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1.1

1.2.

1.3.

1.4.
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Introduction
Welcomd

ImageVault is a web based file repository, which simplifies handling and storing of different
media filesThe basic function of ImageVaultasstore files on a central server, so everyone
in anorganisation can accessd use thdiles. ImageVaullsohasmore advanced functions,
such asbility to add metadatand conversiornnto standardizedile formats Additional file
formats will be available by using third part  plugins.
ImageVault is based on common web standards and is very intuitive and easyBasise.
internet browser skills are recommended.

Manual conventions

Certain typographiconventions are used in this manual.
Running text is presented in th8ill Sandont. Notes, tips and warnings are presented in
bold.

Note! A note highlights important information.
Tip! A tip contains an advice or an easier way to stamething.
Warning! A warninghighlightsthat a problemthat might occur and how to avoid it.

Manual instrutons

This manual is divided intovb main sections. The first section gives a comprehensive
description of how ImageVault is functioning and Howind your way in theuserinterface.

The second part wiltontain a number appendix describing ImageVault connected to other
systems.

Relation to other manuals

This manual is sufficient reading for tlawerage user of the standalone version of
ImageVauljtor ImageVault connectecto other system

However will a training coursprovided by Meriworks beecommended.
Documentationaimed towardsinstallationand developmenis only available onlinghe
online dbcumentation for ImageVault cére fond online athttp://www.imagevault.se

Authentcation

ImageVault utilizes federated authentication using claims based identities. It uses the
Windows ldentity Foundation (WIF) as authentication layer and can be connected to an
existing Identity provider (Idp). You can read more about Federated authenticatidn
WIF at http://en.wikipedia.org/wiki/Windows Identity Foundation

© Meriworks AB 7
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2. Start

To be able to use ImageVaalh accountwith view or contributepermissions is needed.
When logged in will ImageVault Ul with functionality basedrights for actual user be
avaiable.

B

imagevault

2.1. ImageVault functionality

ImageVault acts as a central repository fibes All usershave access tthis repository,to
store and downloadiles.The systemhelps theusers to build a structured environment for
the files with storagevaults metadataand category taggingp faciltate easy search and
access.

The files only needo be stored once but can beconvertedinto mutiple file formats
ImageVault alsbelpswith file conversion since several standard conversion formats can
be easily set up. Imageskenstraight of a high resolution digital camera can be used and
image conversion and size altering are applied to convert the imagsuiable format

ImageVault helps file tegorization by allowing users to add properties to the uploaded
files. This is metadata in the form chtegories and metadata fielddich makes it much
easier for other users to find and use the uploaded files. User access is controlled by vaults.

Below follows a short explanation of some of the key featuresmageVault 4.0

2.1.1. Vaults

A vault is a storage area in ImageVawith user rights similato a file folder. Different
types of user access control can be added to a vault, i.e to prevent acdidihétion of
files or simply to restrict access to certain files vault cannot have sub leveBifferent
metadata definitions can be tailored for each vault.

2.1.2. Categories

Categories are predefined file properties that will facilitate easier search for files. The
number of categories ignlimited, but a limited number should laelded or created
during setup. Sub categories can be added, but a maximum of 2 levels below teedb

© Meriworks AB 8



" « ImagevaUIt ImageVaulf User Manual

2.1.3. Metadata
Metadata are additional information fields that can be added to files. This can for example
be the name of the photographesr an additionaldescription of the fileMetadata can
also be information stored in a file like ITPC or EXIFada

© Meriworks AB 9
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2.2. Login
Browse to thestart web addresssupplied by site specific documentation or your system
administrator to start ImageVaultogin with the credentials supplied by your administrator.

Note! Refer to site -specific documentation or your ImageVault administrator
for information on how to  login on your server.

© Meriworks AB 10
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3. User nterface
The ImageVauluser interface consists & mainareas see picture below.

Activity area Filedisplayarea

v
Date uploaded

Uploaded by
——
‘File Extension
o Size
Wt

Height

Published on
View Publishes &'

—— i ——— —— o — —

slings Category library and agreement Informatior!
Metadata

Main wser inteface

3.1. User nterface overview

File display area

All availabldiles are displayed as previglumbnailsn the file display area. The number of
visible files will depend on current vaaibntent, current user access rightsearch results
or category selections.

Activity area

Under Advanced settings , users with administrative rights are able to maintain
systemwidesettings for ImageVauln the activity aredhere isa search bar which is used

to filter availble mediflesbased on a free text search.

There are also a number of operations availble that will affect the selected media in the File
display. May of these buttons are activatednd inactivated based on current users rights

to the selected medial he available operations are impoertdownload, move, share and
categorize medialhe button calledé Mo r is a menu, in which you can maintain shares
and versioning for the selected medikhe insert button will insert files into a cms. The
button is only active if ImageVault is connected to a cms.

