be
asked to insertthe media whenever

Cancel ‘

Select the media location where you want the final file to reside. Even if the
file is currently on CD, you may want to transfer it to your hard drive for easier
access. If you choose media type “Hard drive” the file will be moved to the
appropriate multimedia folder as specified on your Setup Network screen. By
default the setting is c:\pp4\muiltimedia\audio.

If you choose a media location of CD, DVD, or Removable media, you will be
asked to insert the media whenever you want to view or play the link.

For this example we are going to attach an audio file that currently resides on

a CD. Since the file is not large and we want it to be easy to access, let’s select
“Hard drive” as the media location. With this selection the Wizard will copy the
file from the CD to your hard drive.

Click on Next to open the next Wizard screen shown in Figure 19-13. On this
screen you must input the file name for the audio file we want to link. To do
this click on the command Click here to locate file to search for the file on the
CD. Once you locate the file, double-click on it and the file name will be entered
on the wizard screen.
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Figure 19-13
Locate link
file

Add Multimedia Link Wizard

Locate Multimedia File

Click here to locate file

File name
Ifdr speech 1942 mp3

| i fou may assign a more descriptive display
name for the multimedia obiect here.

Display name
IFDR Fearl Harbor Speech 1942

To continue, click Mext.

Mext | Cancel |

The file name without its extension will be automatically entered as the Display
name for the file. You may want to change this to something more descriptive.

Click Next to display the final wizard screen. Here you must choose if you want
the file to be copied or transferred. Transfer is generally recommended since it

removes the file from the existing location and prevents the possibility of two

files with divergent content. However since the original file is on a CD you can’t
erase it, therefore you should choose Copy.

Figure 19-14
Copy or
Transfer file?

Add Multime dia Link Wizard

Create Link

The selected document file will he transfered and linked as follaws:
File name: trackl1.cda
Current location: d:\

Destination location: c\ppsd4multimediataudiol

" Capy file | i Choose Transfer or Copy. Transferis

h generally recommended since it removes the
file from the existing location and prevents
the possibility of twa files with divergent
content.

Click Finish to complete the link.

4 Back Finish Cancel
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Press Finish to complete the link. You will be returned to the catalog record
screen. Notice the link command button has changed to read View Available
Multi-media links and its color is now green indicating a link is present.

PLAYING OR VIEWING THE LINKED FILE

Now when you click on the View Available Multi-media links command it will
open the Play/View Multi-media Links screen. Click on a media file to play.

Figure 19-15 LUManication Armdc T P S| TS
Play/View S S I Maney
Multi di ' 104
utti-media Play/View Multi-media Links n, Nancy
Links
e (R e === Ry
& FDR Presidential Library Wehsite ‘

‘are

The abave mutti-media inks are available for this record.
Click on the desired link to play or viewy. To return to
PastPerfect, close or minimize the link.

A mare links or wiesy and edit link details | Close EL" |

v a AR o g . o

Click here to view Your Windows Media
Multi-media links infor- Player will open to play
mation screen. the audio file.

Any number of multi-media files can be linked to a single catalog or accession
record.

MULTI-MEDIA METADATA

PastPerfect provides an additional screen where you can record information
about each linked file. This can be particularly useful for audio and video files.
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Figure 19-16  “g"x 44/ Edit Multi-media
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Record 1 of & Delete | Bkl | Eciit |EI.¢<:|ose|

To edit or view this metadata, click on the command Add more links or view
and edit link details from the Play/Multi-media Links screen. The Multi-media
Links Information screen as shown in Figure 19-16 will appear.

This screen displays the file name and location of the media file. If the file is on
removable media such as CD or DVD you can create a message that will display
instructions for locating the CD/DVD.

For digital audio and video files there are fields where you can record the date
the file was created, the file size, file type, sampling rate used to record, hard-
ware and software used to create and other relevant notes on the digitalization
process.
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LINKING EXCEL SPREADSHEETS

In addition to linking multi-media files to catalog and accession records with the
Multi-media Upgrade and MS-Excel you can create Excel spreadsheets for track-
ing detailed information about exhibits and campaigns.

To start you should setup default spreadsheets so that each time you enter a
new exhibit or campaign you don’t have to start with a blank sheet. This will
save time by sharing common elements and layout parameters.

To define these default Excel spread sheet files click on Setup | General Infor-
mation from the main menu.

Figure 19-17
Setup Default
Excel spread-

sheets Campai9n| Exhibits: [26] | J

Setup default Excel files

- a jpot=——rm=

Click on Campaign or Exhibit. MS-Excel will start and open a blank spread-
sheet. If you have already designed a default file, it will open. Create and save a
generic speadsheet for campaigns and exhibits.

Now when you add a new campaign or exhibit, the default spreadsheet will
be used to create one specific for that new record. On the campaign or exhibit
screen you can open the spreadsheet specific to that record.



