TUES. 7/24 10:15AM — I2: COOL TOOLS CAFE
2012 AALL ANNUAL MEETING AND CONFERENCE
Date/Time: Tue, Jul 24 10:15pm - 11:45am
Official AALL Program Listing
Target Audience: Librarians who want to become more comfortable with technology and learn about easily adoptable
tools that can be used to improve library websites, marketing, services, or instruction sessions
Learning Outcomes:
1. Participants will be able to identify and compare technologies that libraries across the country have implemented
to improve library services.
2. Participants will be able to select and implement technologies appropriate to their libraries.
It can be hard to keep up with the constant changes in the world of information technology, tools, gadgets, and apps.
During this session, visit stations of tech-savvy librarians who will perform short demos of a myriad of available
technologies that they have implemented in libraries of all kinds and sizes. There are tools to help with marketing,
sharing information, citation, personal productivity, research, and teaching. These emerging technologies come in the
shape of browser add-ons, software, mobile apps, and web 2.0 tools.
Slate of Demos (Printable Roster (pdf)):
1) Using Doceri Remote Ipad app and Doceri Desktop Software to free you from the podium (Gordon Russell, Lincoln
Memorial University Law Library & Jordan Gilbertson, Lincoln Memorial University Law Library). This app for the iPad
and downloaded software to the laptop or desktop allows you to wirelessly control your PC or Mac from anywhere in the
room using the iPad. Quickly launch documents and annotate them in real time, including PowerPoint and Keynote
slideshows. Use your iPad as a whiteboard. Doceri Handout
2) Using Pinterest in Your Library: It's More Than Pictures of Cupcakes (Janet Lindenmuth, Widener Law
Library). Pinterest is a social networking site that allows you to "pin" or share and curate images you upload yourself or
share from other websites. Often thought of as just for recipes and home ideas, libraries have started using Pinterest to
share information and promote library services. See what other libraries are doing or share your own ideas.
3) Show them how you did that! Creating dynamic tutorials with screencasting software (Ben Carlson, Northern Illinois
University Law Library). Screencasting is an excellent way to create video tutorials for websites and software
programs. I will explain many of the features offered by a handful of free and paid screencasting tools, with
demonstrations created in two of the most popular programs, Jing and Camtasia. More
information: Jing / Camtasia / Screencasting Handout
4) Getting Started with iBooks Author (Carli Spina, Harvard Law Library). With Apple's new iBooks Author, it is possible
to create iBooks that can be distributed for free or for purchase on the iBookstore, on iTunes U, directly to iPad users or
as a PDF. I will demonstrate how iBooks Author can be used to quickly and easily create an ebook on any topic.
5) LibGuides as a multi-tool: exploring built-in features (Melanie Cofield, University of Texas Law Library). LibGuides is
a popular application for building online guides. This demo will highlight features beyond basic guide creation. A more
in-depth tour of the Command Bar reveals features that support collaboration, promotion, improved productivity, and
guide assessment. E-handout.

6) Meeting Online: Free Web Conferencing and Webinar Tools (Jessica Randall, University of Connecticut Law Library).
Want to meet virtually with patrons, colleagues or friends? Free tools like MeetingBurner, AnyMeeting and Meetings.io
allow for easy web conferencing, meetings and webinars. Connecting for online collaboration and presentations has
never been easier or cheaper.
7) Beam Me Up, Scotty: Using RDM+ to Access Your Computer Remotely from Your iPad (Carla Wale, Northern Illinois
University Law Library). Well, maybe you can't actually "beam" yourself from the USS Enterprise to planet Vulcan, but
now you can "beam" the working draft of your Spectrum article from your home computer to your iPad. RDM+ provides
remote access to your home or office computer from just about anywhere using your iPad. It is Windows and OS X
compatible, and there is no limit to the number of computers you can access.
8) Database Applications made easy with Zoho! (Karina Condra, Boston University Law Library). Need to build an
application, like a class registration system, but don’t know where to start? Try Zoho Creator, an online database
software that allows you to build custom online databases by dragging and dropping. LibGuide.
9) Docket Navigator - Easy Patent Litigation Research (Amy Towell & Darryl Towell, Docket Navigator). Quickly find the
litigation history of a patent, or of a federal judge. More information.
10) Legal Research Apps for the iPad (Vicki Steiner, UCLA School of Law, Hugh & Hazel Darling Law Library). Among
the more than 500,000 apps that populate the iTunes App Store are many apps that can help law students and lawyers
effectively manage their time and increase their productivity. This demonstration will explore several legal research
apps for the iPad, including Fastcase, HeinOnline, Lexis Advance, and WestlawNext. For a list of additional apps,
please visit our LibGuide, Mobile Applications for Law Students and Lawyers.
11) Sticky Notes Be Gone! Mindmapping for Generating Ideas, Organizing Projects, and Collaborating Online (Cynthia
Bassett, University of Missouri School of Law Library, Debbie Ginsberg, IIT/Chicago-Kent College of Law Library, and
Roberta Woods, University of Hawai’i School of Law Library). Many of us are visual learners and thinkers. Getting
ideas out of our heads and into an environment we can see them helps us to organize and connect them. Mindmapping
software lets users do just that, as well as collaborate with partners online, present from our mindmaps, and organize
project planning. Cindy, Debbie, and Roberta will demo the use of three systems – Mindomo, iThoughtsHD, and
MindManager to show you how mindmaps work on the web, on the iPad, and on your desktop. Mindmap Handout.
12) Android Apps for the Legal Academy (Jennifer L. Wondracek, Lawton Chiles Legal Information Center, Fredric G.
Levin College of Law). The Android operating system is finally coming into its own with new apps that help lawyers,
professors, and students improve their efficiency and effectiveness. We will take a look at some of the leading apps
that are being used in the legal field, including the first true legal research app for Android from Fastcase. For a list of
recommended apps and information, see our digital handout, the UF Law Libguide Android Apps for the Legal
Academy.
13) Prezi - The UnPowerPoint (Jason Sowards, Vanderbilt Law School). For those of you who wish to stop murdering
your students with PowerPoint, you now have the option of mesmerizing them with Prezi, a free presentation program
that allows you to to present in a way that PowerPoint just won't allow. Prezi lets you pan and zoom, import media,
collaborate with others, and yes, it even has an iPad app. Because Prezi is cloud-based, it is available anywhere you
have Internet (and downloadable for offline access when the Internet isn't available). Prezis are also embeddabable
into websites and LibGuides. Prezi Handout
14) Getting Past TWEN (and Blackboard. and Moodle...) with Instructure Canvas (Robert Truman, Boley Law Library,
Lewis & Clark Law School). See how Instructure Canvas brings a new, easy and free approach to online course
management. A true next generation LMS built in the cloud, Canvas combines an intuitive interface with integrated
social media and mobile tools such as Scribd, Google Apps, YouTube, RSS, Facebook, Twitter, text messaging and
more. More information.