Category andibrary area
© Meriworks AB 11
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The categories section display$ @bailable categories in the systefalecting a category
will filter which files that are displayet@he library section displays all vaults available on the
server.All vaultsmightnot be visible to all users thanks to user access rights.

Batch operaibn area
The batch area collects selections of files. It is possiblshare, perform category or
metadata batch operations or download all files.

InformationMetadata section
The information and metadata section will display information about a selélged

Setting area

The settings area holds buttons for adding vaults, modifying categories and sort order.

Vaults are described more in chapt&r1.2 ¢Vault selection. More information about

categories can be found in chap@d.40Categories.

The sort order can be toggles bet vwenest ONewly
recent files that have beedbadiibdst ohbheeswst
the media files sorted by name.

Note! Vaults and categories can only be created by a user with administrative
privileges.

© Meriworks AB 12
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3.1.1. Categories

Categories are predefined metadata that can be added to a file. Thiisf the fastest
way to filter media filesexcept for searchand should be used as the main ngation
method.

B Categories (I Extended search

o

 [] Nature Pictures
¥ [ Animal
[] Flowers, plants, trees
[] Landscape
[]sea
» []Edge

Categories

A category can have 2 sub levels. It is possible to filter files that have been tagged with a

specific category keyword.
Categories should be used to group files that share a common propditiple categories
can be combing to further narrow the search result.

Initialwill outcomebe files withat least onechoosen categoriesf Exact match is activated

must file have all chosen categories.
z
Categories

I Categories Exact match

Via Search category, it is possible to select so that only a sps=tedtion of categories is
presented.

B Categories (I Extended search

Horsd D

¥ [] Djur
v []Hést

] Brown horse

¥ [] Nature Pictures
¥ [] Animal
[ Horse

© Meriworks AB 13
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3.1.2. Vault selection

Select a vault by activating the library tab and select the vault. All images in the selected
vault will be displayed.

The current vaults name will be displayed at the top of the fikxdisala

Selected vault

B imagevault

& Import files...

1
Library

u Vaults QB Select multiple

All
Avtal Lilleman.jpg

Bilfirman

ImageVauitMediaGallery

Selected vault

Select multiple

Initial will only one valt be choosel.Select multiple isctivated it is possible to combine
several valuts

To display the contents of all vaults selédtitems. This will display all files currently in
the system that the user has accessTais is also the default setting when a user logs
into the system.

Library

Display all files
Vaults
All

Avtal

Bilfirman

ImageVauliMediaGallery

Meridium

SiteVision

Vault selection

© Meriworks AB 14
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A search will bdimited to the current vaul(s). See sectiod® 0 S e rrmork idifo.

Note! Vaults can have different user access. All vaults will not be visible to all
users.

© Meriworks AB 15
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3.1.3. Filepreview

File previewis initiatesby cliking on preview symbol,
doubleclicking the selectedbject or by pressing
Returnkey with an object selectedrile previewis
ended by clicking the close button or pressing the E
key.

Fallmoran.jpeg

=
Fallmoran jpeg | X I

Close

When using filgoreview the user can change what object to view by clicking the left or
right navigation buttons.

This can also be done using the left or right arrow keys. Arrow key up or down will move
one row up or down.

If the previewed object is a video, you cplay and pause using the Spacebar.

© Meriworks AB 16
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3.1.4. File informationand metadata

File informationand metadatdor a selected file will belisplayedn the information area.
File information will typically be image height and width, date of upload and cwaeitt
name.

File metadata can be metadata manually added by a user during upload. The administrator
will setup which fields and what information that should be added during a file upload.
Metadata fields can be customized for each vault, meaning thatsmuite can have more
metadata fields that need to be filled out and others fewer.

It is also possible to harvest automatic metadata. Digital images or media files normally
contain metadataThis can be ITPC or EXIF data, i.e focal length of the lead,serial
number of the camera, GPS dalmageVault can read this typ of metadata during upload,
without any user interaction, and save the data agfiéeadata

Metadata

Metadata

Information

User defined
Anvindningsomrade
Bendmning
Benzmning 2

File information and metadata

© Meriworks AB 17
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4. Importing files

Import files by pressing thienport files € button. This will open the import file
guide.

Import file button

4.1. Upload
Vault selection list
Import files
o To: 4* ImageVaultMediaGallery
Select files

Add files to the upload queue and click the start button

Filename Size Status

Drag files here.

0b 0%

u Currently 5 % of availab®jdeo conversion is used

ﬁ Currently, 40 % of available video storageYwysed

Add files button

Import files guide

Select vaulbased on the target audience for the fileg using the vaukelection
list.

