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 1. Quick access links to the query module  
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  System requirements 
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 Simple query 

  Query scope 

  Procedure 

 Advanced query 

  Procedure 

  Query options 

  Query for record ID 

  Query for item groups 

  Query operators 

 Query form editor 

  Create 

  Activate 

  Edit 
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 Query results 

  Navigate query results 

  Navigate record details 
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 2. Quick access links to the collection module 
 Functions for collections 

Collection Selecting 

            
Create  Open/close Delete Move Copy Rename Label Share Analyze Select all Deselect Invert selection 

 
Sorting 

            
Sorted by 

dating 
Sorted by 

object type 
Sorted by 
material 

Sorted by 
location 

Sorted manually Sorting by date Sorting by 
object type 

Sorting by 
material 

Sorting by 
location 

Sorting 
manually 

Apply manual 
sorting 

Cancel manual 
sorting 

         
Viewing         

    

        

Full view Split view Slide view on Slide view off         
 
Functions for collection items 

Items Selecting Printing  

           

 

Delete Move Copy Evaluate Select all Filter Deselect Invert Printing/ 
Exporting 

As list As file card  
 

  



 General 
 Operational area 
  Ateliers 
  Toolbar 
   Tools 
   Views 
   Collection path 
  Navigating the collection module 
 Collections 
  General 
  CollectionTypes 
   Predefined collections 
   “Collections shared with me“ 
   Query result collection 
   Personal collections 
  Open a collection folder 
  Close a collection folder 
  Collection objects 
  Selecting collection objects or collections 
   Select collection objects or collections individually 
   Select collection objects or collections in series 
   Select all collection items or collection folders 
   Select collection items by filter 
  Deselect collection items or collection folders 
  Invert the selection of collection items or collection folders 



  Create a collection 
  Rename a collection folder 
  Apply a collection label 
  Move collection items or collection folders 
  Copy collection items or collection folders 
  Delete collection items or collection folders 
  Sorting of collection items 
  Printing/exporting of data/images 
  Share collection folders 
  Analyze data 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 3. Quick guide for the collection module 
 This quick guide covers the functions “Copy a collection” (  Copy), “Create a collection” (  Create), “Open/close a collection” (  

Open/close), “Name/rename a collection” (  Rename), “Move a collection/collection items” (  Move), and “Delete objects” (  Delete). 
 

 1. Startup screen 
  After signing in to BODO and opening the collection module, two identical ateliers, each with a collection of predefined collections, are 

displayed. 

 
Note: For this quick guide, only the collection with the predefined collections is used. If a query was previously executed in the query 
module, a query result collection is also displayed in each of the ateliers. 

 



 2. Open and copy a collection  
  a. In one of the two ateliers, double-click to open the collection with the predefined collections. 

 
  b. Use the mouse to drag a collection of about 100 objects (see the figure in brackets in the text area of a collection) into an empty area in 

the opposite atelier to create a copy that can then be used to continue working (predefined collections themselves cannot be modified, 
they are only sources). 

 



 3. Rename a collection 
  a. Select the copied collection with a mouse click. 

 
  b. In the toolbar of the atelier where the collection you want to rename is located, click the “Rename collection” icon.   
  c. Change the name in the enabled input field (here in the example: “Gott weiblich” to “Gott weiblich umbenannt”) and confirm the 

renaming with a carriage return. 

 
  d. The new name of the collection is now displayed and the collection is sorted alphabetically if multiple collections exist. 

 
 
 



 4. Create a collection, close it, and move objects 
  a. Open the copied and renamed collection with a double click. 

 
 

 



  b. In the opposite atelier, close the opened predefined collection by clicking the icon . 

 
  c. Create a new collection by clicking the “Create new collection” icon   in the right-hand atelier. The function for naming the collection 

is switched on automatically .. 
   

 



  d. To name the new collection, enter a name in the collection input field. 

 
  e. Complete the naming of the collection with a carriage return (the new collection will be placed alphabetically). 

 
  f. Open the newly created collection with a double click (it contains only the status message “Leere Kollektion” [“empty collection”]). 

 



  g. In the opposite atelier, mark each of the objects in the opened predefined collection that are to be moved with a mouse click.

 
  h. Drag one of the selected objects with the mouse to the newly created open collection in the opposite atelier so that all selected objects 

are moved there. 

 



 5. Move a collection 
  a. In the toolbar of the atelier containing the collection copied and renamed in step 3, close the newly created collection by clicking the 

“Close” icon  and make sure that in the opposite atelier the previously newly created collection is open. 

 
  b. Use the mouse to drag the renamed closed collection into the newly created and opened collection. 

 
  c. The previously unnamed collection is now no longer placed on the main level of the left atelier, but in the opened collection in the right 

atelier. 

 
 
Note: The remaining closed collection in the left atelier is the same collection as the opened collection in the right atelier. They both 
have the name “Idole”.  
 
The name of the opened collection in the right atelier can be seen in the path on the toolbar: @bodemo » Idole (1+6). @bododemo is the 
main level to which the “Idole” collection is hierarchically subordinated. In brackets, both in the closed collection in the left atelier and 
the opened collection in the right atelier, the number of collections and objects contained in them is shown: 1+6 (= 1 collection + 6 
objects). 

  d. If the opened collection is closed in the right atelier by clicking the “Close” icon , the closed collection is shown on the main level in 
both ateliers. 

 



 6. Delete objects 
  a. Double-click to open the newly created collection in one of the two ateliers. 

 
  b. Select the objects to be deleted with a mouse click. 

 
  c. In the toolbar of the atelier click on the “Delete selection” icon . 
  d. Click on the “Delete x item(s)” icon  in the atelier toolbar to confirm the operation. 

 
 
 
 
 
 
 
 



 4. BODO Documentation 
 1. Query module 

 a. General 
  i. System requirements 
   The functionality of BODO is only guaranteed for the Chrome browser. Download: https://www.google.com/intl/de_ALL/chrome 
  ii. Query scope 
   Public access currently allows searching eleven of BODO's 200+ database fields: object, material, location, image content (to query 

images by using keywords), dating, description, discussion, object group, and record ID.  
  iii. Advantages of signing up with BODO 
   1. By registering, the following additional functions are available: Create your own collections, edit, sort share, evaluate, 

export/print, download images in different resolutions and create individual search forms. 
   2. Signing up and using the extended functions is free of charge (for images in print resolution, costs may be incurred or image 

rights must be observed. See the information in the menu item “Bildrechte”). 

 
   3. Privacy policy: Details of the registration and use of BODO will not be disclosed to outside persons or organizations, nor sold for 

commercial purposes. Information about the personally stored data can be obtained at any time via juerg.eggler@unifr.ch. 
  iv. Signing up 
   1. To sign up with BODO, click on the “Collection Module” icon  in the toolbar  on the BODO home page (when logged 

out). 
     
     
     

https://www.google.com/intl/de_ALL/chrome/


   2. Click the “Registrieren” button in the dialog box. 

 
   3. Enter the user data in the registration form, fill in the anti-spam field, and click the “Registrieren” button on the right. 