15) Translating Tools: Adding a Certain “je ne sais quoi” to your Readily Accessible Research Tools (Steven Ellis,
Pappas Law Library, Boston University School of Law). As the availability of online foreign-language resources
continues to increase, happily, so too does the number of translator tools! Multiple add-on programs and tools will be
showcased in this segment to assist you with your foreign language research needs. Handout.
16) Collaboration Station: What's Your Destination? (Jordan Gilbertson, Lincoln Memorial University Law Library, Liz
Johnson, Wake Forest University Law Library, and Ellen Richardson, USC Law Center). Dropbox, Box, Teambox.
Librarians are frequently called upon to collaborate on projects with librarians from another library and time zone.
Scheduling a conference call that works with everyone's schedule is hard enough--how do you keep things organized or
even work on them together? Jordan, Liz, and Ellen, who put together this whole program by collaborating virtually, will
show you how to use a variety of applications, including Dropbox, Box, and Teambox with Google Drive for a variety of
platforms and devices, including iPad, iPhone, and Android, to store and manage files and work on documents even
when you're not in the same conference room. You'll also be able to keep them synced across devices so you'll have
access to the same updated information from your desktop to your laptop to your PDA. Collaboration Station
Handout / Box Handout / Getting Started with Box / Teambox Handout / Getting Started with Dropbox
17) Firefox add-ons for Law Librarians (Sue Altmeyer, Cleveland Marshall College of Law Library). See Firefox
extensions which make legal research and writing easier, faster and cheaper. These include CiteGenie (create
Bluebook citations), Jureeka (toolbar for citation retrieval on the Internet plus legal citation link creation in web sites),
Fireshot (Screen captures), Recap (free shared PACER archive). Firefox Add-on Handout. More
information: CiteGenie/ Jureeka / Fireshot / Recap
18) Adobe Acrobat Professional for Legal Tasks (Wilhelmina Randtke, St. Mary's University School of Law) Adobe
Acrobat Professional is readily available software in an office environment. This presentation will run through some
useful, but underused functions, of Acrobat Professional, including: making text searchable in several PDFs all at once,
renaming a set documents to better organize case files (they don't have to be PDFs), and simple indexing tools for
building personal use search tools. The presentation will also show how to examine a PDF to determine the date
created, facts about the images and text included in the PDF, and a little about the history of a document. Adobe
Acrobat Professional Handout
Coordinator(s):
Kincaid C. Brown - University of Michigan Law Library
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Table # / Demo Title (Presenter(s))

1 / Collaboration Station: What's Your
Destination? (Jordan Gilbertson, Lincoln Memorial
University Law Library, Liz Johnson, Wake Forest
University Law Library, and Ellen Richardson, USC Law
Center)

2A / Using Doceri Remote Ipad app and Doceri Desktop
Software to free you from the podium (Gordon Russell,
Lincoln Memorial University Law Library & Jordan
Gilbertson, Lincoln Memorial University Law Library)
2B / Beam Me Up, Scotty: Using RDM+ to Access Your
Computer Remotely from Your iPad (Carla Wale,
Northern Illinois University Law Library)
3/ Android Apps for the Legal Academy (Jennifer L.
Wondracek, Lawton Chiles Legal Information
Center, Fredric G. Levin College of Law)
4 / Legal Research Apps for the iPad (Vicki Steiner, UCLA
School of Law, Hugh & Hazel Darling Law Library)