Press theAdd files button and select files from your local computer or network.
Several files can be selected at oncaubingthe normaloperating systerfile

browser. The fies are added to the file selection area. This area will display the file
status, where 0% represents that the file has not been uploaded yet and 100%
represents that the file is uploaded to the server. The minus sign can be used to
cancel the file uploafbr eachthe selected file

© Meriworks AB 18
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Import files

[ o] e To: 4*| ImageVaultMediaGallery s

Select files
Add files to the upload queue and click the start button

Filename Size Status

Lilleman.jpg 429 KB 0% &

429 KB 0%

o

Start upload button Upload status Cancel

File upload

Press thetart upload button, once all files are selectet, initiate the file upload.
A progress bar will show thdlé upload status during uploadll files status
counters should change to 100% once the file upload is complete.

Tip ! Browsers supporting HTML 5 allow you to drag and drop files as a
complemtt o the oO0Add filesd button.

© Meriworks AB 19
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PresstheDr gani z e y o buttonugidg tha fies with the proper category and

metadata.

Organize your uploads... el

Organize uploaded files

Metadata

Organize your uploads

Bendmning

Dog

Benamning 2

Little dog laying on a blanket

Name

Lilleman jpg Beskrivning

'Will be added later

E Cancel and delete files

Adding category and metadata

Catogories

Categories

4 categories selected

» |« Djur
» [ Fordon
3 Naturbilder
~ ¥ Nature Pictures
#| Anima
Flowers, plants, trees
Landscape

Sea

Correct file tagging, meaning adding categories and relevant information in the
metadata fields, will make a file easier to find and increases the chance that a file is
reused by other users. This is one of the cornerstones in a media database.

Tip! Taking the extraitne during upload to add the correct properties to a file will
make a huge difference when the system holds several hundred or thousands of

files.

© Meriworks AB 20
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Organize your uploads B

For all items:

=

Upload list

Multiple files upload list

The Organize upload page can be used in several waygpdssible to add
metadata and categories to all fileted in the upload lisat once by using the
menu buttonsMetadata andCategories at the top of the pagerather than adding
the information to one file at a time

Metadata button for Categories button
all files for all files
Organize your uploads By ook
For all items: Remove duplicates Metadata Y Categories &
Nyckelord » Djur
Dog » [ Fordon
N cat * O Naturbilger
i - Nature Pictures
’ | Animal
Agr Flowers, plants, trees
Se Landscape
Sea
Name
58 IMG_7653.JPG
Nyckelord Categories
Dog Nature Pictures, Animal -
Agreements
Select agreemen s, -

© Meriworks AB 21
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If an individual file needs specific information, it is easy to change this ipload list
Adding metadata and category information to all fdesultaneouly during importis a
time saveysince common properties can be added to all files and firee-tunedfor
someof the uploaded files, if needed.

Nyckelord Categories

Dog, black Nature Pictures, Animal

Name

2540_C1.jpg

PressSave to complete the upload oCancel and delete to cancel the upload.

Note! Depending on the setup, certain metadata fields might be mandatory
and must be filled out prior to completing the upload.

Note! Metadata fields and categories are setup during installation and
maintained by the administrator.

© Meriworks AB 22
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4.2.1. Analyze image

From version 5.16 of ImageVault, and that the cleallition is used, you can get suggestions for
tags for your image file, from version 5.18 you can also get a suggestion for a description.
In the Organize dialog, it is possible to have the image analyzed via Azure Al.

Organize your uploads Gancel and celete s

Categories

Select categories... -

Agreements

Select agreements... -

Analyze Image

Filename

Natthamn (1).JPG

Cancel and delete files

A number of proposals are presente
Tags

T
Sou >

As a user, you can supplement with your own new ones, and delete the ones you do not want
to use.

Tags Tags

ousoor

e

D €
D €D

Contororce verue 2017
venue 2017 4+

g
JHE
:

x
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Description

A sunset over a body of water

Vi
Description
A sunset over a body of water with three
sailboaty]
)

These are then searchable via free text search, see chapter Free text search.

ViaAnalyzeallimagesit is possible to get suggestions for all files

Organize Files Gancel

For all items:  Metadata = Categories =

Agreements ¥

Analyze all images

Only image files receive suggestions. For other files, it is possible to add your owanthgs
description

Organize item -

Alt-text @ Categories

Select categories.. v

Agreements

Select agreements.. v

Tags

Description

Filename

1 Fetjafallet MOV

© Meriworks AB 24
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4.3. Mobile interface

To import files via mobile interfagehe flow andfunctionality is the same, layout is a little
different.

Activate Import files.

Pimagevault e sue Choose Vault.

@' mportfiles.. B Selectfiles +e» Show menu

Klick on Add files.

