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End the chaos...

Welcome to Portfolio  � a program that takes over 
the grunt work involved in getting you organized 
and ends the chaos of naming, tracking, and 
accessing digital �les. Portfolio is designed to 
help individuals and workgroups keep their �les 
organized, �nd them quickly when needed, and 
then distribute them to others via e-mail, CD, 
disk and the Web � with as little effort as possible. 
The program is designed to work with thousands, 
or even hundreds of thousands of �les at a time, 
allowing both individual and large workgroups to 
keep things organized.

Why do I need Portfolio?

In these days of digital media, it�s all too easy for 
your electronic �les to disintegrate into a state of 
chaos. Without some way of making order out of 
this chaos, you can end up with some big problems: 
Pictures get lost. Fonts get separated from the 
documents they belong in. Wrong versions of 
images get used. Hours are wasted hunting down 
documents and copying them from machine to 
machine.

Portfolio is designed to get that kind of misery out 
of your life. Here are some of the tasks that Portfolio 
can help you with:

� Find digital photos and other �les anywhere on your 
system by typing only a word or phrase.

� Copy and rename images taken with your  
digital camera.

� Preview an entire CD of stock photography,  
without having to insert the CD.

� Create a slideshow of your favorite images.

� Quickly and easily build a web site containing a 
collection of images.

� Print contact sheets of images.

� Collect a set of �les and burn them directly to a  
CD or DVD.

� Burn discs that contain screen-size preview images. 

� Access your �les with a simple double-click, without 
having to burrow through multiple folders to �nd them.

� Extract and embed important EXIF, XMP and  
TIFF metadata.

� Automate cataloging images with saved cataloging 
options and FolderSync.

Introducing Portfolio
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System and Software Requirements

To install and use Portfolio, you�ll need the 
following hardware and software:

Portfolio Macintosh:
� Mac OS X (10.4.4 or higher)

� 1GHz or faster G4, G5 or Intel Core processor(s)

� 512MB RAM

� 500MB of free hard disk space

� QuickTime 7 or higher 

� Web browser with Macromedia Flash 7 or  
higher plug-in installed

Portfolio Windows:
� Windows 2000, Windows XP Home or Professional

� Pentium class processor (1GHz or faster recommended)

� XGA or higher to display millions of colors

� 256MB of physical RAM  
(512MB or higher recommended)

� 200MB of free hard disk space

� Network interface for server connection

� QuickTime 6.5 or higher 

� Web browser with Macromedia Flash 7 or  
higher plug-in installed

For upgrade versions of Portfolio, be sure to have your 
serial number for previous versions of Portfolio on hand 
while installing. 

Installation

You can �nd instructions for quick and easy 
installation on the CD-ROM that is included with 
your product. If you downloaded an Extensis 
product installer from our web site, running the 
installer places an informational Read Me on your 
hard drive. 

Registration and Personalization

It is important to register your copy of Portfolio so 
we can provide you with the best possible service. 
Registered users of Portfolio are eligible for technical 
support, information regarding new versions and 
products, discounts and special offers on new 
products. 

Your serial number is located in one of three 
locations: on the Portfolio CD sleeve, on the product 
packaging, or was sent to you via e-mail if you 
purchased through our website. Enter that number 
to personalize your copy of Portfolio. 

If you choose not to personalize your copy, Portfolio 
runs in a demonstration mode that allows you 
to use the product for 30 days. You can purchase 
additional serial numbers from Extensis. See the 
contact page at the beginning of this guide for 
contact information.
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Technical Support

Technical Support is available directly through the 
Extensis web site. Please �ll out the online support 
form at http://www.extensis.com/support/ to get support.  
Our tech support representatives will respond by 
phone or e-mail, usually within 24 hours on 
weekdays. 

When contacting technical support, include the 
following information: 

� Your Portfolio serial number

� Your computer con�guration

� Your question or a description of the dif�culty you�re 
experiencing - what speci�cally occurs and when 

� Your phone number if you wish to have our 
representatives call you 

Take note of any displayed error numbers or 
messages and any other information you think may 
be relevant.

For answers to frequently asked questions and 
troubleshooting tips, you can also visit the Portfolio 
page on the Extensis web site:

http://www.extensis.com/portfolio/  

About this Quick Start Guide

This Quick Start Guide covers Portfolio for 
Macintosh and Windows. When describing 
keyboard shortcuts, �Command� refers to the Ѓ key 
on the Macintosh. References to menu selections are 
shown as Menu > Command. 