Description / URL(s) for more information
Dropbox, Box, Teambox. Librarians are frequently called upon to collaborate on projects with librarians from
another library and time zone. Scheduling a conference call that works with everyone's schedule is hard
enough--how do you keep things organized or even work on them together? Jordan, Liz, and Ellen, who put
together this whole program by collaborating virtually, will show you how to use a variety of applications,
including Dropbox, Box, and Teambox with Google Drive for a variety of platforms and devices, including
iPad, iPhone, and Android, to store and manage files and work on documents even when you're not in the
same conference room. You'll also be able to keep them synced across devices so you'll have access to the
same updated information from your desktop to your laptop to your PDA.
Collaboration Station: http://cssis.org/sites/cssis.org/files/collaboration.pdf
Box: http://cssis.org/sites/cssis.org/files/box.pdf
Getting Started with Box: http://cssis.org/sites/cssis.org/files/getting_started_with_box.pdf
Teambox: http://cssis.org/sites/cssis.org/files/teamboxHO.pdf
This app for the iPad and downloaded software to the laptop or desktop allows you to wirelessly control
your PC or Mac from anywhere in the room using the iPad. Quickly launch documents and annotate them in
real time, including PowerPoint and Keynote slideshows. Use your iPad as a whiteboard.
Doceri: http://cssis.org/sites/cssis.org/files/doceri.pdf
Well, maybe you can't actually "beam" yourself from the USS Enterprise to planet Vulcan, but now you can
"beam" the working draft of your Spectrum article from your home computer to your iPad. RDM+ provides
remote access to your home or office computer from just about anywhere using your iPad. It is Windows and
OS X compatible, and there is no limit to the number of computers you can access.
The Android operating system is finally coming into its own with new apps that help lawyers, professors, and
students improve their efficiency and effectiveness. We will take a look at some of the leading apps that are
being used in the legal field, including the first true legal research app for Android from Fastcase. For a list of
recommended apps and information, see our digital handout, the UF Law Libguide:
http://guides.uflib.ufl.edu/AndroidLawApps
Among the more than 500,000 apps that populate the iTunes App Store are many apps that can help law
students and lawyers effectively manage their time and increase their productivity. This demonstration will
explore several legal research apps for the iPad, including Fastcase, HeinOnline, Lexis Advance, and
WestlawNext. For a list of additional apps, please visit our LibGuide:
http://libguides.law.ucla.edu/mobilelegalapps
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5 / Docket Navigator - Easy Patent Litigation
Research (Amy Towell & Darryl Towell, Docket
Navigator)
6 / LibGuides as a multi-tool: exploring built-in
features (Melanie Cofield, University of Texas Law
Library)
7 / Meeting Online: Free Web Conferencing and
Webinar Tools (Jessica Randall, University of
Connecticut Law Library)
8 / Getting Past TWEN (and Blackboard. and Moodle...)
with Instructure Canvas (Robert Truman, Boley Law
Library, Lewis & Clark Law School)
9 / Sticky Notes Be Gone! Mindmapping for Generating
Ideas, Organizing Projects,
and Collaborating Online (Cynthia Bassett, University of
Missouri School of Law Library, Debbie Ginsberg,
IIT/Chicago-Kent College of Law Library, and Roberta
Woods, University of Hawai’i School of Law Library)
10 / Prezi - The UnPowerPoint (Jason Sowards,
Vanderbilt Law School)

11 / Show them how you did that! Creating dynamic
tutorials with screencasting software (Ben Carlson,
Northern Illinois University Law Library)

Quickly find the litigation history of a patent, or of a federal judge.
More information: http://www.docketnavigator.com/
LibGuides is a popular application for building online guides. This demo will highlight features beyond basic
guide creation. A more in-depth tour of the Command Bar reveals features that support collaboration,
promotion, improved productivity, and guide assessment.
http://tarltonguides.law.utexas.edu/cool-tools-2012
Want to meet virtually with patrons, colleagues or friends? Free tools like MeetingBurner, AnyMeeting and
Meetings.io allow for easy web conferencing, meetings and webinars. Connecting for online collaboration
and presentations has never been easier or cheaper.
See how Instructure Canvas brings a new, easy and free approach to online course management. A true next
generation LMS built in the cloud, Canvas combines an intuitive interface with integrated social media and
mobile tools such as Scribd, Google Apps, YouTube, RSS, Facebook, Twitter, text messaging and more.
Many of us are visual learners and thinkers. Getting ideas out of our heads and into an environment we can
see them helps us to organize and connect them. Mindmapping software lets users do just that, as well as
collaborate with partners online, present from our mindmaps, and organize project planning. Cindy, Debbie,
and Roberta will demo the use of three systems – Mindomo, iThoughtsHD, and MindManager to show you
how mindmaps work on the web, on the iPad, and on your desktop.
For those of you who wish to stop murdering your students with PowerPoint, you now have the option of
mesmerizing them with Prezi, a free presentation program that allows you to to present in a way that
PowerPoint just won't allow. Prezi lets you pan and zoom, import media, collaborate with others, and yes, it
even has an iPad app. Because Prezi is cloud-based, it is available anywhere you have Internet (and
downloadable for offline access when the Internet isn't available). Prezis are also embeddabable into
websites and LibGuides. http://cssis.org/sites/cssis.org/files/Prezi_CoolTools_2012.pdf
Screencasting is an excellent way to create video tutorials for websites and software programs. I will explain
many of the features offered by a handful of free and paid screencasting tools, with demonstrations created
in two of the most popular programs, Jing and Camtasia.
Jing: http://www.techsmith.com/jing.html
Camtasia: http://www.techsmith.com/camtasia.html
Screencasting: http://cssis.org/sites/cssis.org/files/carlson.pdf