Take Photo or Video
Photo Library

Choose Libray or
Take Photo/Video.

Browse

Organize your uploads
Import files Import files

To: 4+ ImageVault.. To: 4* ImageVault..

29F16CF2-D2B5-422B-9AE7-
0C3D38073FDA jpeg

IMB 0% MB  100%
Name
Add files | Start upload . Add files Uploaded 1/1 files 29F16CF2-D2B5-422B-9AE7-0C3D380
Benamning
n Video files will be stored in the
n Videgffiles will be stored in the ImageVault Video Cloud, which is
i A VIR et A s A T D Bensmning 2

Organize your uploads...

Upload files Initiat®©rganize Organizdlés

© Meriworks AB 25



i< 1magevault

5.

5.1.

ImageVaulf User Manual

Search

Search enables the user to find files that have been uploaded by other users. Search can
be perbrmed either by using free textategory searchvault selection or a combination
of the above

Category search

It is also possible to search for files by using the category selection. Select one or more
categories. Eackelected category search will begsented in the file ared.he displayed
files will have all selected categoriespasperties

Default will choosen categories add their outcorriee.files with Animal and files with Sea

2
Categories

manmal x mses
W Categories QB Exact match '
» O Djur ¥\
»

der

>
[ Animal
[ Flowers, plants, trees
Dlewsome |
Esea |

If Exact match is markeahust files have both Animal and Sea.

- Avimal X Clear all

B) x Clearan
2.°6 N

20PG

(] Flowers, piants, trees

[ Landscape
[ Sea

Press the x at the search parameter to remove this item from the search or pCéssar

all to remove all search paragters.

Free textsearch and category search can be combined. Each search parameter will be
listed after each other.

B Categories QB Exact match

» [ Djur

» [ Fordon

» [ Naturbiider
| [ Nature Pictures.

© Meriworks AB 26



i< 1magevault

ImageVaulf User Manual

5.2. Free textsearch

The search bar is located at the top of the user interface. Input a search panaspress
enter The search uses automatic wilCharde ds meani
will also fi nCharlii.l es tagged with 0

Q,  Chariig > OFile(s) v

If you have an ImageMaas a cloud service, a number of suggestions are presented when
you start entering data.

Suggestions are based on individual keywords, compound strings, and file names, for
example.

Q. chanl W 2334File(s) W

Charlie
Charlie on a blanket

Charlie jpeg

5.3. Advanced search
Size:
Via the Size option, it is possible to select files based on their size. The selection is based

on valuesn pixels. For video, the base is the number of pixels for the current thumbnail.
Size v Orientation » Metadata »

[] XSmall (0-255px)

[ Small (256-999px)
[ Medium (1000-2499px)
[] Large (2500-3999px)

[] XLarge (4000px+)

T [ S L

Orientation :

ViaOrientation, it is possible to select files b on their format.
Orientation » Metadata =

] Portrait
[] Landscape
[] Square
[] Panorama
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Metadata:
Via Metadata, you can explicitly enter a special metadata and search only for content in it.
Note that in this mode it is possible to search whether a boolean is selected or not.

Metadata v

Metadata v

Agenda 2030
Alt-text

Agenda 2030 Anvandningsomrade

Benamning

Altttext
Beskrivning

Anvandningsomrade
Bildbeskrivning
Bildtext

Boolean

Benmning

Beskrivning

Bildbeskrivning Boolean

Selected v

Brand

Bildtext Bulk

Boolean

File type:
Via File Type you caselect files of different types.

1514 File(s) ~

Images
[ videos
1 Other

It is possible to combine the different selections.

X Clearall

5.4. Search scope

Free text searchs based orselectedvault, Selection and Category Al and no category
chosen, all files in ImageVault will be presented.

2

I ni i (| wi || (| fil
Categories t a y a es

(All files with category Nature Pictures and Vehicle)

I Categories OB Exact match If Exa&t match marked, only files with both egory
Nature Pictures and Vehicleill be presented.

b [] Nature Pictures
» [ Vehicle
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.- All will select files from aNaults.
Library

If Select multiplenarked files from selected vault will be
Vaults Select multiple presented.

I an
ImageVaultMediaGallery

SiteVision
|M Collections Select multiple

All will select files from all collections.
] An

DEmo If Select multiplenarked files from selected collection will
Nice pictures be presented
[~
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File download
Files can easily be downloaded and convertegredefinedformats.

Download & conversion

Select one or more files, click Download.
The list shows predefined file conversion settings. Select one of the listed formats. The
original file format and size cée retained by selecting the Orginal format.

Select format...

