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Figure 10.5. The media browser filter setup screen

When taxon/view/member filtering is active the "set filter" button in the media browser will be red. To
clear filtering, click on the "set filter" button and uncheck all filtering criteria. An easy way to do thisis
to hit the " (none)" button above each column of filtering criteria.

Both types of filtering can be used at the same time to create specific lists of mediato show, for example,
alist of mediarequiring attention that were uploaded by a specific member.

Searching media

You can use the top-level Sear ch tab to search for media. While logged in the search engine will find
mediain both published projects and any unpublished projects you have membership in.

Using the MorphoBank Image Viewer

All images uploaded to MorphoBank are automatically converted into aformat that allows efficient pan-
and-zoom viewing at full resolution. This means you can upload very high resolution imagery and view it
online on MorphoBank with full detail using a normal internet connection.

To efficiently display high resolution imagery, MorphoBank takes your original image, breaks it up
into small pieces and stores those pieces at various resolutions, from full resolution down to thumbnail
resolution. Special browser-based software built into MorphoBank requests only those pieces that are
actually visible on the screen, and at lowest the resolution possible. The result is that even the highest
resolution imagery can be viewed online using a standard connection. No detail need be lost.

The image viewer also incorporates image labeling features that are described in detail later on in this
chapter.

The only requirement to use this feature is that your browser have the Adobe Flash version 8 or better
plugin installed. Most modern browsers and operating systems come with this software pre-installed. As
of May 2007 more than 96% of users have it.

When you open an image in the viewer, either in the Label s tab of the media editor or in a matrix, the
viewer will look something like the figure below.
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Figure 10.6. Basic image viewer

[
ill__i-l Morphological Homology over the Web [ about | [ project | [ search | [ file space | [ getting started | [ fag |
|:currentpruject:tpﬁ]whalesandart... = create matrix - add media o administrate - preferences [ log out D seth
[ overview | [ matrices | [ media | [ characters/taxa/specimens/views/partitions | [ folios | [ project options |
[ basicinfo | [  extendedinfo | [ labels | [ folios |

< Back to media list
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Figure 10.7. Image viewer tool palette
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The palette shown in the upper-left hand corner of the Figure 10.6, “Basic image viewer” and in detail
in Figure 10.7, “Image viewer tool palette” contains all of the tools to navigate the image and operate
the viewer.

k To zoom in on an image select the zoom-in tool from the tool bar (or press the '+' key on your
keyboard), then click and hold the button on the area that you wish to enlarge. For fine adjustments,
pressing the ']' key on your keyword will increase the magnification of the image by 1%.

q To zoom out on an image select the zoom-out tool from the tool bar (or pressthe'-' key on your
keyboard), then click and hold the button on the area that you wish to keep in view as the image is
reduced. For fine adjustments, pressing the '[' key on your keyword will decrease the magnification of
the image by 1%.

% To move around an image that is too large to fit on the screen select the pan tool from the tool
bar (or pressthe'p' key on your keyboard), then click on the image, hold the button and drag the mouse
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until the region of interest is visible. For fine adjustments, pressing an arrow key will move the image

inlpi

xel increments.

=

center

Clicking on the fit-to-screen button will automatically resize the image to fit on the screen and
it.

100%,

pixel f

Clicking on the View at 100% button will automatically resize the image to display on screen
or pixel at itsfull resolution.

The Navigator window displaysasmall version of theimage with the portion visible on screen highlighted.

You can

click and drag on the highlighted areato move around the image, or simply click on the areayou

wish to view and the viewer will scroll there. To activate the Navigator window, click on the triangle on

the right

hand side of the tool bar, then select "Navigator” from the menu that appears, or pressthe'n' key

on your keyword to show or hide the window.

Figure 10.8. Activating the Navigator feature
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Figure 10.9. Image viewer with Navigator visible

H Morphalogical Homology over the Web [ about | [ project | [ search | [ file space | [ getting started | [ fag |
|:currentpruject: (p48) whales and art... = create matrix > add media I administrate [ preferences I log out I seth
[ overview | [ matrices | [ media | [ characters/taxa/specimens/views/partitions | [ folics | [ project options |

[ basicinfo | [ extendedinfo | [ labels | [ folios |

< Back to media list

125%

» Navigator X

]_+

1

You can hide al of the viewer's on-screen controls, allowing one to view the image in an uncluttered
window, by pressing the TAB key on your keyword. Once hidden, pressing TAB again will make the
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controlsreappear. All mouse and keyboard control s continue to work normally whilethe on-screen controls
are hidden.