This list also posted at: http://cssis.org/education/annual-meeting/2012/i2-cool-tools-cafe
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12 / Using Pinterest in Your Library: It's More Than
Pictures of Cupcakes (Janet Lindenmuth, Widener Law
Library)
13 / Getting Started with iBooks Author (Carli Spina,
Harvard Law Library)
14 / Database Applications made easy with
Zoho! (Karina Condra, Boston University Law Library)
15 / Firefox add-ons for Law Librarians (Sue Altmeyer,
Cleveland Marshall College of Law Library)

16 / Translating Tools: Adding a Certain “je ne sais
quoi” to your Readily Accessible Research Tools (Steven
Ellis, Pappas Law Library, Boston University School of
Law)
17 / Adobe Acrobat Professional for Legal
Tasks (Wilhelmina Randtke, St. Mary's University School
of Law)

Pinterest is a social networking site that allows you to "pin" or share and curate images you upload yourself
or share from other websites. Often thought of as just for recipes and home ideas, libraries have started
using Pinterest to share information and promote library services. See what other libraries are doing or
share your own ideas.
With Apple's new iBooks Author, it is possible to create iBooks that can be distributed for free or for
purchase on the iBookstore, on iTunes U, directly to iPad users or as a PDF. I will demonstrate how iBooks
Author can be used to quickly and easily create an ebook on any topic.
Need to build an application, like a class registration system, but don’t know where to start? Try Zoho
Creator, an online database software that allows you to build custom online databases by dragging and
dropping.
See Firefox extensions which make legal research and writing easier, faster and cheaper. These include
CiteGenie (create Bluebook citations), Jureeka (toolbar for citation retrieval on the Internet plus legal citation
link creation in web sites), Fireshot (Screen captures), Recap (free shared PACER archive).
Handout: https://www.law.csuohio.edu/sites/default/files/lawlibrary/firefox_addons.docx
CiteGenie: http://www.citegenie.com/
Jureeka: http://www.law.cornell.edu/jureeka_plugin
Fireshot: http://screenshot-program.com/fireshot/
Recap: https://www.recapthelaw.org/
As the availability of online foreign-language resources continues to increase, happily, so too does the
number of translator tools! Multiple add-on programs and tools will be showcased in this segment to assist
you with your foreign language research needs.
Adobe Acrobat Professional is readily available software in an office environment. This presentation will run
through some useful, but underused functions, of Acrobat Professional, including: making text searchable in
several PDFs all at once, renaming a set documents to better organize case files (they don't have to be PDFs),
and simple indexing tools for building personal use search tools. The presentation will also show how to
examine a PDF to determine the date created, facts about the images and text included in the PDF, and a
little about the history of a document.
http://cssis.org/sites/cssis.org/files/RandtkeCoolToolsCafeHandoutAdobeAcrobatProfessional.pdf

This list also posted at: http://cssis.org/education/annual-meeting/2012/i2-cool-tools-cafe

Features
Remote Access and control of your laptop or
desktop


Allows you to view your computer screen on your
iPad



Touch and gesture control of your mouse allows
you to tap, click, and magnify.

Annotate




Draw, highlight, or write over any image displayed
on your iPad and watch it appear in real time
Create and play slideshows on the fly or prerecord
with voice and images



Multiple drawing tools and backgrounds offer creative and colorful options for presentation



Use a stylus or the handwriting and drawing function of your iPad

Three Modes

Doceri:
An Interactive Whiteboard
for the iPad
Doceri™ Remote lets you connect to your computer desktop
from your iPad via Wi-Fi, controlling that computer just as you
would with a mouse and keyboard. You can open any resource—document, Web page,
or application—that you have on
your computer. Anything you can
do sitting in front of your computer, you can now do remotely
via the iPad.
- doceri.com

Control Mode Drawing Mode


Simulates
mouse and keyboard actions—
click, use the
mouse, pan &
zoom, and scroll



Write or draw

on your current
desktop or another background– pen,
brush and eraser
tools

Pointer Mode
Touch your
workspace to
emphasize part
of your screen
or annotation/
drawing

Gordon Russell
Associate Dean and
Director of the Law
Library
Email: gordon.russell@LMUnet.edu

Jordan Gilbertson
Email: jordan.gilbertson@LMUnet.edu

Show them how you did that!
Creating dynamic tutorials with screencasting software
Show patrons how to
navigate electronic
resources and library
websites

-

Available at techsmith.com
Works on PC and Mac
Free program
Videos can be exported to
screencast.com or YouTube
Screencasts must be 5 minutes
or less
Not a video editor

With screencasting
programs you can…
Walk students through
the legal research process

-

-

Available at techsmith.com
Works on PC and Mac
Licenses are $300 (less with
academic discount)
Videos can be exported to
screencast.com or YouTube
No limit on length of videos
Edit videos
Add annotations, emphasis,
and audio

-

-

Keep faculty and
attorneys up to date on
developments in
electronic research

Screencast-o-matic.com & Screenr.com
No software downloads, start right from the browser window
Free to use with limited functions and length of videos
Added functionality with paid “Pro” account

Available at telestream.net
Works only on Mac
Licenses are $99 (less with
academic discount)
Videos can be saved or
exported to YouTube
No limit on length of videos
Edit videos
Add annotations, emphasis,
and audio

Many iPad apps allow recording of a
whiteboard with narration:

What is Prezi?