Original

Standard nyhetsbild
SiteVision -
Nyhetspuff

Logga

WebP original
500X500
Nyhetsbild

E R R R

Logga galleri

A file download d'ialog will apﬁoear. There is an option to specify why the file is being
downloaded.
Download

X

I m e

By clicking on Download, the file is then downloaded to the designated area.
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6.2. Edit downloadedmage
B;_ _selgctin_%the icon for editing, it is possible to edit the image that is downloaded.

Select format...

QOriginal

Standard nyhetsbild
SiteVision -
Myhetspuff

Logga

WebP original
500X500
Myhetshild

e & & &t & & H

Logga galler

Edit file

Height

nsr o wses | o u
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6.3.

F8B3C38D-2AF8-4FB7-B814D04CDCDBS0B.png

15:51

Mobile interface

To download files in a mobile interface, the functionality is the same as in a computer,
however, the flow and appearance arétte different.
Select Select Files Select files  Select Show menu Select DownloadSelect format

22DE27390.png

wil T -

Vill du hémta "2540_C1.jpg"? X

Visa Hamta
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7. Organize files

Metadata, category and other file information can be changed after a file has been
uploaded. Select the file by single click in the file preview area and pre€sgdhaize
button.

@ImagevaUIt Q Search files...

& 'mport files... % Publish ¥ Download X, Organize | mp Move -(: Share == More

Organize file

The organize file dialog will be displayed. Modify the information and f@ge PressCancelto
abort the modification.

Organize your file [ save |

Keyword Categorles

Square, House, Well

Name

Square

Save Cancel
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8. Move files

It is also possible tolmngewhich vault a file is stored ifkelect the file by single click in
the file previewarea and press th&love button.

glmagevaUIt Q Search files....

& Import files... * Publish ¥ Download X, Organize |wp Move -{: Share == More

Move file

This will show a list of available vaults where the user has the rights to store the file.

B Move -'{: Share === Maore

Select vault...

The organize file dialog will be displayed. Modify the information and B@ge PressCancel to
abort the modification.
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9. Share files

Sometimediles need to be shared with users without access to ImageVault.

9.1. Create share
Select a file in the fildisplay area by single click and

@ImagevaUIt Q Search files....

press the Share button.

& Import files... * Publish # Download X Organize mp Move < Share == More

Share file

A list of the available media formats is displayed.
# Publish ¥ Download X Organize wp Move o Share e« More

Select format...

Qriginal

400x400

Powerpoint

Hojd 500

Bredd 500
SiteVision (960x540)
Jpeg (400x400)

Choose the format in which the file is to be shared. Then enter a name for the share.
You can set a validity date for thehare, either by entering a date in the format Y¥YY
MM-DD, or retrieve the date picker. If the date field is left blank, the division applies
without a validity date. Then tap Next to create a link to the files. Press Cancel to exit
without sharing the fés.

Create Share

You are about to create a share of the selected media
Please enter a title of the share:

Advertising agency Valid to n ‘_'

September 2020

Mo Tu We Th Fr Sa Su

2324 25 26 27
N 28 29| 30

Create share

Tip! The share title is used for finding and managing the share as well as a
heading when the share is presented to the recipient.

© Meriworks AB 35



"'d ImagevaU|t ImageVaulf User Manual

X
Create Share

Your share is now available at
https:/ivbtest.imagevault.app/shares/cho73quee’
and is filed under "Advertising agency".

The share is now created and the link can be sent to the recipient through, for example,
email. Click thdink to see the result or clickCopy link to copy the link to the system
clipboard.
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To share files in a mobile interface, the ftinnality is the same as in a computer,
however, the flow and appearance are a little different

You are afout to create a share of the sflected media.
Please efiter a title of the share:

Mobile

2020-12-27

T 5 e

© Meriworks AB

Select Select files Select files Select Show menu Select Share Select format

FE3FE49HOD3-4952-B95D-084ACEFE3DBC. pg

Bredd 500169
Hojd 500169
200120011
Normalt sida
300300
300x30011
4001400
Powerpoint
H6jd 500
Bredd 500

SiteVision (960x540)

G
BE
)

<
10ACE013-6958-4AE8-8COE-EB0BADDO0778.png X

16:03 wll T -

AA @ ivStestimigevaultapp ¢ @
X

Copy link
Copy the ligk balow it click
and selec JGSTSSY

https://vstest.i 7w
< >

Close
< M D
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9.3. View shared files

The resulting page shows preview thumbnails of the files and allows for downloading
individual files, in the format that was chosen for the share, or the entire share as a single
zip file.

& magevault

ADVERTISING AGENCY

Download share as a zip file

The resulting share

Via the buttonIEtatatad the entre share is downloaded, packed in a zip file. Icon
. provides download of selected file.

Note! The page that displays shares is a p ublic page and does not require user
authentication. Everyone who has access to the link will have access to the
shared mate rial.