 
   4. Check your e-mail account and execute the account activation link in the account activation e-mail to complete registration (if 

no mail was received, check spam folder). 
  v. Sign in 
   To be able to log in to BODO, you must be signed up with BODO. 
   1. On the home page of BODO click on “Anmelden” on the toolbar  in the menu ... 

 
… or click on the “Collection module” icon  in the toolbar.  

     
     



   2. Enter user name and password in the login dialog box. 

 
   3. Click “Einloggen” button. 
  vi. Sign out 
   1. Click on “Abmelden” in the menu on the toolbar . 

 
  vii. Forgotten username/password 
   1. Click on “Anmelden” in the menu on the toolbar . 

 
     
     



   2. Click the “Benutzernamen/Passwort vergessen” link in the login dialog box. 

 
   3. In the dialog box requesting the login data, enter the username or e-mail address. 
   4. Click the “Anfordern” button. 
   5. Check e-mail account and follow the instructions in the e-mail to reset the credentials (if no e-mail was received, check spam 

folder). 
  viii. Change user data 
   1. Click on “Konto” in the menu  on the toolbar. 
    

 
   2. Change user data in the user account. 
    

 
   3. Click the “Speichern” button. 



 b. Simply query 
  If BODO is called up, the simple query is set by default. 
  i. Operational area 
   1. The operational area of the simple query is divided into two parts: the menu area at the top and the query form area at the 

bottom. 

      
The query form area differs depending on whether you are logged in or not: in the non-logged-in state, the magnifying glass 
icon is used to switch to the advanced query; in the logged-in state, a drop-down menu is used to access the personal query 
forms or the query form editor. 
 
Simple query when not logged in: 

 



 
    Simple query when logged in: 
    

  
    With closed dropdown menu With open dropdown menu 
   2. In the menu area on the left there is the toolbar . 
   3. The query form area contains the icons for switching to the advanced query / , the query field , the 

timeline , the “Search” button  with the checkbox  (“Return only 
records with images”). 

  ii. Query scope (see also the item “Datenumfang” in the menu  on the BODO homepage) 
   1. The simple query searches the following data fields: object type, material, location, image content (to query images by using 

keywords), dating, description, and discussion. No dating restriction is made when no changes to the timeline are made. 
   2. Hierarchically subordinate data fields (occur, for example, with location or image content fields) are not searched. 
   3. In a query with multiple search terms, only those records are output that contain all of the queried search terms. For example, 

a query with the two search terms “lion” and “goddess” will only output records that contain both “lion” and “goddess”. That 
is, the simple query joins the individual terms with an AND-query operator when queried. 
 
Note: For an OR-query with “lion” or “goddess” (i.e., records containing either “lion” or “goddess”), the “free-text” (i.e., 
“Freitext” or user-defined text field) search field of the advanced query can be used. In this case, multiple terms are joined 
with an OR-query operator after the query is triggered. An OR-query can also be performed for the “image content” query field 
in the advanced query using the OR-button. However, it should be noted that only those data records are output here which 



are keyworded with the queried search terms in the “image content” data field. The description and discussion fields are not 
considered in the “image content” search field, in contrast to the search field of the simple query. As a rule, a query with the 
same search terms in the “free-text” search field of the advanced query and in the “image content” search field of the former 
will therefore produce more hits, since the hits in the description and discussion fields are also taken into account here. For 
the OR-query operator, see also the remarks for the advanced query. 
 
Attention: The search field of the simple query as well as the search field “Freitext” (free-text) of the advanced query also 
searches the description and discussion field of a data record. Regarding the search field “Bildinhalt” (image content) of the 
advanced query, this results in differences in the results. The search field “Bildinhalt” only queries keywords that were used to 
tag the represented imagery during data entry. So, if a lion is depicted on an image representation and this image element was 
assigned to the search field “Bildinhalt” during data entry, this data record is displayed when searching for “Löwe” (lion) using 
the search field “Bildinhalt.” If, on the other hand, there is no lion on an image representation, i.e. the keyword “Löwe” was 
not assigned to the search field “Bildinhalt” during data entry, but the lion is mentioned in the description or discussion field, 
this data record is still output via a search with the term “Löwe” using the search field of the the simple query or the search 
field “Freitext” of the advanced query, even if no lion is depicted on it. The search field “Bildinhalt” is therefore limited to the 
represented imagery itself. This means that, as a rule, a search with the same search terms in the search field of the simple 
query or the search field “Freitext” of the advanced query and a search using the search field “Bildinhalt” will return fewer 
hits in the latter query. 

  iii. Procedure 
   1. Enter one or more search terms separated by a space in the search field. 

 
   2. If necessary, adjust the timeline with the two sliders to narrow the query in time. 

 
   3. Click the “Search” button  to execute the query. 
 c. Advanced query 
  If BODO is accessed, the operational area of the simple query is set by default. Depending on whether you are logged in to BODO or not, 

the way to get from the simple query to the advanced query is different. 
 
When not logged in, the magnifying glass icon  is used to switch from the simply query to the advanced query and back. When logged 
in, hovering the mouse over the icon for selecting the personal query forms  switches to the advanced query, or accesses the personal 
query forms and switches back to the simple query. 



  View of simple query when not logged in: 

 
 

  View of simple query when logged in: 

 
 
 



When hovering over the icon for selecting the personal query forms with the mouse, select the entry “BODO Erweiterte Suche” in the 
drop-down menu. 

 
  i. Operational area 
   1. The operational area of the advanced query is divided into three parts: the menu area on the top, the query form area on the 

left, and the query area on the right.  

 
The operational area differs depending on whether you are logged in or not: if you are not logged in, the magnifying glass icon 
is used to switch to the simply query; if you are logged in, the icon for selecting the personal query forms is used to switch to 
the simple query or to access the personal query forms. 
 

     
 
 
 



Advanced query view when not logged in: 

 
 

    Advanced query view when logged in: 

 
   2. In the menu area on the left there is the toolbar .  
   3. The query form area contains the search fields. 



 
   4. The query area displays the query built with the search terms. 

 
  ii. General 
   1. In the advanced query, queries can be composed using various fields and query operators (see also the explanations on the 

query scope of the simple query). 
   2. Instead of the standard query form of the advanced query (with the search fields object type, material, location, image 

content [to query images by using keywords], dating and free-text, i.e., “Freitext” or user-defined text field), registered users 
can use their own query forms with individually configured search fields. 

  iii. Procedure 
   1. On the initial page of BODO, click on the magnifying glass icon with the plus sign  to the right of the simply query when you 

are not logged in, or point the mouse at the personal forms icon  when you are logged in, and select the advanced query 
(“BODO Erweiterte Suche”) from the drop-down menu that opens. 



 
     

Note: To switch back to the simply query, click on the magnifying glass icon with the minus sign  in the upper left corner of 
the query area when not logged in, or point the mouse at the personal forms icon  when logged in and select the simple 
query in the menu that opens. 

   2. In the query form area, select one or more search terms from the drop-down menus. These are transferred to the query area 
on the right side after releasing the mouse. 

   3. To delete the last added search term from a query line, click the remove icon  on the right side 
   4. Click the “Search” button  to execute the query. To access the search results directly in the collection module in the 

collection with the search results instead of on the search results page, click on the checkbox “Direkt im Kollektionsmodul 
öffnen” (only available when logged in). 