Prezi (http://prezi.com) is a cloud‐based presentation system that provides a canvas upon
which to present information, rather than the traditional linear slide format of PowerPoint.
Prezis can be available offline, they can be embedded into websites (including LibGuides), and
they can contain multimedia (e.g., YouTube videos). And these are just a few of its capabilities.

How much does Prezi cost?




Free Plan
o All Prezis are public and users are limited to 100 MB of content
Educational Plan
o 2 plans: free (500 MB) and professional (more features; 2 GB; $59/yr)
Commercial Plan
o 3 plans: free, Enjoy (500 MB; $59/yr), and Professional (more features; 2 GB; $159/yr)

Prezi Pros1











1

It’s not PowerPoint – the animation of the presentation grabs and keeps the audience’s
attention.
Zooming emphasizes important points and spatial relationships among concepts.
You can embed media and photos into Prezi.
You can embed Prezis into web sites and LibGuides.
You can import existing PowerPoint presentations into Prezi.
Training is available at http://prezi.com/learn/ (videos, cheat sheets, weekly webinars).
Multiple pricing plans are available.
Free educational version allows you to keep your Prezis private, use your own branding, and
collaborate with others in creating and editing Prezis.
Prezis can be exported as PDFs (while in Edit mode); first page is of the entire Prezi canvas to
show the “big picture.”
Prezi viewer iPad app is available for free that syncs to your Prezi account.

Pros and Cons adapted from Carli Spina’s guide to Prezi from the 2011 Cool Tools Café (available at
http://aallcssis.pbworks.com/f/Prezi%20and%20Ahead%20Handout.pdf).

Prezi Cons











Zooming may cause motion sickness and disorientation.
The animation may be too distracting.
Limited modification of the themes available (fonts, colors, and predetermined presentation
structures)
Photos embedded into a Prezi may look grainy.
Learning curve to arranging and framing items
Only the Professional versions (commercial and educational) allow users to create/edit Prezis
offline.
The completely free, non‐educational plan does not allow users to keep their Prezis private and
the Prezi logo is not removable.
Tech support is available only for paid plans.
PowerPoints imported into Prezi may lose some original formatting that will take some time to
replace.
Imported PowerPoints, if large, will eat away at your allotted memory.

Prezis in LibGuides – How to Embed
1. Click Share
2. Click Embed
3. Click Copy to Clipboard
 You have the ability to change the height and width of the Prezi to fit within your
LibGuide box
4. Choose or add a box into which you wish to embed the Prezi
5. Click the Add or Edit Text
6. Paste code into the Plain‐Text Editor
7. Save changes and exit the editor
8. Preview your results
A sample embedded Prezi may be found here: http://bit.ly/LW5Gkl

Importing an existing PowerPoint presentation into Prezi
1. Create a new Prezi.
2. Select you template (the Blank template is preferred for more freedom to customize after the
import).
3. In your blank Prezi, select the PPT button from the Insert wheel (top left of canvas).
4. Select the PowerPoint presentation you wish to import.
5. Once your slides have been imported, you have the option of importing some or all of the
slides.
6. You also have the option of letting Prezi apply a path for your slides (it will keep the original
order of your PowerPoint presentation), or, once imported, you can move the slides around
and otherwise edit them to make the presentation more Prezi‐like.
 Note that some of the original slide formatting may disappear once imported into Prezi.

colla
bora
tion

ALL	
   of these programs …
	
  
Provide controlled-access to
documents for collaborative efforts
Provide a form of free and easy ways to
organize cloud storage
Provide free and easy mobile
applications on mobile devices for
access on the go
So which of these should you
next collaborative project?

Box

Dropbox

for your

Teambox

	
  
A “hard drive in
the cloud” to
upload, view,
and share files.

A virtual thumbdrive
that holds any data
format in folders that
are easy to organize
and share

Web-based with
Android, iPad,
iPhone,
Blackberry and
Playbook apps

Comes with a free
desktop client and is
accessible via the
Internet

5 GB free space
or buy up to
50GB

2 GB free space, but
you can buy or
“earn” more space

Real time
updates &
notification
when
collaborators
make changes.

Maintains a history
of changes for 30
days

Sendtodropbox.com
allows documents to
be deposited via
Drag & drop files email
from your
desktop to Box
or use the
upload button

	
  

A social network
inspired project
management app
that allows for
communication,
task management,
file sharing, &
integration
Web based with
iPad, iPhone,
Chrome, & Gmail
apps
Free for up to 5
users, 5 projects, &
5GB
Threaded
conversations &
whiteboards kept in
a central location.
Upload or attach
documents from
Google Docs

Ellen Richardson: erichard@mailbox.sc.edu
Liz McCurry Johnson: johnsoem@wfu.edu
Jordan Gilbertson: jordan.gilbertson@LMUnet.edu

	
  

Using box to share and collaborate

1. Create your box
account at
www.box.com

Upload or
create a
new file

Comment, share,
download or edit your
files & folders

2. login to upload, access
& share files anytime,
anywhere.