Note! For shared pages to work for everyone, ImageVault must be reachable

over the Internet.  This may limit access to shared material, for example when
using intranets. Contact your network administrator for more information.
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9.4. Managinghared files

In the file display area, shared files have an icon on the thumbnail.

Charlie

Shared file

This is to distinguish files that are included in one or more shares. If the file is selected,
under More and Sharesill all shares be listed

% Publish ¥ Download A Organize ® Move Share  *** More

Charlie

Natthamn.jpg

View Shares
View Shares is used to manage current shares.

The default view when managing shares shows atestor the file that the current
logged in user has created.

[ Pt
m Charlie.jpg is included in the following shares: Search for share

@ My shares () All shares

Name Date -~ File count Expiry date Created by
O Dog 2020-09-23 1 epiadmin Copy link @
[J  Advertising agency 2020-09-23 1 20200930 epiadmin Copy link (o]
Cancel
My shares

ClickingAll shares will instead show shares for the file by every user.
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To easierfind a specific shayéhe list can be sorted bglickingon respective column
header, e.gName, Date, File count Expiry date or Created by . You can also filter
the list by entering a search term and clickiegarch.

Click on the name of the share or the magnifying glass to view the sharediipsg.link
copies the link to the system clipboard

9.5. Remove share
When a file no longer needs to be shared the share can be removed.

Select one or more shares and cliBemove selected shares . The checkbox in the
header row will select all shares.

=
ﬁ Charlie.jpg is included in the following shares: Search for share m

@ My shares () All shares

] Name Date ~ File count Expiry date Created by

O Dog 2020-09-23 1 epiadmin

= (0
@

Advertising agency 2020-09-23 1 2020-09-30 epiadmin

Cancel Remove selected shares

Remove share

Note! Visiting a link to a share that has been removed will display a message
that the share no longer exists.
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10. Extermallink

It is apossibilityto create anexternallink, to use infor example social media, withia
document or in a CMSThis external link could be an ordinaryURL or of type embed

code
10.1. Create external link Publish
T Pubiisi™ ¥ Download X, Organize mp Move « Share ese Select ambjeCt anddick on
Select format... Publish.
Choose wanted format.
— © (Only available for pictures)

400x400

Powerpoint
SiteVision (960x540)
Jpeg (400x400)

Selectedbject will now

be presented within the
editor where user could
edit it before creating an
external link.

Externallink is
created by click
on Publish
(Create link
or..) button.

Link and embed code

Copy embed code:
Copy embed code.
Copy link:

Copy link, URL.

A
- . R Show link and embed code:

XIMG_4594pg Show URI and embed code, where emlusdie
is possible to rewrite.
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10.2. Editor

I t 8 s p o s seletiddobjecttbeforecextarnallink is created.

cuitine

Use handle to crop.

. Use slider to zoom.
Il tos p

to set the
valuesdr
With and
Hight
directly in
the fields

Soll] s [

Width Height Width Height )
By default the ratio locked, andhe
400 Ge | 400 400 c2 | 400 .
ration cannot be changed
Ratio locked Ratio unlocked. Clickingthe ikon will enable the user

change botlsize and ratio
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If selectedobjectisavideqg it s possi bl e t NOTEuThisvallmet use par
change original video stored in ImageVault.

0:05/0:30

With the controls you can adjust start / stop by dragging them. Time for start and stop is
presented.

By dragging the cursor, you can previeduat will be presented, what has been cut and
the entire video in original.

© Meriworks AB 43



i< 1magevault

ImageVaulf User Manual

11. Version control

ImageVaulsupports versioning ahedia files.e. the possibility to replace an existing
media filewith a new one. Immediately after such replacement has been issued, all
subsequent requests for that specific media will return the new version.

11.1. Working with versioning

Whenever youwantto update an existing meditem, you will have to findand select
that media in theife display. With the media selectgtie € More button will be enabled
in the activity area. By clicking the button, a menu will be reveatedtaining a menu
item namedVersions. Clicking that menu item wibringup the Versioning diag.

x

File name Date uploaded ~ Uploaded by Comment

\ 8/19/2019 12:19:48
58_IMG_7653.JPG - epiadmin

The versioning dialog displays a list of versions for the selected media item. There is
always one version set tGurrent that represents current version of the media.

Above the list there are column headers that may be used for sorting theustt by

clicking the desired header, the list will be sorted by the content of that column. A second
click on the same header will reverse the ordering.

Note ! If you do not have contribute access to the vault where the item resides,
all butto ns except the Close button will be inactive.

If you want to replace current version with another existing version in the list, jyst
click the correspondindJse this button on the right er of the row. After confirming
the replacement, current version of the media will be updated.