 
   5. To delete the query, click the “Abfrage löschen” link next to the "Search" button . 
  iv. Query options 
   1. Limit dating 
    Results can be narrowed down in time with the dating field. Buttons (“v.Chr.”/“n.Chr.”) are used to determine whether the 

numerical values entered should be interpreted as “B.C.” or “A.D.”. The entered dating is taken over into the query area on 
the right side with the "apply" button  or a carriage return. 

 
   2. Exclusion of a search term  
    By clicking the “NICHT” button to the left of the search field before selecting the search term in the drop-down menu, it will 

be marked “NICHT” in the query, i.e., excluded. 
      



   3. Multiple search terms from the same search field 
    With the exception of the search field "image content" (see next paragraph), several search terms from the same search field in 

the query are connected with the OR-query operator. 

 
That is, in the example shown, all records are output that have either “Rollsiegel” (“cylinder seal”) or “Skaraboid in the 
“object type” data field. 
 
Note: The AND-query operator is not available for the query fields “object type”, “material,” and “location”, because an 
object cannot represent two different object types at the same time or have been found in two different locations. Currently, 
the OR-query operator is also used in the “material” query field, even if an object consists of multiple materials and therefore 
could be searched for material combinations with an AND-query operator. However, since this is very rarely the case, this 
function is currently not implemented. See also the remarks on the OR-query operator for the simply query. 

   4. AND/OR: image content 
    In the “image content” search field (to query images by using keywords), the AND/OR buttons can be used to determine how 

several search terms are linked together before the search term is transferred to the query. If the default active (dark gray 
highlighted) query operator AND is selected, only those entries are output that contain all search terms connected with AND in 
the query. 

    
  

   5. Subordinate localities 
    The search field “location” automatically outputs all subordinate locations (e.g., the location "Palestine/Israel" not only 

outputs those records with the associated search term “Palestine/Israel”, but also those with a location that lie in this area). 
   6. Semantic subterms 
    If a search term (e.g., “lion”) has a semantic subterm (e.g., “lion's paw,” “lion’s skin”), semantic subterms can be included for 

the selected search term by answering “Ja” to the question in the dialog box that appears. 

 
Such search terms are marked in the query with the query operator sub. 

 



   7. Quick selection list 
    In the search field “object type,” frequently used search terms can be accessed via the "quick selection list". An individual 

customization of this list is currently not implemented. 

 
   8. Include records without images 
    Additional results can be displayed by unchecking the checkbox “Nur Datensätze mit Bildern ausgeben” . 

They are listed at the end of the query results. 
   9. Wildcard search terms 
    Certain search terms provided in dropdowns represent only thematic generic terms (e.g., “Göttin, ägyptische” [“Goddess, 

Egyptian”]), which are not searched for themselves. Only their subordinate terms (e.g., Maat, Sakhmet, Hathor) are output. 
Such placeholder search terms are marked in the query with sub. 

 
   10. Free-text query 
    The user-defined text field (“Freitextsuche”) is identical to the search field of the simply query. For the function, see the 

explanations for the simple query. In addition, query operators can be used in the advanced query. 
  v. Query of record ID 
   1. If a record ID is known, the associated entry can be called up via the search field “DatensatzID”. The record ID is provided at 

the end of the detail view of a record  or output when exporting to a document. 

 
   2. In order to use the record ID query option, a custom query form must be used, to which the “DatensatzID” search field has 

been added. 

 



   3. Enter the record ID to be searched for in the “DatensatzID” search field (separate multiple record IDs with a comma without a 
space in between). 

   4. Transfer the record ID into the query with the „apply" button  or a carriage return. 
   5. Click the “Search” button  to execute the query. 
 

  vi. Query for item groups (beta version) 

   1. General 
    a. The original object group search field was used for a different purpose in the development of BODO, but will be left in a 

modified form because useful queries can be created using the procedures or workarounds described below. 
    b. Object groups are catalogs or corpora from publications, e.g., the catalog entries from a particular publication such as, for 

example, “Werbung für die Götter” or the corpus of stamp-seal amulets from Palestine/Israel (in this case, entries from a 
particular locality). 

    c. In addition to output complete object groups, a query within an object group created, e.g., “Akko No. 5” from the corpus of 
stamp seal amulets. 

    d. In order to search for entries in an object group, a personal query form must be created with the help of the query form 
editor to which the search field “Objektgruppe” has been added. 

  
 
 
 
 
 
 
 
 
 
 



   2. Output a complete object group 
    a. To display all available object groups, enter the asterisk * in the search field “Objektgruppe”. 

 
    b. By clicking on the selected object group in the drop-down list, you can include it in the query. 

 
     

  
 

     Tip: If the object group is known, type the first letter in the “Objektgruppe” search field and select the desired object 
group from the narrowed selection by clicking with the mouse. 

 
    c. Click the “Search” button  to execute the query. 

 
 
 



   3. Output a specific record of an object group 
    To search for a specific object group entry or catalog entry, e.g., "Akko Nr. 5" from the object group “Palästinacorpus,” 

proceed as follows: 
    a. In the search field “Objektgruppe” type the first letter of the desired object group. In the case of the object group 

“Palästinacorpus” the letter “p”. 

 
    b. Select the object group *Palästinacorpus* from the drop-down list with the cursor key (not with the mouse). 

 
    c. After the catalog name *Palästinacorpus* in the search field, type in the catalog number, e.g. “5” (several catalog numbers 

can be entered, separated by a space)..  

 
    d. Transfer this search term to the query on the right side of the search form with the "Apply" button  or a carriage return 
     

  
    e. In the search field “Ortslage,” select the location in the drop-down menu with a mouse click, in the current example "Akko". 

 



“Akko” is transferred to the query on the right side of the search form by the mouse click. 

 
    f. Click the “Search” button  to execute the query. 
   4. Output all entries of a location from an object group 
    To output all entries of a location from an object group, e.g., “Akko” from the object group “Palästinacorpus,” proceed as 

follows: 
    a. In the search field “Objektgruppe” type in the first letter of the desired object group. In the case of our example for the 

object group “Palästinacorpus” the letter “p”. 

 
    b. Select the catalog *Palästinacorpus* from the drop-down list with the mouse. 

 
*Palästinacorpus* is transferred to the query form on the right side by clicking on it with the mouse. 

  
 
 
 
 
 



    c. In the search field “Ortslage” select the location with a mouse click, in the current example “Akko”. 

 
“Akko” is transferred to the query form on the right side by clicking on it with the mouse. 

 
    d. Click the “Search” button  to execute the query. 
  vii. Query operators 
   Query operators can be used to create complex queries. In the following the available query operators are explained. 
   The following query operators are available in the search field “Bildinhalt”: 

   1. AND/OR 
    In the search field “Bildinhalt” you can determine which query operator connects several search terms. The default query 

operator is “AND” . This means that if, for example, the terms “Löwe” and “Göttin” are included in the query, they are 
linked with the query operator “AND”. 

 
Accordingly, only entries are found that have both terms in the data field „Bildinhalt“.  
 