Show/hide
navigation
menu

Box for iPad

Open/edit in
another app

Search

Comment

Navigation	
  menu	
  

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae tincidunt risus. Quisque
pulvinar, dui non porttitor scelerisque,
favoritelibero augue
adipiscing mi, sit amet hendrerit ipsum nisl sed
turpis. Suspendisse justo elit, mollis in adipiscing et,
hendrerit ac nulla. Mauris consectetur dapibus
lacinia. Suspendisse nec pretium neque.
Aliquam sem eros, pulvinar id vehicula id,
pulvinar quis sapien. Cum sociis natoque penatibus
et magnis dis parturient montes, nascetur ridiculus
mus. Fusce lacus massa, iaculis vitae rhoncus vitae,
dapibus luctus nibh.
Phasellus eu nisl aliquam sem convallis
pellentesque eget eu nisl. Maecenas consectetur
ornare consectetur. Maecenas vel ante vitae lectus
iaculis porttitor. Aliquam vestibulum sagittis
dignissim. Mauris viverra nulla eu nisi posuere
rutrum.

Your files and
folders

Create new
file

Settings
	
  

Share
Print
Rename
Delete

Ellen Richardson  erichard@law.sc.edu  July 2012

getting started with

box

1. What is box?
2. Creating an
account
3. box functions

What is box?
A hard drive in the cloud where you
can store your files
(pictures, word documents, excel
files, PDF files, videos &
presentations and even bookmarks)

And then share and
access them from
any device,
anywhere, from
Seattle to Shanghai

Part 1:
Create an
Account.
go to http://www.box.com

Every time you use
box online, you’ll need
to sign in

Setting up a
box account is
quick and easy

Is box free?
All personal box accounts
and mobile applications are
completely free. including
5GB of storage space

Box personal accounts have 5GB of storage space. If you
need more space, you can upgrade to 25 or 50 GB with a
monthly subscription.

Is box secure?
“once your files are on box, they’re not
going anywhere.” box data centers,
facilities, and operations are Safe
Harbor certified and have an SSAE 16
Type II Report.
Your files are backed up, stored securely, and password
protected. Another box user cannot see your files and
folders unless you’ve shared them with that user.

What does

box look like online?

When you first log in, box helps you:
upload or create files or folders
and invite collaborators

the
functions of
box.
Part 2:

uploading files.
sharing files.
managing files.

uploading files…
After you log in, adding files to box is easy!
Option one: drag and drop a file from your
computer to your box dashboard
Option two: use the upload button to upload a file
from your computer to your box dashboard
The blue striped bar at the bottom of the page
means your file is syncing. The yellow banner at
the top of the page means your file has finished
uploading to box and can be now shared with
others.

uploading files…	
  
Once your files are uploaded, you can
send a link, make a comment, invite a
collaborator, or assign a task

sharing files…
Box lets you easily share single files
and folders by giving each one its own
link you can share with others—even
non box users!
Step 1: upload a file or folder to box
Step 2: click shareà send, then enter the email
addresses of the people you would like to share
with. You can also copy and paste the link into a
different email, gchat, or blog comment.

People you’ve sent files or folders to
previously are saved in your Contacts
so you only need to enter their name to
share something with them.

sharing files…
Creating a new folder to collaborate
and share project materials is easy!
Step 1: create a new folder
Step 2: enter the names of people you’d like to
share with, and set their level of access
(editor or viewer)

You choose
whether your
collaborators
can edit or
just view the
contents of a
folder

People you’ve sent
files or folders to
previously are
saved in your
Contacts so you
only need to enter
their name to share
something with
them	
  

managing files…
When you click on the arrow to the
right of your file or folder, you’ll get
the following options:
Upload to this folder: upload files singly, in bulk, or via
email
Share: invite collaborators, send a link to the folder, add
a widget of the folder to a website, or disable sharing
Properties: folder name, notification preferences &
security options
Move or copy & delete
Add applications: add editing and other applications like
Google Docs or CloudOn to enhance the functionality of box

There are different file management options for box on the web interface
and the iPad app

Part 3: why

box is

so great
Sync with mobile devices on a variety of
platforms and download files for offline
viewing
Take photo or video using your mobile
device from within box
Add apps to increase functionality
Securely share files and collaborate with
colleagues from Seattle to Shanghai

	
  
	
  

We’ve checked
off almost
everything on
box’s “How to
Get Started”
list, except
adding an
application,
like box for
iPad.

You can set up box to work on any of
your mobile devices, from iPad to
Android to Blackberry & Playbook
Once installed, box automatically syncs your devices and allows you to
download files for offline viewing so you can keep working even when you’re
not connected
(and yes, box automatically syncs your files when you get back online)
	
  
You can even take
photos and videos from
within the app and
store them securely in
your box cloud, freeing
up space on your
mobile device!
	
  
	
  

Let’s use box
example…

for iPad as an
To install, go to the Apps tab
from within the box web
version

Or go to the App store from
your iPad and search for “box”

box for iPad should look familiar…

files &
folders

manage
files &
folders

add or
create
a new
item
account
settings

Part 4: Questions?
find answers at the box customer success center
http://www.success.box.com

One Tool to Rule them All
PRO CIAL NET WORK (prōSHəl ˈnetˌwərk)
Noun: 1. Productive Social Network;
2. Professional Social Network;
3. The connection of professional productivity
and social engagement to create a collaborative
environment.

Task Management

File Sharing

Communication

Integration

Task Management
Communication

File
Sharing
Integration

GETTING STARTED WITH

DROPBOX…

1. WHAT IS DROPBOX?
2. CREATING AN ACCOUNT.
3. THE FUNCTIONS OF
DROPBOX

WHAT IS

?

