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Welcome to the Image Cataloguing User Guide!

In this guide, you will find instructions on how to oper-
ate the Autopsy and SurgPath camera stations, import 
cases into the Portfolio Image Database, and how to take 
advantage of the indepth capabilities of the Portfolio 
Web Client.

The Portfolio Web Client allows you to access the Pa-
thology Image Database via web browser on any com-
puter connected to the internal OHSU network.
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Accessing the Web Client
1. Go to http://portfolio2.ohsu.edu:8090
2. Enter your OHSU username and password
3. Click Login

Logging Out
It is important to logout of the Web Client when you are finished. Click 
your username in the upper right-hand corner and select Logout, or simply 
close the browser tab or window you have open.

The Pathology Image Database is accessible on any computer connected to 
the OHSU network via the Portfolio Web Client.



Main Toolbar
The main toolbar is displayed across  the top of the Portfolio Web interface. 
This toolbar gives you access to major functions such as downloading and 
converting files.

Images can be viewed in three view modes:  Grid, List, and Preview. You 
can sort the Grid and List views on any data field, in either ascending or 
descending order.

Use QuickFind to instantly search common item data fields, or click the 
Advanced Find icon on the right sight of the QuickFind texbos to search 
for items using a number of criteria.

Organizers panel
The Organizers panel at the left side of the window shows the catalog that 
is open, and displays galleries within that catalog.

Click a gallery to display the items it contains in the main window.

Main window
By default, the main window displays most recently catalogued items. You 
can refine how items are displayed using the main toolbar at the top and 
the navigation toolbar at the bottom. You can control:
 - How many items are displayed per page
 - The sort order of items on the page
 - Whether to display a grid or list view of your items



Preview Mode
Double click an image to view it in preview mode. In preview mode you 
can zoom in/out using the plus and minus icons on the left side of the 
image. A download icon is available in the upper right corner. 

Select multiple images by holding down the [Ctrl] key (Windows) or the 
[Command] key (Mac) while making selections. With multiple images 
selected, double clicking on any of the selected images will open all in a 
preview mode slide show viewer.



Galleries
A gallery can display any subset of the items in your catalog. A gallery is a 
good way to organize and view only certain items in your catalog, based on 
accession number, medical record number, keywords, etc.

Public, private, and read-only settings
By default, galleries are private: only the user that creates a gallery can 
access or modify it. 

Creating, renaming, and deleting galleries
To create a new gallery in a catalog:
1. Click [ + ] at the bottom of the Organizers panel and choose New 
Gallery from the menu
2. Enter a gallery name
3. Select privacy settingsfor the gallery:
 - Public galleries are available to all members of the catalog. Read   
 Only means others can only view your gallery, but not change it
 - Private galleries are only available to you
4. Click [ Save ] 

The new gallery is displayed in the Organizers panel.

To rename a gallery:
Double-click the gallery name in the Organizers then enter the new name.

To delete a gallery:
1. Select the gallery in the Organizers panel
2. Click [ - ] at the bottom of the Organizers panel
3. Click [ OK ]
6. Click [Save]



Adding items to a gallery
1. Select an organizer in the Organizers panel.
2. Select one or more thumbnailsin the main window.
3. Drag item thumbnailsfrom the main window onto the gallery icon in the 
Organizers panel.

Creating a Smart Gallery
A smart gallery is a saved set of Advanced Find search criteria. As new 
items are added to the catalog that fit yoursearch parameters, they will be 
displayed when you open or refresh the smart gallery.

To create a new smart gallery:
1. At the lower left of the Organizers panel, click [ + ] and choose New 
Smart Gallery. This starts Advanced Find
2. Enter your search parameters
3. Click [Save as Smart Gallery]
4. Enter a name for the smart gallery
5. Select privacy settingsfor the smart gallery:
 - Public smart galleries are available to all members of the catalog.
 - Private smart galleries are only available to you.
 - The Read-Only option restricts the ability for other users to change 
your public smart gallery search settings

The new smart gallery is displayed in the Organizers panel.

Downloading Files
To download original files, select the itemsin an organizer, then choose 
Download Originals from the Download menu. When Portfolio has 
prepared yourselection for download, you will be prompted to download 
now or later.



If you have selected multiple files to download or convert, Portfolio 
will compressthem into a .ZIP archive. If you have selected a single file, 
Portfolio will download the file without compression.

Click [OK] to download now, you will be prompted to provide a name and 
location for the download.

Click [Cancel], you can download your file or .ZIP archive later from the 
Jobs dialog.

Batch Process
The Batch Process command allows you to perform transformations on 
multiple files, then download the results. To process a group of files, select 
a gallery in the Organizers panel or select items in the main window, then 
click Batch Process in the main toolbar. This will open the Batch Process 
dialog.

The Batch Process dialog is separated into three sections: Convert, 
Rename, and Destination. In the Convert section you can select your 
file format, color mode, modify the resolution and resize the image. The 
Rename section is optional. You can specifiy a specific naming format or 
keep the orginal file names by leaving it unchecked.

Once you have specified settingsfor the Batch Process command, click 
[Batch Process] to proceed. Progress will be displayed in the Navigation 
toolbar at the bottom of the main window. For more specific
information on the process, click on Show Jobs in the toolbar.



Field Values
Editing field values via the Portfolio Web Client has been disabled by 
default to protect the integrity of the database. If edits are needed for an 
image, please email olivas@ohsu.edu.

Need More Help?
Contact Jared Olivas at x4- 0071 or email olivas@ohsu.edu.