If entries are to be found that have either one (e.g., “Löwe”) or the other (e.g., “Göttin”), then the two terms must be 
connected with the query operator OR. To create an OR-query, the first term is selected from the drop-down menu, e.g., 
“Löwe,”, then the query operator “OR”  is clicked, and then the second term, e.g., “Göttin” is selected from the drop-
down menu. 

 
 



Tip: By combining these two query operators, complex AND/OR queries can be created. For a query with two OR brackets, e.g., 
(A OR B) AND (C OR D), first enter A, then B with the operator OR, then C with the operator “AND” and finally D with the 
operator “OR”. 

 
 
Note: A query with two AND brackets, e.g., (A AND B) OR (C AND D) is currently not implemented. However, the same result 
can be achieved if two queries are performed (“A AND B” as well as “B and C”) and the two query results are merged into one 
collection in the collection module. 
 
Attention: In the search field “Freitext” of the advanced query the plus sign must be used instead of the query operator 
“AND,” otherwise the term “AND” in the search field “Freitext” will be treated as a search term and not as a query operator. If 
several search terms are entered in the field “Freitext” without a leading plus sign, these will be combined with the “OR” 
search operator during the query (for the whole, see also below point 3 “Pluszeichen [+]”). 
 
A query with the terms “Löwe” and “Göttin” in the simple query thus corresponds to “+Löwe +Göttin” in the search field "free 
text" of the advanced search. 
 

    Simple query 

 

Search field “Freitext” of the advanced query 

 
   The following query operators are available in the search field “Freitext”: 

   2. Asterisk [*] 
    The asterisk character serves as an abbreviation or wildcard operator. Unlike other operators, it is appended to the search 

term. A match is given for words that begin with the word preceded by the asterisk. E.g., Löwe* finds “Löwe”, “Löwentatze”, 
“Löwenfell” etc. 
 
Umlauts are not differentiated. Baum* finds “Baum”, “Baumszepter”, “Bäumchen”, but also “bäumt” (sich auf). To find only 
“Baum”, the search term must be enclosed in quotation marks. See no. 5 below. 
 
Note: The asterisk cannot be used preceding a term, e.g., *tatze to find “Löwentatze” or “Katzentatze”. 



   3. Plus sign [+] 

    A leading plus sign indicates that the associated word must be present in each record output. E.g., +Löwe +Zweig +Göttin will 
only output entries that contain all three keywords (Löwe AND Zweig AND Göttin). 
 
Attention: If the plus signs are omitted (Löwe Zweig Göttin), an OR-query is executed (Löwe OR Zweig OR Göttin). Every entry 
that contains either “Löwe”, “Zweig,” or “Göttin” will be output. 

   4. Minus sign [-] 
    A leading minus sign indicates that this term must not be present in the output entry. E.g., +Capride +Mond -Skaraboid only 

outputs entries with the keywords “Capride” and “Mond” which do not contain “Skaraboid”. 
   5. Quotation marks ["..."] 
    Only records are returned that contain the character string enclosed in double quotation marks. E.g., Altes Testament finds 

“Altes Testament” but not “Alte Testament”. 
   6. Round brackets ( ) 
    Round brackets are used to combine terms into expressions. Expressions in parentheses can be nested. E.g., +Löwe +(Zweig 

Göttin) [corresponds to “Löwe AND (Zweig OR Göttin)”] finds entries containing “Löwe” and “Zweig” or “Löwe” and “Göttin”. 
 d. Query form editor 
  With the query form editor, query forms with individually configured search fields can be created and edited. In order to use the 

function, a login with the personal access data for BODO is necessary. 

 
 



  i. Create 
   1. In the advanced query, hover over the personal forms icon  and select “Neues Formular” from the drop-down menu. 

 
   2. Rename the default “Unbenanntes Suchformular” with a personal query form name (e.g., "My query form"). 

 
   3. To add a search field to the personalized query form, use the button  to call up the search field list and click on the one you 

need. 

 



The added search field is now available in the individual query form.

 
 
Note: Currently, the following fields can be added to a customized query form: object, material, location, image content (to 
query images by using keywords), dating, description, discussion, object group, and record ID. I.e., the search fields of the 
advanced query are extended by two search fields: record ID and object group. In principle, this list could be extended to over 
200 more data fields available in BODO. The current list of search fields will be extended in the future. 

   4. To add more search fields, repeat step 3. 
   5. To remove a search field from the customized form, click the button  to the right of it. 
   6. If necessary, work steps can be undone with the undo button  or restored with the restore button . 
    To save the customized query form in the personal query form list, exit the query form editor by clicking the “done” button 

. 
 
Note: If a personalized query form is created, it will be automatically activated and takes the place of the advanced query 
form, which will be deactivated. Thus, there are always only two query forms to choose from: the simple query and advanced 
query form or the simple query and a personalized query form. 

   7. To cancel the generation of a personal query form, exit the query form editor by clicking the button  next to the query form 
name. 

  ii. Activate 
   1. While logged in, hover the mouse over the personal form icon .  



   2. Select the customized query form to be activated in the drop-down menu with the mouse. 

 
   3. After activating the customized query form, it is marked as active by a dot in front of its name. 

 
In this example, the customized query form named “Mein Suchformular” contains only the search field “record ID”. More could 
be added. 

  iii. Edit 
   1. The customized query form to be edited must be activated (to activate a customized query form see the previous paragraph). 
   2. Hover with the mouse over the customized query form icon  and click on the link “(bearbeiten)” in the drop-down menu 

behind the name of the active custom query form to open the form in the query form editor. 

 
   3. To remove a search field from the customized query form, click the button  to the left of the search field in the query form 

editor. 
   4. To add a search field, click the button  in the query form editor and click the chosen search field in the list of fields. 
   5. To save changes and exit the query form editor, click the “done” button . 



  iv. Delete 
   1. Hover with the mouse over the personal query form icon  and click the “(bearbeiten)” link in the drop-down menu behind 

the name of the active individual query form to open the form in the query form editor. 
   2. To delete the customized query form, click the button  next to the query form name. 

 
   3. Confirm the prompt for deleting the customized query form with “Ok”. 

 
 
 e. Query results 
  i. General 
   1. Query results are displayed on the result page with the most important object data (object type, material, dating, location) 

and a thumbnail of the object.  



 
  ii. Operational area 
   1. The operational area of the query results is divided into two parts: the search criteria and the number of search results are 

displayed at the top of the menu area in the middle and on the right, and the search results are displayed at the bottom. 
Tools are available above the search results. When not logged in, these are: “Neue Abfrage” (New query) and “Abfrage 
ändern” (Change query). When logged in, sorting and print options are added. 

 
 



   2. In the menu area, the toolbar is located on the left and at the top center, the search criteria and the hits of the current 
search are displayed. 

  iii. Navigate record details 
   1. Clicking on a query result displays its detail view. 

 
    

 
Query result 

 
Detail view of the record 
 

   2. A click on the “close” icon  in the toolbar of the detail view leads back to the query result page. 
   3. Two navigation options are available at the detail view level: 
    a. Use the right arrow key to forward one page, and the left arrow key to go back one page. 
    b. Use the combination of shift key + right arrow to forward ten pages, use the shift key + left arrow key to go back ten 

pages. 
  iv. Show bibliographic information 
   1. By moving the mouse over a bibliographic abbreviation (indicated by red text color with underlining), the complete 

bibliography of the bibliographic abbreviation is displayed as a tooltip. 