Editing Media
Updating media

Y ou can update a mediafile at any time by finding the mediain the media browser or search, clicking on
its "edit" button, and then uploading a new file into the existing record. This is handy when you need to
replace an existing file with a higher quality version, or need to correct errors.

Tagging media with metadata

The media tab Ext ended | nf o tab provides a set of additional, optional fields for your use. Most
of these fields are drawn from the Darwin Core. The Darwin Core (sometimes abbreviated as DwC)
is awidely accepted standard designed to facilitate the exchange of information about the geographic
occurrence of species and the existence of specimens in collections. More information is available at
http://wiki.tdwg. org/tw ki/bin/view Darw nCor e/ WebHone. If you need afield that
is not present in the extended info field list, let us know at <i nf o@ror phobank. or g>. In most cases
we will be able to add the field to the list for your use.

Labeling images

MorphoBank's built-in high-resolution image viewer alows you to label regions of images. The labelsare
searchable, drawn above the image and do not modify the image in any way. Labels can be created into
two contexts. (1) in the media editor's Label s tab and (2) while viewing an image attached to acell in
the matrix editor. Labels created in context (1) are attached to the image itself and appear when viewed
"stand-alone" outside of amatrix. Labels created in context (2) only appear when viewing theimagein the
specific cell inwhich the labelswere added. In addition, labelsin context (2) are automatically tagged with
the taxon and character of the cell to which they are attached. The process for creating labels, described
below for the media editor, is largely the same in either context.
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Figure 12.9. Choosing an image to add to a cell
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Removing media

To remove media from a cell, select the "edit" tool and then click on the image to remove while holding
down the ALT key (Option on Macintosh computers). The image be disappear from the cell. It will not,

however, be deleted from the project. The only way to completely remove mediafrom aproject isto delete
it using the media browser.

Labeling images

Labeling imagesis described in the section called “ Labeling images’ in the chapter "Using Media." There
is no different between labeling an image in the media editor and labeling it in the matrix editor, save

that the labels you create in a cell are specific to that cell and will only appear when viewing the image
inthecell.
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Figure 12.10. The matrix editor pan-and-zoom image viewer
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Downloading a NEXUS-format copy

Y ou can download a copy of your matrix in NEXUS format at any time by clicking on the "Download
as NEXUS" button at the bottom of the matrix editor or in the matrix list. You also have the option of

downloading your matrix with al notesremoved by clicking on the " Download NEXUSfilewithout notes'
button.

Note that NEXUS files do not support attached images, and your download will not include images
attached in MorphoBank.

69



Chapter 13. Folios

Folios are annotated groupings of mediaand matrices selected from your project. Y our project caninclude
as many folios as necessary and each folio can contain any media item or matrix in your project, in any
order and with attached notes.

Folios are a useful tool to organize and present your data. Prior to publication of your project, folios are
only accessible to project members. After publication al folios become publicly accessible (unless they
are explicitly set to not publish) and can be accessed using "PermaLinks'. These stable, easy to publish
URL s (described in the section called “Public Access’) are suitable for publication in a paper or online.

Creating Folios

To create afolio, click onthe Fol i os tab in the project tool tab bar. Y ou will be presented with alist of
existing folios. Y ou may edit the name and description of an existing folio by clicking on its"edit" button.
Y ou may remove afolio by click onits"delete" button. To create anew folio click on the "Add new folio"
link in the upper-right hand corner of the tab.

When you create a new folio in the Fol i os tab you are only creating an empty container. To add or
remove media or matrices to afolio, you need to use the folio tabs under the mat r i x and nmedi a tools.

Adding Media

To add mediato afolio, find the mediain the media browser, click on it, then click onthe Fol i os tabin
the tool optionstab bar. Y ou will be presented with a drop-down menu of foliosand atext field for adding
an annotation. Select the desired folio and enter the annotation to be shown with this media item in the
selected folio, then click on the "save" button.

Adding Matrices

To add a matrix to afolio, click on the Mat ri ces tab to obtain alist of matrices in the project. Then
click on "edit info" next to the desired matrix and click on the Fol i os tab in the tool options tab bar.
Y ou will be presented with a drop-down menu of folios and a text field for adding an annotation. Select
the desired folio and enter the annotation to be shown with this matrix in the selected folio, then click on
the "save" button.

Changing the Order of Media and Matrices

By default media and matrices are displayed in the folio in the same order as they were added. You can
change the order by clicking on the Fol i os tab in the project tool tab bar, the clicking on the "edit"
button next to the desired folio. Then click on the Mat ri x or Medi a tabs to order matrices or media
respectively. A list will be displayed with the media or matrices in presentation order. Use the "up" and
"down" buttons next to each item to move items relative to othersin the list.

