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PROBLEM

A nonprofit organization likes to “clip” relevant articles to refer back to later. Initially, these articles were “filed”
in hard copy. Over the years, they had converted them into PDFs and had created a cumbersome Excel
spreadsheet that listed all the documents. Potential users of the articles had to navigate the spreadsheet. New
articles were not being added to the spreadsheet.

The client asked me how | could make the library of articles more accessible. | knew that what they needed was
an index that would allow users to find the content within the articles. | didn’t know how | would create that
index, but | told them | would do some research.

| put out a query to various list servs and several people mentioned Dave Ream as a resource. | contacted him
directly.

SOLUTION

Using SKY Index with Mapper and HTML Prep (from Dave Ream, Leverage Technologies,
http://www.levtechinc.com/), | created a hyperlinked index for the collection, which can be continually updated.
The links connect to the first page of the PDFs, from where users utilize the PDF search function for the specific
word/concept they are seeking. (Links do not connect directly to the word/concept users are seeking.)

CAUTION: There are a number of detailed steps to the process, and often | rush through them and have to start
over with more patience so that | follow every instruction to the T.

STEP 1

Create a database of the articles in Excel, using the full original title as the article title.

\ A B C D
1 Locator Year Article Title Page Count
2 10001 ND Inclusive Practices for Small and Mid-Sized Foundations 20
3 10002 2007  Economic Mobility of Families Across Generations 17
4 10003 2009  Color Blindness Is Shortsighted 2
5 10004 2004  Leading Boldly 11
Economic Mobility of Immigrants in the United States
6 10005 ND Executive Summary 4
7 10006 2003  Youth and Community Organizing Today 27
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STEP 2

Create an index of the titles of the PDFs (by their ID/locator number), adding “.pdf.”

Main Sub |Fage
m 10001_ND_Inclusive_Practices_for_Small_and_Mid_Sized_Foundations.pdf
10002 10002_2007_Economic_Mobility_of Families_Across_Generations.pdf

10003
10004
10005
10006

10003_2009_Color_Blindness_Is_Shortsighted. pdf
10004_2004_Leading_Boldly.pdf

10005_2009_Economic_Mobility_of Immigrants_in_the_US_Exec_Summary.pdf
10006_2003_Youth_and_Community_Organizing_Today.pdf

e Little details of this step include: cannot include commas; must use underscore between all words in the
title; must replace hyphens with underscores. Diacritic marks and ampersands may cause problems, so |

have not used them.
e Export as .dat file.

STEP 3

Rename PDFs with combined “ID number_publication date_title” so that all will match up when mapped

together.

STEP 4

Create an index of content of PDFs, with specific output markup settings.

Accenture, diversity efforts

accessibility, guide to accessible meetings
accountability, and boards

Action Without Borders

Adams, Christine M. Shea

Adams Group

adaptive leadership

e Export as .dat file.

ABFE (Association of Black Foundation Executives) LEIWANERES

ABFE (Association of Black Foundation Executives)
ABFE (Association of Black Foundation Executives)
ABFE (Association of Black Foundation Executives)
ABFE (Association of Black Foundation Executives)
ABFE (Association of Black Foundation Executives)
ABFE (Association of Black Foundation Executives)

10244 <c>
at Grantmakers for Children, Youth, and Families (GC 10193<c>
grantmaking that impacts the lives of black men and b 10249<c>
James A. Joseph Lecture on Philanthropy 10045<c>
James A. Joseph Lecture on Philanthropy 10093<c
resource listing of foundations working to improve life 0 10242<c>
resource listing of organizations improving life outcome 10241<c
10039<c>
10149<c
10105<c>
10185<c
10288<c>
10073<c
10004<c>

e Run Mapper on two .dat files (PDF title index and content index).

10244 _2009_Family_Matters.pdf

10193_2002_The_Relationship_between_Blz
10249_2008_Statistical_Review_of_Grantma
10045_2006_Creative_Extremism_Lecture_c

>10093_1998_Civil_Society_in_a_New_Era.p

10242_ND_Responsive_Philanthropy_in_Bla

>10241_ND_Organizations_Improving_Life_O

10039_2006_Walking_the_Walk_Accenture

>10149_2004_Guide_to_Accessible_Meeting

10105_2006_When_Boards_Embrace_Acco

>10185_2010_What_Works_Developing_Suc

10288_2010_Minority_Overfrepresentation_i

>10073_2008_Delicate_Balance_2008_Adam

10004_2004_Leading_Boldly.pdf

e Import new .dat file into SKY, reentering all specific output markup settings.

e Generate the new content index.
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e Run HTMLPrep.
e Resultis a hyperlinked index, one page for each letter of the alphabet.

ABFE (Association of Black Foundation Executives)
Family Matters, 10244
at Grantmakers for Children, Youth, and Families (GCYF) Conference, 10193
grantmaking that impacts the lives of black men and boys, 10249
James A. Joseph Lecture on Philanthropy, 10045, 10093
resource listing of foundations working to improve life outcomes for black men and boys, 10242
resource listing of organizations improving life outcomes for black men and boys, 10241
Accenture, diversity efforts, 10039
accessibility, guide to accessible meetings, 10149
accountability, and boards, 10105
Action Without Borders, 10185
Adams, Christine M. Shea, 10288
Adams Group, 10073
adaptive leadership, 10004, 10133, 10134

STEP 5

Create a user’s guide (see attached).

STEP 6

Create a vocabulary list of concepts in the index, to be updated as needed.

STEP 7

Load index files (26 pages) and collection of renamed PDF articles onto client’s network (in one directory).