 
   2. Clicking a bibliographic abbreviation expands the entire bibliography of a section (e.g., “Herkunft”, “Darstellung”, or 

“Bibliographie”). Clicking a bibliographic abbreviation again in the same section collapses the bibliography. 



 
  v. Cross-references 
   1. A red colored catalog number behind a bibliographic entry in the object description is a cross-reference to the corresponding 

entry in BODO, which can be accessed by a mouse click (cf. below “Keel 2010a: Tell el-Far’a-Nord Nr. 10”). 

 
   2. If there are several catalog numbers connected with a hyphen, a mouse click with pressed Command key (Mac) or Control key 

(PC) opens a menu that allows to access a specific entry of the catalog number group (see below “Keel-Leu 1991: Nr. 80-82”). 

 
 f. Printing/exporting of data 
  Data can only be exported and printed via the collection module (see here). In order to use the collection module, registration  and 

login to BODO is necessary so that the individual data can be managed. 
 g. Download of images 
  Images can only be downloaded via the collection module (see here). In order to use the collection module, registration  and login to 

BODO is necessary so that the individual data can be managed. 

2. Collection module 
 a. General 
  i. In the collection module, customized collections with data from BODO (hereinafter "collection objects") can be created, managed, 

shared and evaluated. 
  ii. In order to use the collection module, registration  and login to BODO is necessary so that the individual data can be managed. 

  iii. The collection module is opened by clicking the icon “collection module”  in the toolbar. 



 b. Operational area 
  i. Ateliers 
   The collection module consists of two ateliers, each with a toolbar and an operational area. The ateliers contain collections and 

collection objects. 

 
  ii. Toolbar 
   1. Tools 
    The toolbar of the ateliers shows on the left the tools available for each function.  
   2. Views 
    a. On the right side of the toolbar are the icons for switching the view. 
    b. Clicking the “full view” icon  expands the current atelier to the full width of the collection module. The “split view” 

icon  reduces the full view so that both ateliers are visible. 
    c. A click on the “slide view on” icon  hides the text areas of collections and collection objects and changes the icon to 

“slide view off” . Clicking on the “slide view off” icon  shows the text areas again and changes the icon to “slide 
view” . 
 

   3. Collection path 
    a. In the center of the toolbar the collection path is indicated, which shows the hierarchical position of the current collection 

or collection object within the collection module. 



    b. At the main level, the collection path consists of @[username].

 
    c. On the first level lower than the main level, the full name of the currently opened collection is displayed in orange color.  

 
    d. On the second sublevel and the following ones, the path is shortened to “...” followed by the name of the currently 

opened collection in orange color.

 
    e. A click on the shortened collection path shows the full path (all other toolbar elements are hidden in the full path view).

 
N.B. If the collection path is longer than the atelier width, horizontal and vertical scroll bars are displayed so that the 
entire collection path can be brought into view. 

    f. A click on the orange collection name at the end of the path hides it again. 
    g. Behind the collection path, the number of personal collections and collection objects on the current hierarchy level are 

shown in round brackets. The following example shows that there are ten collection objects in the subcollection “Altar”. 

  
 
Note: The collection with the predefined collections, the query result collection, and the shared collections are not 
counted in the brackets. Accordingly, when the collection module is used for the first time, there is a “0” in the brackets 
(see point “b” above), although the collection with the predefined collections is present on the main level.  
 
 
 
 
 
 

    h. If collections and/or collection objects are selected, their number is shown in square brackets after the number of 
collections and collection elements. The following example shows that in the collection “OBO 200”, which has 486 
collection objects, no collection but one collection object is selected.  



 
  iii. Navigating the collection module 
   The collection module allows to create sub-collections without any restrictions. To navigate in the collection hierarchy, the 

following options are available: 
   1. Opening a collection with a double click leads to the next lower level. 
   2. Closing a collection by clicking the “close” icon  in the atelier toolbar leads to the next higher level 
   3. Clicking on a gray collection name in the full collection path leads to the corresponding collection. 

 
 c. Collections 
  i. General 
   1. A collection contains a group of collection objects and/or other collections. 
   2. A closed collection consists of a label and a text area with the collection name and the number of included collection objects 

in brackets. 

 
   3. An open collection equals the operational area of an atelier. The following picture shows an atelier with two closed 

collections on the right, and an open collection in the atelier on the left. 



 
  ii. Collection types 
   There are four collection types: predefined collections, collections shared with me (only visible when a collection has been shared 

with me), a query result collection (only visible after a query has been made in the query module), and personal collections. Only 
personal collections can be deleted.  

 
 
 
 

   1. Predefined collections 



    The collection with the predefined collections provides collections that can be used as a starting point for own collections 
without having to create them via a query. Predefined collections can neither be modified nor deleted. 

 
   2. Collections shared with me 
    The collection “Mit mir geteilte Kollektionen” contains collections that others have shared with me. It is visible only when 

others have shared collections with me. It is no longer visible when no more collections are shared with me. 

 
   3. Query result collection 
    If a query was executed in the query module, a collection with the query results appears on the main level of the atelier. It 

contains the query results of the last query executed in the query module 

 
The query result collection can neither be modified nor deleted, but its content can be recreated by a new query in the query 
module. Besides the predefined collections, it represents the second method of providing data for personal collections. In 
order to transfer the data of the collection with the query results completely into a personal collection, it can be copied by 
moving it to the other atelier. Changes (collection name, collection content) can now be made to this copy of the collection 
as it has become a personal collection. 
 



Note: Since the collection with the query results cannot be modified, moving it causes it to be copied. I.e., a simple drag & 
drop of the collection with the query results into the other atelier copies it. The search results collection itself remains 
intact. 

   4. Personal collections 
    Personally created or customized collections are positioned on the main level after the collection with query results. In a 

subcollection, they are positioned at the beginning of the collection. If there are collection objects in the subcollection, they 
are positioned after them. 

 
    a. Personal collections are sorted alphabetically by their name. 
    b. Unlike the predefined collections, shared collections and the collection with query results, personal collections do not 

have a dark gray, but a medium gray frame and text block. 
    c. Collection name and label can be chosen freely. 
    d. Personal collections can be created, deleted, sorted, copied, moved, shared, and evaluated. 
  iii. Open a collection folder 
   Double-clicking a collection label opens a collection. If the collection to be opened contains a large number of collection objects 

or if the Internet connection is slow, an orange bar below the collection path shows the loading progress. The arrow terminates 
the loading process. 

  
 
Note: Opening a collection with 1,000 collection objects takes about 5 seconds the first time with an Internet connection with a 
download speed of 400 Mbit/s. With a collection size of 5,000 objects, a loading time of about one minute can be expected the 
first time. If the same collection is opened again later, loading from the browser's memory takes only a fraction of a second. 
 
 
 

  iv. Close a collection folder 



   Clicking the “close” icon  in the atelier toolbar closes the collection and leads to the next higher level of the collection 
module. 

  v. Collection objects 
   1. The contents of a collection are collection objects and/or collections. These can also be located on the main level of the 

collection module. In the following screenshot, the main level of the collection module contains the collection with the 
predefined collections, a collection named “B+O im Original”, and a single collection object. 