Previewing

To view afolio in the format it will appear in to the public, click on the Fol i os tab in the project tool
tab bar, the click on the "preview" button next to the desired folio.
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Public Access

Folios are published when the project is published (unless explicitly set not to) and may belinked to using
aURL inthe format: http://morphobank.geongrid.org/permalink/?F20 where 'F20' isyour folio identifier.
Folio identifiers always begin with the | etter 'F' and appear next to the folio namein the project folios tab.
Y our project must be published for folios to be accessible to the public.
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Members with full access may add any number of documents to a project. Documents may be in any
format, and can document aspects of the project or provide datain formats that are not directly supported
by MorphoBank. Each document may include an optional title and description, and may be published
along with other data (media, matrices, etc.) or kept private to the project.

Figure 14.1. Adding a project document

[ overview | | matrices | [ media | [ characters/taxa/specimens/views/partitions | [ docs | [ folios | [ options |
< Back to list
Basic info

Document file to upload (help)
| Choose File_\ no file selected

File title (help)

File description (help)

Access (help)
Anyone may edit this media item v

Status (help)
never publish to project | :]

Uploaded on (help)
[Mot set]

Adding a Document to Your Project

To add a document, select the docs tab in the project tab bar, then click on "add new project document”
and fill out the new document form, displayed above. Y ou are encouraged to fill in thetitle and description
fields to better describe the file, although they are optional. If you wish to publish the document when
the project is published, be sure to set the st at us drop-down to "publish when project is published."
Documents with a status of "never publish to project” will never be made public.

Published documents are listed on the MorphoBank project page once the project is published.
Aswith other project dataitems, you may restrict editing accessfor the document to the owner (the member

who added the document to the project) or allow all full project members to edit by setting theaccess
drop-down.

Listing Project Documents

To see alist of documentsin your project, click on thedocs tab. All documents are listed, regardless of
whether they will be published or not, along with controls to edit or remove the document.
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Public Access to Project Documents

When aproject is published, all documents with a"publish when project is published” status will be listed
and made available for download on the project's MorphoBank project page, accessible from the project
browser and sear ch tab.
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Chapter 15. Managing Access

The creator of a project, who is also by default the Project Administrator (PA), has sole access. At any
time the PA can elect to invite collaborators to join the project. Collaborators don't have to be registered
with MorphoBank to join. If theinviteeisalready aregistered member of MorphoBank then they they will
receive an e-mail notification and the project will appear in their project list the next time they login. If
theinviteeis not aregistered member of MorphoBank, they will receive an e-mail notification with login
instructions and a pre-issued password.

The current membership list for a project is displayed in two places:

* onthe project overview (the Over vi ewtab in the project tool tab bar)

* inthe project member list (the Menber s tab under the Opt i ons tab in the project tool tab bar).

Figure 15.1. The project member list

MorphoBank

Maorphelogical Homaology over the Web [ about | [ project | [ search | [ file space | [ getting started | [ fag |
|:CIJI'I'EI'II:DI'OjECt:lp113]<}|‘|t€rgEl‘lY and ... = Create matrix [ add media [ administrate o preferences o logout & seth
[ overview | [ matrices | [ media | [ characters/taxa/specimens/views/partitions | [ folios | [ project options |
| [ members | [  projectinfo | [ databackup |
Workgroup members < Add new member
Seth Kaufman, seth@morphobank.org

Full membership (can edit everything), Project Administrator

Steve Austin, seth@screamachine.com Edit| | Delete
Full membership (can edit everything)

Adding Members to a Project

To invite a collaborator to your project go to the Menber s tab and click on the "add new member" link
and fill out the form shown in the figure below. Be sure to choose the appropriate access level for the new
member. Notethat oncetheinvitation is sent the member has accessto the project. Thereisno confirmation
process.
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Figure 15.2. Adding a new member to a project

Morphological Homelogy over the Web [ about | [ project | [ search | [ file space | [ getting started | [ fag |
|: current project: (p113) ontogeny and ... = create matrix o add media I administrate I preferences I logout I seth
| [ overview | [ matrices | [ media | [ characters/taxa/specimens/views/partitions | [ folios | [ project options |
| ] members | [ projectinfo | [ databackup |
< Back to workgroup list
Steve Austin, with email address seth@screamachine.com, is already a member of the Morphobank
community.

Please provide a message to be emailed to the new workgroup member.
Welcome to our project!