For more information on speci�c Portfolio features, 
refer to the following:

� Read Me-located in your Portfolio folder, this text �le 
gives you late-breaking information 

� Portfolio page on the Extensis web site:  
http://www.extensis.com/portfolio/

http://www.extensis.com/support/
http://www.extensis.com/portfolio/
http://www.extensis.com/portfolio/
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Portfolio is the industry-leading solution for 
organizing your digital photos, illustrations,  
page layouts and presentations into stunning  
visual catalogs. 

Files are only assets if you can locate them when you 
need them. The powerful new features in Portfolio  
make it easy to view, organize and repurpose �les, 
turning your �les into real assets.

Custom Sorting

Portfolio now allows you to drag and drop �les 
into any desired order within galleries, smart 
galleries, and disk folders. Custom sort orders are 
automatically stored for each user in a workgroup 
environment, allowing you to view �les in the order 
that matters the most to you. If a custom sort would 
bene�t all users of a shared catalog, that sort order 
can be promoted to the catalog level so all users can 
take advantage of the same ordering.

Scratchpad Galleries

Scratchpad galleries are temporary baskets that 
allows you to sort, edit and merge collections of 
�les from multiple galleries or searches into a single 
gallery. These galleries are handy for collecting items 
to be printed or otherwise shared with others.

Public and Private Galleries

You can now create private galleries that only 
you can view. You can also selectively make your 
galleries public, and if you choose you can allow 
other users to view and/or modify your public 
galleries. You can also lock a gallery to prevent any 
future changes.

Fast Cataloging

Portfolio 8 has been improved so that �les are 
quickly added to your catalog, allowing you to start 
working with them right away. After the initial 
pass to add new items to the catalog, Portfolio goes 
back and performs a thorough examination of 
the �les in the background while you work. With 
Fast Cataloging you can start sorting, deleting 
and changing metadata as soon as items appear in 
Portfolio.

Custom XMP and CS File Info Panels

Support for XMP metadata has been enhanced 
so that a broader range of �le types are included. 
The ability to read information stored in custom 
namespaces has also been added. This includes 
support for the new XMP based IPTC Core 
metadata used by Adobe CS2 applications, as well 
as any custom �le info panels. Sample catalogs 
and custom XMP panels for the Adobe Creative 
Suite applications are automatically installed with 
Portfolio 8.

FolderSync Improvements

When adding a new watch folder to a catalog, you 
can now de�ne the frequency at which the folder 
is scanned, as well as attach a cataloging options 
preset to each new folder. FolderSync has also been 
re�ned so that ignored or excluded items do not 
automatically change the folder status.

What’s New in Portfolio 8
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Improved File Format Support

Portfolio 8 adds the following �le format support:

�  Thumbnail, preview, index text and read metadata from 
Microsoft Word and Excel �les on Windows.

�  Create full-screen previews from Adobe DNG raw �les.

�  Directly catalog Raw �les from several new professional 
digital cameras.

�  Create thumbnails and full-screen previews of 
QuarkXpress documents on Macintosh.

�  Support several new professional video formats 
including .DV and .3GPP2.

Quicktime Movie Metadata

Portfolio 8 can extract common metadata such as 
frame rate, duration, audio tracks, and more from  
movie �les supported by Quicktime.

Improved Help

Portfolio now includes a searchable HTML based 
help system, video tutorials as well as sample 
catalogs. This will help you quickly get up to speed 
with Portfolio 8, and make it faster and easier to 
customize Portfolio to your needs.

Improved use of Preview Images

Portfolio can now use screen preview images to 
create CD�s, DVDs, websites and email. This makes 
the process of sharing �les, even those that are 
of�ine, much faster.

Enhanced Item Properties

The item properties dialog has been updated to 
be smaller and easier to use. The most common 
information has been consolidated to the �rst tab, 
and the �elds tab can also be �ltered to only display 
metadata of a particular type, like EXIF or IPTC.  
This makes the properties dialog a one-stop location 
to �nd and edit any �le metadata.

Digital Photo Auto-Rotation

When an image is cataloged, Portfolio automatically 
rotates the thumbnails and preview images from 
digital cameras that record camera orientation.