DROPBOX

A	
   FREE	
   SERVICE	
   THAT	
   LETS	
  
Y O U	
   U P L O A D	
   Y O U R	
  
DOCUMENTS	
  	
  
	
  
(PICTURES,	
  WORD	
  DOCUMENTS,	
  
PDF	
  FILES,	
  &	
  VIDEOS)	
  	
  
	
  

FROM	
   ANYWHERE	
   AND	
  
THEN	
   SHARE	
   THEM	
   WITH	
  
WHOMEVER.	
  

PART 1:

CREATE AN
ACCOUNT.
GO TO: HTTP://WWW.DROPBOX.COM

EVERY	
  TIME	
  YOU	
  USE	
  
DROPBOX	
  ONLINE,	
  YOU’LL	
  
NEED	
  TO	
  SIGN	
  IN.	
  

QUICK AND EASY
REGISTRATION FOR A
DROPBOX ACCOUNT.

IS DROPBOX

FREE?

ALL NEW DROPBOX ACCOUNTS AND
DOWNLOADS, INCLUDING THE DESKTOP
AND MOBILE APPLICATIONS,
ARE COMPLETELY FREE.
dropbox free accounts have up to 18 gb of free space (2 gb +
500 mb per referral). if you ever run out of space, you can
upgrade your account with a monthly or yearly subscription to a
dropbox pro 50 gb or dropbox pro 100 gb account.

IS DROPBOX

SECURE?

THEIR CLAIM TO FAME: “YOUR FILES ARE ACTUALLY
SAFER WHILE STORED IN YOUR DROPBOX THAN ON
YOUR COMPUTER IN SOME CASES. WE USE THE
SAME SECURE METHODS AS BANKS.”
YOUR FILES ARE BACKED-UP, STORED SECURELY, AND PASSWORDPROTECTED. OTHER DROPBOX USERS CAN'T SEE YOUR PRIVATE FILES IN
DROPBOX UNLESS YOU DELIBERATELY INVITE THEM OR PUT THEM IN
YOUR PUBLIC FOLDER. EVERYTHING IN YOUR PUBLIC FOLDER IS, BY
DEFINITION, ACCESSIBLE TO ANYONE.

DOWNLOADING DROPBOX WILL ALLOW YOU
TO CHOOSE DROPBOX AS A PLACE ON YOUR
COMPUTER TO SAVE DOCUMENTS
(MUCH LIKE THE C: DRIVE, DESKTOP, OR
EXTERNAL HARD DRIVES)

WHAT DOES

DROPBOX LOOK LIKE ONLINE?

ONCE YOU SIGN IN FOR THE 1ST TIME, YOU’LL
HAVE THESE FILES SITTING IN YOUR DROPBOX
ACCOUNT. THERE ARE USER-GUIDES IN EACH
FOLDER WAITING FOR YOU.

THE
FUNCTIONS
OF DROPBOX.
PART 2:

UPLOADING FILES.
SHARING FILES.
MANAGING FILES.

UPLOADING FILES…
AFTER YOU HAVE DOWNLOADED DROPBOX ON
YOUR COMPUTER ADDING FILES IS EASY!
step 1: drag and drop a file into your dropbox folder (on
your located on your computer)
step 2: the blue icon means your file is syncing. the
green icon means that your file has finished saving to
the dropbox website.
ONCE YOUR FILE IS IN DROPBOX, ANY CHANGES MADE
TO IT WILL BE AUTOMATICALLY DETECTED AND
UPDATED (SO YOU CAN ACCESS THE MOST RECENT
DOCUMENT FROM ANY COMPUTER)

UPLOADING FILES…
YOU CAN ALSO UPLOAD FILES TO THE
WEBSITE.
step 1: log into dropbox.com
step 2: click the upload icon &
select the file (or files that you
want to upload to dropbox.

ONCE YOUR FILE IS IN DROPBOX, THE FILES WILL
APPEAR ON THE HOME SCREEN OF YOUR DROPBOX.

SHARING FILES…
THE PUBLIC FOLDER LETS YOU EASILY
SHARE SINGLE FILES IN YOUR DROPBOX.
ANY FILE YOU PUT IN THIS FOLDER GETS
ITS OWN INTERNET LINK THAT YOU CAN
SHARE WITH OTHERS -- EVEN NONDROPBOX USERS!
step 1: drop a file into the public folder.
step 2: right-click this file, then choose dropbox > copy
public link. this copies an internet link to your file that
you can paste anywhere: emails, instant messages,
blogs, etc.

SHARING FILES…
CREATING A NEW FOLDER ONLINE TO
SHARE IS EASY!
step 1: create a new shared folder
step 2: enter the email addresses of people to share
the folder (and all files in that folder) in the message
screen.
EACH OF THE PEOPLE YOU’VE SHARED THE FOLDER
WITH WILL GET AN EMAIL WITH THE LINK TO THE
FOLDER. THEY CAN ACCESS THE FILES EVEN IF THEY
DON’T HAVE A DROPBOX ACCOUNT.

