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This Quick Reference Guide gives an overview on the functions provided with a Cumulus Web Publisher Pro 
installation out-of-the box. 
   

 
   

 
    

 

Displays information on the selected category.  
Double-click on a category’s name to perform a record search by category. 
 
Expandable category. Click on this arrow to expand the category and see its 
subcategories. 
Expanded category. Click on this arrow to collapse the category. 
Categories without subcategories.  

 Click on this icon to select/deselect categories. Selected categories are highlighted. 

 Displays the Search Result as your current collection. 

 Displays the Collection Basket as your current collection. 

 /    
Displays the records of your current collection in  
Thumbnail View / Details View. 

 
Displays information on each record of your current collection on a separate page.  

 
Displays a preview of each record of your current collection on a separate page. 

 /  /  Displays small / medium / large thumbnails. 

 /  Deletes / adds a column from / to the current view. 

 /  Deletes / adds a row from / to the current view. 

 
Displays the records of your current collection as a slide show. 

 /  Displays the first / last page of your current collection. 

 /  Displays the previous / next page of your current collection.  

 /  
Displays the page of the indicated number. / Double clicking this frame lets you 
enter a certain page number.  

 Click on the arrow button to select a record field for sorting. 

  /  Sorts the records in ascending/descending order. 

 Ends the session and leads back to the Login page. 
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Search Functions 
 

Performs a Quicksearch, which is a “contains” search in the record fields Record Name, Notes, 
Keywords, and Categories by default1. The search connects the fields with “or” by default. This 
means a search item will be found if it is contained in one of the fields. If you want to search for 
an item consisting of two or more words, you have to combine them by using single quotation 
marks. Then Quicksearch regards the string in double quotation marks as one search item. For 
example: If you search for Canto Cumulus, Quicksearch will find records that contain either 
Canto or Cumulus in one of the searched record fields. If you search for “Canto Cumulus”, 
Quicksearch will find records that contain the string Canto Cumulus (the words Canto and 
Cumulus separated by a space). 

You can also set up the search to connect the searched fields with “and”. Then you must connect 
the search items with &&. If you search for Canto && Cumulus, Quicksearch will find records that 
contain Canto and Cumulus in any record field of the type String. 
And you can also set up the search to exclude items from the result. Then the excluded item must 
be preceeded by an – (minus symbol). If you search for Cumulus -Cloud, Quicksearch will find 
records that contain Cumulus in any record field but not Cloud in any record field. 
 
1 The default field selection can be changed in the Search & Sort section of the User Settings in the 
Preferences dialog of the corresponding Cumulus Client. 

 Displays all records of all currently opened catalogs. 

 
Opens the Advanced Record Search window. 

The Advanced Search window allows you to build search queries 
consisting of one or multiple search conditions. You can select a 
search method that defines what will be searched:  
Search in Entire Collection – will search the entire collection, this 
means all selected catalogs are searched. 
Narrow Current Collection – will only search the current collection 
and replace it with the new search result. 
Broaden Current Collection – will search the entire collection and 
add the search result to the current collection. 

If you want to use other search conditions, click:  
If you want to use provided queries, you can select a query under 
Use Record Query.  

To start the search, click  

 

The Advanced Search window allows you to build search queries 
consisting of one or multiple search conditions. You can select a 
search method that defines what will be searched:  
Search in Entire Collection – will search the entire collection, this 
means all selected catalogs are searched. 
Narrow Current Collection – will only search the current collection 
and replace it with the new search result. 
Broaden Current Collection – will search the entire collection and add 
found records to the current collection. 

If you want to use other search conditions, click:  

 

This window lets you use other search conditions for a search query. 
To add a further search condition, click on the arrow of  and 
select and or or. To remove a condition select: ---- 
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Search Result Information View 
The Information View for records of the Search Result offers additional functions. 

 /  

 
 

 

Informs whether the record is included in the list of assets for which you get a 
notification via mail if the asset has changed.  
You are not watching this asset. To watch the asset, click on this icon. 
You are watching this asset. To remove it from the list of watched assets, click this 
icon. 

 Prints the record information. 

 Lets you select a centrally stored metadata template to fill in metadata. 

 
Lets you copy the link to this record to the clipboard so you can paste it where you 
need it (e.g. in an email). 

 
 
 
In Thumbnail View Web Publisher Pro provides these buttons  

Search Result Page  

 Displays information on the record. 