 
 
Note: After the collection path, there is "1+1" in brackets. It indicates that the main level contains a collection and a 
collection object (the collection with the predefined collections is not counted, because it is always present on the main 
level). 
 

   2. A collection object consists of a thumbnail image of the object and a text area with the most important object data: object 
type, material, dating and location. Collection objects have a fine frame and a light gray text field. I.e., collection objects 
look like query results, but can be copied, moved, or deleted. 

 
 
 
 
 

   3. When a collection is opened, its collection items are shown in chronological order. 



 
   4. If a collection contains collections as well as collection objects, the collection objects appear after the collections. In the 

following screenshot, three collections are shown at the top left, followed by collection objects. 

  
 
 
 
 
 
 
 



   5. Double-clicking on a collection object leads to the detail view of the record. 

 
   6. Clicking on an image leads to the enlarged image and the download links for the image. 

 
   7. To download an image click on the download link “Bildschirmauflösung” (screen resolution) or “Druckqualität” (print quality). 

 
   8. Clicking on the download link “Bildschirmauflösung” will download the image in jpg-format of max. 800x600 pixels in the 

quality for screen display (e.g., for Powerpoint presentations). 



   9. Clicking on the download link “Druckqualität” (print quality) download a print quality image in tiff-format with a resolution of 
300 dpi for photos or 600 dpi for line drawings. 

 
   10. The reprinting of images in scientific publications is free of charge after prior consultation. For popular scientific or 

commercial publications, publication fees will be charged. The electronic mailing of printable images costs CHF 15.- per 
image. See also the information on “Bildrechte” in the menu of BODO. 

 
   11. To send an e-mail request for the selected image, click the link “Mail-Entwurf im E-Mail-Programm öffnen”. 
   12. When formulating the image request, make sure that the link contained in the draft e-mail is not deleted or changed. It serves 

to identify the image for which the request is made. 
  vi. Selecting collection objects or collections 



   Objekte und/oder Kollektionen können ausgewählt werden, um mit ihnen Operationen durchzuführen (delete, move, copy, share, 
evaluate). 
Objects and/or collections can be selected to perform operations with them (delete, move, copy, share, evaluate). 

   1. Select collection objects or collections individually 
    Select one or more collection objects or one or more collections with a mouse click. The selected collection objects and/or 

collections are colored in. 

 
   2. Select collection objects or collections in series 
    Select the first collection object or collection with a mouse click. Hold down the Shift key (Mac/PC) and click the last 

collection object or the last collection of the series to be selected. The selected collection objects and/or collections are 
colored in. 

 
 
Note: Hold down the Shift key (Mac/PC) until the selected group is highlighted by coloring. 
 

   3. Select all collection items or collection folders 



    Clicking the “select all items” icon  in the toolbar selects all collection objects and collections excluding the collection 
with predefined collections, the collection with shared collections, and the collection of query results when the operation is 
performed at the main level. 

      
   4. Select collection items by filter 
    a. Clicking the “selection by filter” icon  in the toolbar opens an input field.  
    b. Enter the filter term according to which objects are to be selected in the input field and execute the filter function with a 

carriage return (note that the filter function is case sensitive). 

 
    c. The input field closes and all collection objects are selected which contain the filter term. 

 
    d. Possible applications: 
     • Create different collections with objects from different locations by copying/moving them from a base collection 



     • Compare the dating histogram of objects with a specific material or the same location in different collections by 
activating the dating histogram function after filtering the objects in the two ateliers. 

 
Limestone seals: Palestine corpus 2 (Keel 2010)          Limestone seals: Jordanian corpus (Eggler/Keel 2006) 

  vii. Deselect collection items or collection folders 
   1. Unselect individual collection objects or collections 
    Clicking again on individual colored collection objects or collections deselects them. 
   2. Deselect all or several collection objects or collections 
    Clicking on the “deselect” icon  in the atelier toolbar deselects the entire selection. 
  viii. Invert the selection of collection items or collection folders 
    Clicking on the “invert selection” icon  in the toolbar of the atelier inverts the selection. 
  ix. Create a collection 
   1. Clicking the “create new collection” icon  in the toolbar creates a new collection and then turns on the collection naming 

function . 

 



   2. If the new collection is created on the main level of the collection module, it will appear after the collection with the 
predefined collections. If the collection with the shared collections and the collection with the query results exist, then the 
new collection will be placed after them.  

   3. If the new collection is created within another collection, it appears on the far left. 

 
   4. To name the collection, enter a name in the input field of the collection text area.  
   5. Complete the naming of the collection with a carriage return. The collection will be arranged alphabetically if there are 

other collections on the main level of the collection module or within a collection. 
   6. The Esc key, clicking the orange naming icon , or clicking outside the new collection, which is being created, cancels the 

creation of a collection. 
  x. Rename a collection folder 
   1. Select the collection to be renamed by clicking it and then click the “rename collection” icon  in the toolbar of the atelier. 

 
   2. Change the name in the enabled input field of the collection text area  and finish the renaming with a carriage return. 

 
   3. The Esc key, clicking the orange naming icon , or clicking outside the new collection, which is being created, cancels the 

creation of a collection. 
  xi. Apply a collection label 
   1. General 
    To mark a collection, when collection objects are added for the first time, a label from the collection objects’ thumbnails is 

randomly assigned to the collection. It can be subsequently replaced. 

 



   2. Procedure 
    a. Open the collection whose label is to be replaced by double-clicking it. 

               
    b. Switch to the slide view by clicking the „slide" icon  on the right side of the toolbar. 
     

 
Collection objects in standard view mode                                  

             
               Collection objects in slide view mode 



    c. Click the collection object or collection whose image is to be assigned as a label to the opened collection. The clicked 
collection object is marked by a fine orange frame (in the following screenshot on the far left).

 
    d. Click the “apply object/collection image as collection label” icon  in the atelier toolbar to use the image as a label. 

 
 
Note: By clicking the „apply object/collection image as collection label" icon , no change is visible when the collection is 
open. The assigned label is only visible when the collection is closed again. 
 

    e. The closed collection shows the newly assigned label. 

 
    f. If preferred, click the “slide view off” icon  on the right side of the atelier toolbar to return to the standard view of the 

collection. 
     

 
Slide view on  

Slide view off (standard view) 

    Note: Source of a collection label can be thumbnails of a collection object, but also labels of a collection. 
 
Tip: If a collection contains only subcollections without a label, assign a label to the collection as follows: copy a collection 
object with the intended image from another collection to the collection to which a label is to be assigned. The thumbnail 
image of this collection object is then applied to the collection as a label, as described above. Now delete the collection 
object that served as the label source. 
 
 
 



  xii. Move collection items or collection folders 
   New objects or collections can be assigned to a collection by moving it from another collection. Source collections can be 

predefined collections, shared collections, the collection with query results, or personally created collections. 
   1. General 
    a. When the following explanation refers to a collection object or a collection, this applies equally to several (selected) 

collection objects or collections that can be moved. 
    b. Moving an object or collection within the same atelier is not possible. It has to be done from the left to the right atelier or 

vice versa. One atelier contains the source collection, the other atelier contains the target collection. 
    c. If one or more collections are moved, their subcollections are moved as well. 
    d. A combination of collection objects and collections cannot be moved. 
    e. A moved collection object is sorted chronologically in the target collection, if no predefined or individual sort order is in 

place. 
    f. A moved collection is placed in front of the collection objects contained in the target collection. If collections already 

exist, a copied collection will be placed alphabetically with the existing collections. 
    g. While the dragged object is over the source studio, the “forbidden” icon   is visible at its upper left corner to draw 

attention to the fact that the object or collection cannot be dropped in the source atelier. 