11.2. Adding a new version

If you would like to add a new version of curnemedia, you simply click th&édd new
version button in the topleft corner of the dialog anthe following dialog shows up:
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X
Add new version

Upload a file you would like to use to replace the current version of the asset

Drop a file here or click to select a
q file to upload.

Enter comment here

Cancel

In this dialog you upload a replacement mddeand set it as current version of the
media.
You can upload a media file by draggtrigto the markedarea and then drop it.

It is also possible to upload a media filstjby clicking in themarkedareg after whichan
open file dialog will show up.

Once the media file is dropped/selected the upledd start automatically. The upload is
finished when you can see the thumbniils possible taeplace thiselection with
another media fildy repeating the dragnddrop operation or by clicking in the marked
area againyou can also enter a commentary text that describes the new ver$itink
Save if you want to go ahead witthe replacement, else yaliscad the upload by
clickingCancel.

Categories

Categories assigned to the media item are not versioned and will be unaffected any
changes to the current version.

Metadata

Metadata is versioned and a new version will add its own metadata wpleaded. Any
user metadata will be copied from the old version to the new when uploading a new
version.

Note! User metadata will NOT be copied from the current version when
selecting an already uploaded version as the current version.
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12. Traceability

ImageVaultcontainsa functionality that will maké possible totrace where files are used

12.1. Presentusage

There is two different ways t@see where a file is beingsed:
1: In the simmarybelow Published oypwhenthe current file is marked.

Information

Pantburk 2,jpg
1d
Vault
Date uploaded

Uploaded by
Categories
[
File Size
width

Height
Area of Interest

Tags

pppppp ws

A list of wherethe currentitem is usedwill appear

H *
&0 Pantburk 2,jpg exists in the following publishes Search for publish
ARl
Published on + Information User Created Format size
ivStestepil1.imagevault.app Testsida 1 - MediaBlock Show 3 formats
Publish (extemal link) Meriworks Facebook epiadmin 7/12/2021 10:25AM  jpeg (3024px*3780px) e
Share (included in share) Printing epiadmin Show 3 formats
Download Used in Editors manual epiadmin 7/12/202110:27AM  jpeg (3024px*3780px) Q
office Presentation29.pptx 7/12/2021 10:28 AM  jpeg (1280px*1600px) o

Examples of gssble publishes coulde:

1: Publgh on sitename of site, pagandproperty is presented.

2:Externallnk:wi t h i nf or mati on about where itds publ
3: Sharewhere the current names of the shares are presented

4: Download, who is always tracked, possible to specify purpose existfecaet

mandatory.

5: Publishing in Office or Adobe.

In the case of several formatseingused e.g.original,edited,thumbnail etaheywill be

presented within axpandablelist.
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12.2. Define whereafile is used
For publishing an external link and when ddeading, there is an option in the dialog for
users to specify where the file is to be published and also link a link. Similar information
for download.

Specify where the file will be used (free text) and /or Specify link to publish place

In the dialoguefor create/edit \aultit will be possibleto set the definitionasmandatory
or not.

ImageVaultMediaGallery

Access rights Metadata definitions

Name
ImageVaultMediaGallery

Force the user to specify
where the file will be used
for publishing and
downloading

Description

[ Trace file usage on publish (required) \ 1,
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13. Informationicons
I t 6 s oarkfiebih lmageVault with one or severairs containing information
When the user places theursor overan ion the defined informatiorwill be presened.

Three different types of mnsexists

I I =
o
Information:o Warning:e Stop:e Camera:

Photographer
Lars Dahlin

Warning Information

No right for use after
2018-12-31

Not for external use!!! ¢ Meriworks business files

16188_2549_H2.JPG 16188_2549_H2.JPG

16188_2549_H2.JPG 16188_2549_H2.JPG
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13.1. Define ton
When defining anetadatatype t 6 s p o s s i bicoa.The @on isselectedrom  a

adrop-downmenuint h e Met a d a tdialogdesithin

Advanced settings

Global rights Metadata definitions Media formats Categories

Information Text

Mappings Add mapping |_| Read only || Multilingual Information v

Choose symbol
m S

Sto
Keyword i

13.2. Definetext

F—
Inthe d)rganizedialogteé, you can add your preferred text manually for the
symbols.

Organize item w
@ Information Categories
Although dogs look very different from people, Seleckpaiyonsss -
Agreements
Select agreements v
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14. Working with several files simultaneously

I tds possi bl e t osimummedusiywand dlatuses areavailable f i | e s
If files aren the same vault, or All itemshosen, markiles and choséeature If files are
in different vaults, mark files the currentvault andcollect these in the batch area.