 Displays the preview of the record. 

 /  Adds the record to the Collection Basket. / Removes the record to the Collection Basket. 

 Displays the context menu with more options. 
Collection Basket Page  

 
If this button is displayed, the Collection Basket contains the record.  
To remove it from the Collection Basket, click this button. 

 Downloads the asset represented by the selected record. 

 Downloads the asset represented by the selected record compressed in a Zip archive. 

 Displays the context menu with more options. 
 
 
 
Slide Show 

/ Displays the first / last slide of your current collection. 

/ Displays the previous / next slide of your current collection.  

 Transitions effect can be activated or deactivated. 

 Lets you select the display duration of a slide. 

 Quits the slide show. 
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If Web browsers are able to show context pop up menus, Web Publisher Pro makes use of 
this feature:  

Search Result  
Context Menu 

 

 

The context pop up menu for a selected record on the Search Result page. Displayed 
after a left mouse click (Windows) / mouse click (Mac OS). 
Close – Closes the menu. 
Information – Displays information on the selected record. 
Watch Asset – Adds the record to the list of assets for which you get a notification via 
mail if the asset has changed. (Stop Watching Asset – Removes the record from this 
list.) 
Preview – Displays the preview of the selected record. 
Show Original – Opens the original asset represented by the selected record. 
Add to Collection Basket – Adds the selected record to the Collection Basket. If the 
selected record is already contained in the Collection Basket, the menu displays a 
Remove from Collection Basket entry so you can remove the selected record from the 
Collection Basket. 
Add Current Page to Collection Basket – Adds the currently displayed records.  
Add Search Result to Collection Basket – Adds all records of the Search Result page to 
the Collection Basket. 

Collection Basket  
Context Menu 

 

 

The context pop up menu for a selected record on the Collection Basket page. 
Displayed after a left mouse click (Windows) / mouse click (Mac OS). 
Close – Closes the menu. 
Download Asset – Downloads the asset represented by the selected record. 
Download Asset as Zip Archive – Downloads the asset represented by the selected 
record compressed in a Zip archive. 
Download All Assets in Zip Archive – Downloads all assets represented by records in 
the Collection basket compressed in one Zip archive. 
NOTE: Zip Archive for Mac OS X 
If you get StuffIt files and don’t have StuffIt installed, download a free version of StuffIt 
Expander or inform your catalog provider to change the Zip Archive configuration. 
E-Mail as Attachment – Sends the asset represented by the selected record as an e-
mail attachment. 
E-Mail as Zip Attachment – Sends the asset represented by the selected record 
compressed in a Zip archive as an e-mail attachment. 
E-Mail Every Asset as Zip – Sends all assets represented by records in the Collection 
Basket compressed in Zip archives as e-mail attachments. 
E-Mail All Assets as one Zip – Sends all assets represented by records in the Collection 
Basket compressed in one Zip archive as an e-mail attachment. 
Get Asset on CD-ROM – Places a CD-ROM order request for the asset represented by 
the selected record. 
Get All Assets on CD-ROM – Places a CD-ROM order request for a CD-ROM 
containing all assets represented by records in the Collection Basket 
Information – Displays information on the selected record. 
Preview – Displays the preview of the selected record. 
Show Original – Opens the original asset represented by the selected record. 
Remove from Collection Basket – Removes the selected record from the Collection 
Basket. 
Empty Collection Basket – Removes all records from the Collection Basket. 
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With early generation Web browsers, Web Publisher Pro provides these buttons: 
 

 Displays the categories of the selected catalogs. 

 Displays information on the record. 

 Displays the preview of the record. 

 Adds the record to the Collection Basket.  

 
If this button is displayed, the Collection Basket contains the record.  
To remove it from the Collection Basket click this button. 

 Places a CD ROM order request for the asset represented by the record. 

 Sends the asset represented by the selected record as an e-mail attachment. 

 
Sends the asset represented by the selected record compressed in a Zip archive as an  
e-mail attachment.  

 Downloads the asset represented by the selected record. 

 Downloads the asset represented by the selected record compressed in a Zip archive. 

 /  
Adds the record to the list of assets for which you get a notification via mail if the asset 
has changed. / Removes the record from this list. 

  
NOTE: If you encounter problems, we recommend emptying the cache of your Web browser and the MRJ Cache 
(Mac OS only; found in the Application Support folder inside the System folder). 


