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The Organize Panel
The Organize Panel has two windows: Catalog 
Fields index and Catalog Folders. To show or hide 
the Organize panel, click the interface button.

Catalog Fields index
The Catalog Fields index is good for global searches 
or groupings, allowing a quick comparison across 
hundreds of files, often revealing annotation incon-
sistencies among a large number of files. By view-
ing your media from a global rather than individual 
perspective, you ensure the standardization and 
accuracy of annotations across your media.

The Catalog Fields index lists all annotations or 
tags present in the catalog. By dragging media 
items and dropping them on the existing data 
values, you can assign these values to the mul-
tiple media items. This significantly speeds up and 
simplifies the annotation process.

The Catalog Fields index has two types of 
groups. Read-only groups, such as File Type and 
Import Device are attributes that are automati-
cally read by MediaPro and cannot be reassigned. 
Annotation groups, such as Date Finder or Key-
words, are used to categorize the media and can 
be changed at any time. 

Use the Catalog Fields index list configuration 
menu to show/hide various media attributes and 
annotations. To expand a field, click the arrow next 
to its name. 

The Catalog Fields index has three sections:

Basic Fields section
Label and Rating: Use this group to show files 

with a color label or star rating (see page 63).
Sets: Catalog Sets are a free form, hierarchical 

method of organizing media files. You can use 
sets to organize playlists, photo albums, projects 
or work assignments (see page 75).

Date Finder: When files are added to your cata-
log, MediaPro searches for dates already embed-
ded in the media. In this order, it looks for the IPTC 
Date Created, then the digital camera  Capture 
Date (EXIF), then the File Creation Date. If a file has 
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Catalog Fields configuration menu: Use this menu to 
show/hide various media attributes and annotations 
that you can use for sorting and organizing items.

Read-only groups: These fields show embedded media 
attributes that are automatically read by MediaPro and 
cannot be reassigned.

Groups - Date Finder and Place Finder: When files are 
added your catalog, MediaPro searches for dates and 
locations embedded in your media. 
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all three, MediaPro will use the IPTC Date Created 
as primary date for display in this list.

You can adjust the date assigned to a file by 
drag-and-dropping the file onto a different date 
field.  This assigns the new date to the IPTC Date 
Created and does not alter the Capture Date or 
File Creation Date for the media file.

The digital camera (EXIF) Capture Date can be 
reassigned using the Set Capture Date option in 
the Action menu. This operation applies only to 
images taken with digital cameras.

If the date you want isn’t available in the list, 
use the annotation field drop-down menu to add 
a new date. This drop-down menu also provides 
you with option to remove a date from the list. 
Removing a date will not only delete the date, but 
all associated files from the catalog. 

Place Finder: A hierarchical  display of the IPTC 
City, State, Country and Location fields. 

Media Fields section
File Type (read-only): Shows a list of all media 

sorted by the file format, such as TIFF, JPEG, MPEG,  
MP3, etc. 

Import Devices (read-only): This list categorizes 
media by the digital device that created the file. 
Digital cameras and some scanners record this 
information in every image they capture (EXIF 
metadata).  Media items that do not have a device 
assigned will not be represented in this list.

Color Profiles (read-only): Displays media based 
on the color profile (ICC) embedded in the media 
file. Media items that do not have a color profile 
assigned will not be represented in this list. Color 
profiles can only be assigned to files using the 
Manage Color Profile option in the Action menu, 
and cannot be assigned through drag-and-drop 
to the Catalog Index. 

Sample Color: A sample color is generated when 
the media is imported, based on the dominant color 
of the image.  To change a media item’s sample color, 
you can choose Set Sample Color from the Action 
menu, or you can drag-and-drop the item onto any 
sample color in this list. 

Annotation Fields section
These fields give you an alternative way to assign 
metadata organization to your media files, as 
opposed to entering this data in the Info Panel. 

These fields in the Catalog Fields index are all 
part of the IPTC/XMP and QuickTime standards. 
They are: Title, Event, Date Created, Status, Creator, 
Provider, Source, Keywords, Categories, Scenes, Sub-
ject Codes and Intellectual Genre. Custom annota-
tion fields also appear here.

Instead of assigning these annotations in the 
Info Panel, you can create an annotation field in 
any of these groups, then drag-and-drop media 
on the field name and the annotation will be 
assigned to the item. This significantly speeds up 
and simplifies the annotation process.

If you switch over to the Info Panel, you will 
notice that same annotation is represented in the 
corresponding annotation field.

Conversely, if you add metadata to an annota-
tion in the Info Panel, it will also appear in the cor-
responding group in the Catalog Fields index.
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Add a term: Open an annotation group, such as Events, 
then click the plus sign at the top of the Fields panel.

Add a term: Select the annotation field you want to 
add a term to, then type the term in the field below. 
Check Add selected items to associate this term with any 
actively selected media items.