Type of membership:
¥ Full membership (can edit everything) '
Observer (cannot edit)

: Color picker

sicker' button to select a color):

You may set a color for each member of the project. This color will be used to mark items owned or
modified by a member as color coding features are rolled out in upcoming versions of MorphoBank.

Types of access

The PA can grant full membership, "character annotater" status or observer status to collaborators. Full
members may edit any item in the project, subject to item-level access restrictions. Observers may not
modify anything in the project, no matter the access restrictions on items. Character annotaters are in
between: they can edit everything but characters and states, subject to item-level access restrictions.

Removing a Member From a Project

To remove a member from a project, go to the Menber s tab and click on the "delete" button next to the
member you wish to remove.

Anonymous Reviewer Access

Anonymous, read-only access may be enabled using the reviewer login settingson the Pr oj ect I nfo

tab under the Pr oj ect Opt i ons tabinthe project tool tab bar. Asthe name suggests thistype of access
is designed to accommodate anonymous reviewers from publications.

Figure 15.3. Granting anonymous r eviewer access

If reviewer login is enabled, ancnymous read-only
access Lo your project data will be allowed using
the login Project 113 (instead of an email address)
and the password below. Mote that access will be
allowed even if the project is unpublished.

Allow reviewer login?

Reviewer login password
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To enable anonymous access, check the "Allow reviewer login?' button in the Opt i ons tab and enter a
password in the "Reviewer login password" field, then hit the "save" button.

ltem-level Access Control

MorphoBank adopts a simple approach to data access within a project. All primary data items (taxa,
characters, specimens, media and matrices) are "owned" by the member who created them. The owner
has the option of reserving editing access for themselves or alowing all full project members to edit.
(Editing access includes the ability to delete an item.) By default all newly created items are editable by
all; restricted access must be explicitly set by the creator using the access control menu present on the
basic editing screens for each type of dataitem.

Figure 15.4. Access control menu

| Access

¥ Anyone may edit this taxon
Only the owner may edit this taxon

P"
Who Gets to Edit What?

Access control rulesin MorphoBank reduce down to this:

* The public (ie. users without logins) can only see those items in published projects that are marked as
being "publish when project is published." The can never see unpublished project data.

» Anonymous reviewers and members with observer status can never change anything in a project. They
can only view project datain the projects to which they have been granted access.

 Full members of aproject can aways edit items that they created.

* Full members of a project can edit items that others created only if those items are marked as "Anyone
may edit thisitem".

» No one can edit project data once the project has been published.
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Chapter 16. Backing Up Your Data

One advantage of a web-based system like MorphoBank is that time-consuming maintenance tasks such
as data backup can be centralized. MorphoBank runs on servers hosted by the San Diego Supercomputing
Center at the University of California, San Diego (http://www.sdsc.edu). These servers are backed up
nightly and serviced by a professional full-time staff of system administrators.

Thisis al well and good, but how do you know that your data is safe? Sometimes there's nothing more
reassuring than having a copy of your data on your own machine, or even several of your own machines.
And maybe afew copieson DVD aswell.

Thisiswhere the MorphoBank data backup tool comesin. Thetool allowsyou to download acopy of your
project data at any time. The copy is a snapshot of the project data at the time the backup was initiated.

The backup includes copies of all the originally uploaded media files, so for some projects the download
will be quite large. Y ou should balance your need for an up-to-date backup with the required download
time. However, we encourage al projects to perform a backup on a monthly basis, or more frequently
if required.

To backup your project, go to the Opt i ons tab and then click on the Dat a Backup tab. Then click

on the "Download Project Data" button, which will initiate the creation and download of a ZIP-format
archive. For large projects, be patient. The creation of the ZIP archive can take some time.

The Download Package

The ZIP archive contains the following items:

Project media
The originally uploaded filesfor all project media are included in the backup. To minimize the size of the

download, files derived by MorphoBank from uploaded media are not included, only the originals. These
missing files can, of course, be regenerated from the originals.

Matrices in NEXUS format

All project matrices are included as NEXUS format files. Note that these are "straight" NEXUS files and
do not include any links to media that have been added in MorphoBank.

Project documents

All files uploaded into your project using thedocs tab are included.

Uploaded NEXUS files

Copies of all NEXUS files uploaded into project matrices are included..

Project data in SDD format

Most, but not all, project data are included in an XML-format file conforming to the Structure of
Descriptive Data (SDD) standard (http://wiki.tdwg.org/twiki/bin/view/SDD/WebHome).
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A single SDD file is generated for the project and includes:

Project information (title, abstract, citation, etc.)