 
 
 
 
 



    h. If the dragged object is over the target atelier, the “forbidden” icon  changes to the “move” icon . 

 
   2. Procedure 
    In the source atelier, open the collection from which to move the collection object or collection. 
    a. Move to an open collection 
     i. In the target atelier, open the collection to which the collection object or collection is to be moved (in the following 

example it is empty). 

 
     ii. In the source atelier, select the collection object or collection to be moved with the mouse. 
      In the source atelier, drag the selected collection object or collection from the source collection to the open target 

collection with the mouse and drop it there by releasing the mouse. 

 



Note: If objects or collections to be moved are released over a collection in the large atelier, they are moved to that 
collection. If objects or collections are to be moved to the level of the target atelier itself, then release them only over 
objects and not over collections. If necessary, scroll objects in the target atelier into view before moving them so that 
the objects or collections can be released over them. 
 

    b. Move to a closed collection 
     i. In the source atelier, select the collection object or collection to be moved with the mouse. 
     ii. In the source atelier drag the selected collection object or collections from the source atelier over the closed target 

collection in the opposite atelier until its frame turns reddish. 
       

 

 

     iii. Release the mouse to drop the collection object(s) or collections(s) into the target collection. 
  xiii. Copy collection items or collection folders 
   A collection can be assigned objects or collections by copying them from another collection. Source collections can be predefined 

collections, shared collections, the collection with query results, or personally created collections. 
 
 



   1. General 
    a. When the following explanation refers to a collection object or a collection, this applies equally to several (selected) 

collection objects or collections that can be copied. 
    b. Copying an object or collection within the same atelier is not possible. It has to be done from the left to the right atelier 

or vice versa. One atelier contains the source collection, the other atelier contains the target collection. 
    c. If one or more collections are moved, their subcollections are copiec as well. 
    d. A combination of collection objects and collections cannot be copied. 
    e. A copied collection object is sorted chronologically in the target collection, if no predefined or individual sort order is in 

place.  
    f. A copied collection is placed in front of the collection objects contained in the target collection. If collections already 

exist, a copied collection will be placed alphabetically with the existing collections. 
    g. If the name of the copied collection already exists in the target collection, the addition “Kopie von” is prefixed to the 

collection name (which can be changed if necessary). It is recommended to integrate the date of the copy by renaming the 
name of the copy of a collection, so that with several copies of an original it becomes evident when a copy first became 
(e.g. "Copy of 1.1.1970 from [name of original collection]. This basically applies to every duplication of a collection. 

    h. While the dragged object is over the source studio, the “forbidden” icon   is visible at its upper left corner to draw 
attention to the fact that the object or collection cannot be dropped in the source atelier. 

 
    i. If the dragged object is over the target atelier, the “forbidden” icon  changes to the “copy” icon . 



 
     

Tip: Copying a collection is an easy way to create a backup copy of a specific configuration of a collection. 
 

   2. Procedure 
    In the source atelier, open the collection from which to copy the collection object or collection. 
    a. Copy to an open collection 
     i. In the target atelier, open the collection to which the collection object or collection is to be copied (in the following 

example it is empty). 

 
     ii. In the source atelier, select the collection object or collection to be copied with the mouse. 
     iii. Start dragging the selected collection object or collection with the mouse in the direction of the destination studio and 

then additionally press the Option/Alt key (Mac) or Alt key (PC) or Shift key (Mac/PC). With the key pressed, drag the 
object to be copied into the open target collection and drop it there by releasing the mouse. 



 
     iv. As the last step, release the pressed key. 
      

Note: If objects or collections to be copied are released over a collection in the target atelier, they are copied to that 
collection. If objects or collections are to be copied to the level of the target atelier itself, then release them only over 
objects and not over collections. If necessary, scroll objects in the target atelier into view before copying so that the 
objects or collections can be released over them. 
 

    b. Copy to a closed collection 
     i. In the source atelier, select the collection object or collection to be copied with the mouse. 
     ii. Start dragging the selected collection object or collection towards the target atelier with the mouse and then 

additionally press the Option/Alt key (Mac) or Alt key (PC) or Shift key (Mac/PC). While pressing the key, drag the 
object to be copied to the closed target collection in the target atelier until its frame turns reddish 

      

 
 

     iii. By releasing the mouse, drop the object to be copied into the target collection. 



  xiv. Delete collection items or collection folders 
   1. Select the collection object or collection to be deleted. 

 
Note: The maximum number of collection objects that can currently be deleted in a collection at once is 500. If more are 
selected and deleted, the delete operation may not be executed and the selection will be cancelled. 
 

   2. Click on the “delete selection” icon  in the atelier toolbar. 
   3. To confirm the deletion, click on the “delete x item(s)” icon  in the atelier toolbar. 

Note: When deleting a collection, its subcollection(s) will also be deleted! 

 
   4. To cancel the deletion process, click the “cancel, do not delete” icon  in the atelier toolbar. 
  xv. Sorting of collection items 

 
   1. General 
    a. Collections can be sorted according to predefined criteria or manually. 
    b. The following predefined sorting criteria are available for selection: 

 “Sort by dating” 
 “Sort by object type” 
 “Sort by material” 
 “Sort by location” 

    c. When the sorting menu is closed, the current predefined sorting criterion of a collection can be seen in the toolbar of the 
atelier by the „sorting" icon . If the „manual sort" icon  appears instead of the „sort" icon, the collection has been 
sorted manually. 

    d. An additional letter in the closed sort menu icon indicates the currently active predefined sort criterion. 
D = dating  
T = object type  
M = material  
O = location  

    e. By default, a collection is sorted by dating when it is created . 



    f. When the sort menu is open, the currently active sort criterion is highlighted in orange. In the following example, the 
collection is sorted by the object material . The symbol for sorting by material is highlighted  and the “sort” 
icon  is supplemented with the letter “M” for “material”. 

    g. A collection is manually sorted when the “manual sort” icon  is visible in the atelier toolbar. 
   2. Sorting by predefined criteria 
    a. Open the collection to be sorted by double-clicking it. 
    b. In the toolbar of the atelier, click on the “sort” icon  to expand the sort menu to the right .   
    c. The sorting menu contains the four predefined sorting criteria  (see above xv.1.b) and to the right the option to 

adopt the current sorting as manual sorting . 
    d. By clicking on a sorting criterion, the collection is sorted accordingly. 
    e. Exit the sorting menu by clicking the “close sorting”  icon. 
   3. Sorting manually 
    a. Open the collection to be sorted manually by double-clicking it. 
    b. In the toolbar of the atelier, click on the “sort” icon  to expand the sort menu to the right .   
    c. Click the “apply manual sorting” icon . 
    d. The collection is switched to the manual sorting mode with numbered collection objects and in the sorting menu the 

symbol for manual sorting is highlighted by an orange coloring . 