CREATE A NEW FOLDER (JUST
LIKE ON YOUR COMPUTER)

ENTER THE EMAIL
ADDRESSES FOR THE
PEOPLE WITH WHOM
YOU WANT TO SHARE
THE FOLDER (AND YOU
CAN SEND A PERSONAL
MESSAGE WITH IT TOO)

MANAGING FILES…
WHEN YOU RIGHT-CLICK (WINDOWS) OR
CONTROL-CLICK (MAC) A FILE OR FOLDER
IN YOUR DROPBOX, YOU’LL SEE THIS
MENU:
SHARE A FOLDER: invite people & it will be like you’ve
save that folder right onto their computers.
VIEW PREVIOUS VERSION: view a record of the
changes made to the file, or choose to retrieve an
earlier version.
COPY PUBLIC LINK: allows you to create a link straight
to the file in the public folder.

THERE ARE DIFFERENT FILE
MANAGEMENT OPTIONS FOR
USING FILES WITH THE
DROPBOX “DRIVE” ON YOUR
COMPUTER OR WITH THE
DROPBOX WEB INTERFACE.

WHY
DROPBOX IS
SO COOL.
PART 3:

SYNC WITH YOUR MOBILE DEVICES TO SHARE
PICTURES & DOCUMENTS.
SHARE FOLDERS WITH RAs & STUDENTS FOR MORE
EFFICIENT WORKFLOW
COLLABORATE WITH COLEAGUES AT DIFFERENT
SCHOOLS EASIER

WE’VE	
  GONE	
  
THROUGH	
  ALMOST	
  
ALL	
  THE	
  TASKS	
  ON	
  
THE	
  “GET	
  STARTED”	
  
LIST,	
  EXCEPT	
  FOR	
  
INSTALLING	
  DROPBOX	
  
ON	
  YOUR	
  MOBILE	
  
DEVICE.	
  	
  

YOU CAN SET UP DROPBOX TO WORK ON
ANY OF YOUR MOBILE DEVICES, FROM
IPHONES TO DROID INTERFACES.
ONCE YOU’VE DOWNLOADED THE SOFTWARE ONTO YOUR
MOBILE DEVICE, YOU CAN START STORING YOUR DATA
(SUCH AS PICTURES) THERE, RATHER THAN DIRECTLY ON
YOUR DEVICE.
(yes, that means you will have more memory space on your device!
and the files automatically sync to dropbox!)

LET’S USE DROPBOX FOR ANDROID
AS AN EXAMPLE
SELECT THE QR READER ON
YOUR DROID… POINT… CLICK… DOWNLOAD.

PART 4:

QUESTIONS

?

GET HELP AT THE DROPBOX HELP CENTER:
HTTP://WWW.DROPBOX.COM/HELP

Cool Tools Café, AALL 2012: Adobe Acrobat Professional
Wilhelmina Randtke randtke@gmail.com

Batch Processing = doing the same thing to many files at once
Optical Character Recognition
Uses
 Make text searchable in a scanned or downloaded document
 Cut-and-pasted from the PDF, rather than retyping
 Ex: BP Oil Spill plan was only available as images of text in
the months following the Deep Horizon incident. OCR
allowed search within the plan and allowed quotes to be cutand-pasted
Instructions: Adobe Acrobat Pro 9
 Click the menu labeled <Advanced>, select <Document
Processing>, select <Batch Processing>
 Click <New Sequence>
 Name the sequence
 For item 1. Click to <Select Commands> and <Add>
“Recognize Text Using OCR”, click <OK>
 Set items 2 and 3 as desired, and save the sequence
 Run the sequence
 This will allow you to recognize text in documents in a
selected set of files, or in a folder and subfolders

Instructions: Adobe Acrobat Pro X
 Open the tools menus on the left
of the screen
 Choose <Recognize Text>
 Select a set of files to recognize
text in
 This will allow you to recognize
text in a selected set of PDF files.
It is not possible to recognize text
in a folder and subfolders using
Acrobat X.

Add a prefix to a set of filenames
Instructions: Adobe Acrobat Pro 9
Instructions: Other
versions of Acrobat
 Click the menu labeled <Advanced>, select <Document Processing>, select
<Batch Processing>
Not possible in
 Click <New Sequence>, and name the sequence
Acrobat Pro X
 For item 1. Do not select any commands
 Set items 2 and 3 as desired, and save the sequence
Acrobat 8 requires
 For item 3. Click <Output Options> This will allow you to add a prefix or suffix
you to click enter for
to file names.
each file to save it
 Run the sequence
with the new name,
 This will allow you to rename all documents in a selected set of files, or in a
so it’s not so useful
folder and subfolders.
 This will rename all files, not just PDFs. In fact, you do not have to rename any
PDFs at all.
Uses
 Add a standard prefix or suffix to hundreds of file names at once, to indicate a client or case code
In Depth Document Examination
= view hidden information embedded in the file
Instructions: View embedded objects (Acrobat Pro 8, 9)
 Click the menu labeled <Advanced>, select
<Preflight>
 Select <PDF Analysis> to view an inventory of
embedded objects by page
(Not possible to modify these fields without
modifying the structure of the PDF)
Uses
 Check resolution and color information of
embedded images, for compliance with a standard
 Get an inventory of objects in the PDF, including
possibly unnoticed or hidden objects
 Check for consistency across a set of PDFs

Instructions: View PDF history information (Acrobat Pro
8, 9, X)
 Click <File>, then <Properties>
 You can see the date the PDF file was originally
created, the date of the last modification, and the
name of the program which made the original PDF
(Possible to modify all these fields using
JavaScript)
Uses
 Determine whether the PDF was created by the
same program as other PDFs in a series
 Determine whether a PDF was recently modified
 Determine when a PDF came into being