Mediaviews

Taxonomic names

Specimen information, with references to taxonomic names

Media, including extended information and references to specimens
Characters and states, including references to media

Matrices, including references to media
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Chapter 17. Publishing Your Data

Prior to publication, you need only specify atitle and abstract for your project which are visible only to
you and your collaborators. Things change when your article is to be published. In order to present your
work publicly, enough information must be provided to construct a citation and an informative description
on the MorphoBank project list and search engine.

Y ou can set the project information by entering your project, then clicking on the Opt i ons tab followed
by the Pr oj ect | nf o tab.

Remember that once your project is published, you will not be able to change project description
information yourself. If an error becomes evident after publication contact MorphoBank at
<i nf o@mwr phobank. or g> for assistance.

Project Information Fields

TheProj ect | nfornation tab containsthe following information fields and controls:
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not. Once you set this to published and click the
"save" button, your project is public and cannot be
fgdified. So think before you change this!

Journal Title

Table 17.1. Project information options

The name of the journal in which the article based
upon your dataset was published. Required if

the data set has been published. eg. Invertebrate
Systematics

Journal URL

A valid URL leading to your published article

on the publisher's web site. Thisis optional

and should only befilled in if your data base

been published. This should only point to a
publisher's web site. Do not use this link to point
to persona web sites. Thisis optional but strongly
encouraged. eg. http://www.publish.csiro.au/paper/
1S03029.htm

Journal Volume

The volume number of the journal in which your
data set was published. Required if the data set has
been published. eg. 12

Journal Number

The number of the issue in which your data set
was published. Required if the data set has been
published. eg. 1

Journal Cover Image

Animagefile, in JPEG, GIF or PNG format,
of the cover of the journal in which your data
set was published. Thisis optional but strongly
encouraged.

Journal Y ear

The year of the issue in which your data set
was published. Required if the data set has been
published eg. 2006.

Article authors

A list of authors of the published article. Names
should be separated by commas. The primary
author should be listed with last name first;
subsequent authors should be listed with first name
first. Required if the data set has been published.
eg. Sues, H.-D., E. Frey, D. M. Martill, and D. M.
Scott

Article Title

Title of article, asit appeared in the published
journal. Required if the data set has been
published.

Article Pagination

Pagination of article as published. Required if the
data set has been published. eg. 5-15

List on active projects page?

If checked your project will belisted

on the active projects page (ht t p: / /

nor phobank. geongri d. or g/ i ndex. php?
g=about &s=pr oj ect s). Thispagelistsall
ongoing unpublished projects on MorphoBank.
No information beyond title and the name and
institution of the project administrator are given.
We encourage you to leave this checked.

Allow Reviewer Login?

If checked, anonymous logins are allowed using
the project number and the password entered in
theRevi ewer Logi n Passwor d field. This
feature enables you to grant anonymous read-only
access to your data set to reviewers. Read-only
access without anonymity is also possible. See the
Managing Access chapter for more information.
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Accessing Published Data on MorphoBank

Once published your datawill be accessible in three ways:

« aslistsof published mediaand matriceslinked to from aproject summary page. Theselistsaresimilar to
the matrix list and media browser in the MorphoBank editing interface, but without editing capabilities.
The project summary can include an abstract, citation, links to the published article, and other relevant
information.

* inthe MorphoBank search engine. Y our media and matrices will be included in the results of searches
on the MorphoBank.org site.

+ asfolios. Folios are groupings of selected project media and matrices. Using the project folios tab, you
can cregate as many named folios as you need. Y ou may then select specific media and/or matrices to
add to your folios using the folios tab within the media or matrices tabs. Once you have added items to
your folio you can return to the project folios tab and change the order of the media and matrices, add
annotations and preview the resulting folio. Folios are published when the project is published and may
be linked to using a"PermaLink" URL whose format is described below.

Citing Your MorphoBank-Hosted Data

Each MorphoBank project is issued a unique identifier beginning with the letter 'P for project. This
identifier is displayed next to your project title in the project list and on the project info tab in your
project options. Once your project is published you may link to your project with a URL in the format
http://morphobank.geongrid.org/permalink/?P44 where 'PA4' is replaced with your project identifer. For
unpublished projects, the only way to access data is by logging into MorphoBank.

Y ou can citeindividual foliosusing aURL intheformat: http://morphobank.geongrid.org/permalink/?F20
where 'F20" isyour folio identifier. Folio identifiers aways begin with the letter 'F and appear next to the
folio nameinthe project foliostab. Y our project must be published for foliosto be accessible to the public.

These Permalink URLs will remain stable and unchanged no matter how many projects are added to
MorphoBank, making them suitable for inclusion in published papers.
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