 
 
Note: If the collection is switched to manual sorting mode but not sorted and the sorting mode is exited, the collection will 
still be marked in manual sorting status. This means that the toolbar of the atelier will not show the “sort” icon , but 
the “manual sort” icon . If the manual sorting status should be cleared, the clear manual sorting function must be used. 
 

    e. Use drag & drop to move individual or multiple objects in their position. 
 
Tip: The “select all items” function can be used in manual sorting to select all objects except a specific one with two 
clicks. 
 



First: click the “select all items” icon . 
Second: unselect the object you do not want to be selected by clicking on it. 
 
This now allows all selected objects to be moved in front of the unselected object. The unselected object is now at the 
end after sorting. For large collections, this procedure is easier than moving the first object all the way to the end. 
 
Note: If one or more objects were selected by mouse click before manual sorting, the selection must be actively 
deselected with “deselect” icon  after the sorting process as it will not be deselected automatically. This is done so that 
in case of a drop operation to the wrong place the selection combination of objects is preserved and it can be moved to 
the correct place with a new attempt 
 

    f. In manual sorting mode, sorting by date , object type , materia , or location  can be consulted for the current 
collection by clicking the corresponding icon in the manual sorting menu. Clicking the selected icon switches back to the 
manual sort mode. 
 
Note: Objects cannot be moved in consultation mode. 
 

    g. To exit the manual sorting mode, click the “close sorting manually” icon  in the manual sorting menu. 
 
Note: The atelier toolbar now displays the “sort manually” icon  instead of the “sort” icon , indicating that this 
collection is sorted manually. 
 

   4. Cancel manual sorting 
    a. In the toolbar of the collection whose manual sorting is to be cancelled, click the “manual sorting” icon . 
    b. In the opened manual sorting menu  click the “cancel manual sorting” icon . 
    c. The collection is closed and is now sorted again according to the default predefined criterion of dating. 
  xvi. Printing/exporting of data/images 
   1. General 
    a. For printing/exporting data a registration and login at BODO is necessary. 
    b. Collection data is not printed directly, but exported as an OpenOffice document (.odt), which can then be printed out. 
    c. To open the downloaded OpenOffice document directly, OpenOffice must be installed. Alternatively, the OpenOffice 

document can also be imported into Microsoft Word (it is automatically converted into Word format when opened with 



Microsoft Word. For compatibility reasons, when saving in Word, it is recommended to select “Save as...” and “Microsoft 
Word 97/200/XP (.doc)” as the file type. 

    d. Download OpenOffice free of charge at: http://www.openoffice.org/download/index.html. 
    c. In the collection module, only the collection objects of a collection can be printed/exported. If there are subcollections in 

the collection, they will not be printed/exported. 
    d. On the main level only collection objects are printed/exported. 
   2. Procedure 
    a. Print data 
     i. Open the collection whose collection objects are to be printed/exported. 
     ii. If all collection objects are to be printed/exported, do not make a selection, if only certain collection objects are to be 

printed/exported, select them. 
     iii. Click on the “print all/selected objects” icon  in the toolbar of the atelier to expand the print menu . 
     iv. Two print formats are available: list or file card. The list format outputs the data scope of the result overview. Only 

those image views with an iconographic representation are output. The file card format outputs the data scope of the 
detail view. 
 

      List  File card  
      

 

 

     v. For the list format, click the list icon , for the file card format, click the file card icon  to initiate the print or 
download process. 
 
 

http://www.openoffice.org/download/index.html


     vi. If the download takes some time, a message about the approximate duration will be displayed. Confirm the displayed 
information with “Ok”. 

 
 
Note: Until the download is complete, you cannot continue working. Do not leave the collection module until the 
download is complete. 
 

    b. Image files alone can be downloaded via the detail view of a collection object. 
  xvii. Share collection folders 
   1. General 
    a. Collections can only be shared with other users of BODO if they are signed up with BODO. 
    b. If a collection is shared, the subcollections it contains are also shared. 
    c. To share a collection, the login name of the person with whom a collection is to be shared must be known. For privacy 

reasons, the login names of other users are not displayed. It must be requested in person. 
    d. ATTENTION: In the current version of BODO all partners of a shared collection have the same rights. I.e. all of them can 

add objects to shared collections, delete objects from them and sort them. Even third parties can be removed from the 
shared collection (but not the owner). Changes and deletions to shared collections should therefore be made with care. 
For safety, the owner of a collection is recommended to make a copy of his own collection before sharing it. 

   2. Procedure 
    a. Select the collection to be shared with a mouse click (other collections or objects must not be selected). 
    b. Click the “share collection” icon  in the toolbar. 
    c. The label of the collection to be shared is hidden and an input field is displayed in the collection box. 

 
 



    d. In the input field, enter the previously personally requested login name and complete the entry with a carriage return. 

 
    e. The login name of the owner of the collection followed by the login name of the person with whom the collection is shared 

will now be displayed above the input field. Enter additional login names if required. 

 
    f. Exit the share collection function by clicking the “close collection” icon . 
    g. A closed collection shared by the owner is now marked by the “share collection” icon in the upper right corner. 

 
     Collection not shared 

 

Collection shared 

 

 

   3. Show login name 
    Point with the mouse to the gray disk of the closed shared collection. In a tooltip, the owner is marked with an asterisk, 

followed by the login names of those people with whom the collection is shared. 
   4. Revoke a shared collection 
    a. Select the shared collection with a mouse click (other collections or objects must not be selected). 
    b. In the toolbar of the atelier click the “share collection” icon . 
    c. In the collection box, move the mouse over the login name. The icon for deleting  is displayed behind the login name 

 
    d. Clicking on the delete icon  and the associated person is removed from the collection. 
    e. Exit the share collection function by clicking the “close collection” icon . 



   5. Show me shared collection 
    a. Collections shared with me are located in the “Mit mir geteilte Kollektionen” collection on the main level of the collection 

module. 

 
    b. Double-click the collection “Mit mir geteilte Kollektionen” to open it. 
   6. Change shared collections 
    If a shared collection is modified by adding or deleting objects, the page must be reloaded on the opposite side to update the 

shared collection. 
  xviii. Analyze data (beta) 
   1. In BODO not only queries can be executed and data collections can be managed, but also data can be evaluated.  

As an example of a possible application, a dating histogram is implemented as a beta version, with which the chronological 
distribution of a collection or the selection of collection objects of a collection is displayed (a geographical evaluation of data 
with a distribution map is programmed, but is currently not implemented. Numerous evaluation tools, which evaluate the 
more than 200 data fields of BODO, can be programmed). 

Translated with DeepL  

https://www.deepl.com/translator?utm_source=macos&utm_medium=app&utm_campaign=macos-share


Note: For the beta version, a maximum of 150 objects of a collection are randomly selected (the number of object dates 
shown exceeds the limit of 150 if objects have multiple/alternate dates). 
 

   2. To display the dating histogram of a collection, click the “dating histogram” icon  in the toolbar of an open collection. 
   3. To close the histogram, click the orange highlighted “close dating histogram” icon . 
        
 

  
 