Ratings, Labels and Work�ow Tracking

The default Portfolio catalog now has built-in 
�elds for ratings and labels. To assist in a smooth 
work�ow, smart galleries can quickly and easily be 
created to help track �les through any work�ow.
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The Portfolio Environment

View buttons Saved view menu

Sort menu

Toolbar

Galleries Pane

Folder View Pane 
(Windows)

FolderSync folder

QuickFind box

Thumbnails Floating Palettes

Folder View Drawer
(Macintosh)
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Portfolio helps you organize your digital �les by 
storing information about them in easy-to-use 
visual catalogs. Instead of burrowing through nested 
folders looking for �les, or opening document after 
document to �nd a needed image, you can quickly 
browse thumbnail-sized previews in your Portfolio 
catalog or perform a search for a needed item using 
Portfolio�s powerful search engine.

Setting up and using Portfolio involves these  
basic steps, all of which are covered in this  
Quick Start Guide:

CATALOG: You have to �catalog� your �les 
� adding them to a Portfolio catalog � so that 
Portfolio can �nd them, preview them and  
track  them.

CUSTOMIZE: Give your catalogs the look and  
style you want to make information easy to �nd  
and display.

ACCESS:  Preview �les right in Portfolio, copy  
them to another disk, drag them into programs  
such as Photoshopfi or QuarkXPressfi or edit them 
by opening them in the application with which  
they were created.

ORGANIZE: Using tools within Portfolio you can 
group, organize and categorize your �les by adding 
keywords, descriptions, and other custom data. 

FIND: Type a word or phrase to locate any cataloged 
�le and access it instantly. Search using a wide array 
of criteria automatically stored in Portfolio.

DISTRIBUTE: Send automatically resized �les via 
email, burn them directly to CD or DVD, publish 
them as web pages. Portfolio automates most 
distribution-related tasks.

Getting Started



8

Quick Start Guide Catalog your files

Before you can use Portfolio to manage and 
organize your collection of digital images, you have 
to �catalog� your �les so that Portfolio can �nd, 
preview and track them for you.

Create a new Portfolio catalog
The �rst time you launch Portfolio, a Welcome 
screen offers you two options: You can either create 
a new, empty catalog, or open an existing catalog.

Choose the Create a new Portfolio catalog option 
and click OK. A blank catalog containing no records 
is created and opens on screen. 

You�re now ready to add items to the catalog.

If you already have a catalog created by 
someone else or you�ve used previous versions  
of Portfolio, you can choose the Open command 
from the �le menu to open an existing catalog 
with Portfolio. Portfolio can automatically 
convert catalogs created with earlier versions  
of Portfolio. See the Portfolio User Guide  
for details.

Drop selected �les, folders or disks  
into your catalog.

You can catalog individual �les (such as a JPEG 
image, or an EPS graphic), folders, or entire  
volumes (such as your hard drive, a CD or DVD,  
or a network volume).

The easiest way to do this is to simply drag a �le, 
folder or disk icon right into the open catalog 
window to catalog it.

Portfolio is capable of cataloging virtually every 
type of digital �le and generates a thumbnail 
preview of documents created in any of the most 
common graphics and video formats.

Step One: Catalog your files
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Alternatively, you can add items to your catalog 
using the Instant Cataloging feature. 

Control-click (on Mac) or right-click (on 
Windows) a �le, folder or disk icon anywhere 
within the Macintosh Finder or Windows 
Explorer and choose the Add to Portfolio 
submenu to see a list of recently-used catalogs. 
Select the catalog to which you�d like the 
selected items added. If the catalog you need 
isn�t listed, choose Other Catalog to open it.

Set Cataloging Options
When you add items to Portfolio, there are 
many options available that determine exactly 
how Portfolio stores information about your 
�les. You control these various options in the 
Cataloging Options dialog box, which pops 
open each time you catalog �les (unless you 
speci�cally tell it not to do so by enabling the 
Don’t Show when cataloging option).

You can use the Cataloging Options dialog box to 
automatically rename, copy or move your �les when 
cataloging them, or to add keywords, descriptions 
and other information about your images. See the 
Portfolio User Guide for complete details about 
using all of these cataloging options.

To simply add your �les to the catalog without 
renaming or moving them, just click the OK button 
in the Cataloging Options dialog box to continue 
the cataloging process. Portfolio examines each item 
and then adds it to your catalog.

Add descriptions, 
keywords and 

metadata  
automatically

Move or copy  
�les from their  

original location

Rename batches 
of �les as you 
catalog them
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