14.1. Mark several files

| tp0Ossible to mark several files anfewdifferent ways:
1: Pres<Ctrl key and dick on files to markhem. (For Mac cmdkey)

g

1429_4879_Volvo lastbitjpg

1429_4879_Voivo lasthil ipg

1432.5266_XC60.jpg

a@
—
1424_4874_v60jpg | 1428_4878_Voivo lastbil - 2pg
'74(,».*..‘

=) |
£

1420_4870_Traktor 1Jpg

|
14214871 Trokior 2jpg I Q :j
R i

1419_4869_Scania 3jpg

4865_sabb 3.
T414_4864_Saab Zipg T —————— R
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14.2. Adding files to a batchrea
1: Click onAdd tch.

1423 4873 Traktor 5pg

z = r; =
i s 5o —| T D 1 s ‘
p——__ 1417_4867_Scania 1 jpg 5 AL < foaw
£ - = " -5 )
~ A B
‘ ,

1415_4865_sabb 3jpg

1412_4862_qq-offer-min png 1411_4861_Opet-3jpg
A| 1413.4863 Sasb 1jpg

’ﬂ - & LD (
1408_4858_Opel 1.jpg 1409_4859_Opel 2jpg.
s -

e — L VR

11 of 50 file(s) selected

i e
, :

i 1415 4865_sabb 3ipg

0P @ —w TS =
e ‘ 5 P~ o\ SN P
R T IS | ==1

1408_4858_Opel 1.ipa \ 1410_4860_0pel 4 jpg 1409.4859_Opel 2ipg
11 of 50 file(s) selected  + Add to bac|

14.3. Clear batch

Clear files from batch via press X on each file, or clear all via klicklear batch.

5of 50 file(s) selected + Addtobaich X Clear batch
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15. Collections

Only users withadministratorprivileges caisee and useollections

Collections are a number of files that stick togethenere content could come from
different vaults. A collection will act @afoundation forwhatd gresented inmageVault
Mediayallery.

Collectionswill be finddirect under vaultstructure.

[ Collections Select muftiple

] An
[] Demo
[] Mice pictures

Mark files and draw them direct to chosen collection.

M Collections Select multiple

o © L P EI

To add more files, repeat.
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To remove files from a collection, mark files and press Remove from collection
Note, files will be removed from collectiodirectly without anyapproval File(s) wl only
be removed from actual collection, not from ImageVault
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16. Agreenents

VilmAgr eements itods possi bl ¢eafil®inlmageVaddot a conser
agreementanbe find via search for Id or contentithin field Comment.

An agreement eanbe connectedo one or several filesandafile anbe connected to

one or severahgreements.

An icon will indicate thatfile isconnectedto an agreement

281_5366_DSC_0060.jpg
288_BW7B2211.jpg

Different colour will indicatestatus of agreement:

Green: Validagreement without restrigbn

Yellow: Valid agreement withestriction less tharthree months
Read: Not valid agreement

Agreements are collected under talgfements While marking one agreement all
connected filesvill be presented.

Agreements

Agreements (@ Select multiple

Show all ' .
287_BW7B2179.jpg 286_11BW7B2137.jpg 275_5627_BW7B2156.jpg

Johan@meriworks.se - 20718-04-12
Johanna@meriworks.se - 2018-04-12

Lars@meriworks.se - 2018-04-12
Mathias@meriworks.se - 2018-04-12

Peter@meriworks.se - 20718-04-12

Richard@meriworks.se - 2018-04-12
Robert@meriworks.se - 2018-04-12
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When marking one file, all connected agreements will be presemtei@r Information.

Click on one aireement and dialogudor editing actual agreement will show up.

287_BW7B2179.jpg
id
Vault
Date uploaded

Uploaded by

Categories [
Agreements [ Johanna@mer.
6 Lars@meriwor.

Published on
View Publishes [#'
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16.1. New agreement
To create a new agreemertlick on + and choose Agreement

Create new

Vault

Collection

F,= - "_'t_l
pAgreemen

ID . . X
Connected foundation as file Comments
New agreement
ID* Add file(s) Comment
Lars@meriworks.se Lars will figurefonly in our
intranet.|
valid to Click or drop files here to upload
2019-12-31
Legal basis * Add link
Consent www.consent.Lars@meriworks.se
)
Cancel EEEEENGTRLE]
Legal basis Last date of validity

Connected foundation as link
ID: Unique id for actuahgreementsearchable, mandatory
Valid to : Date that statdatest validitiIf no date, agreement witle valid ongoing
Legal basis: Sweds hDataskyddsforordningeds s i x for hendlisgoohpersonal data,

mandatory
Consent v
Agreement

Legal obligation

Protect the registrant's vital interests
Public interest and authority
Weighing of interests

Add file(s) : Connect up to three filesthat will act as foundatiofor legal basis.
Add link : Connect link to tool or similar thawill act as foundation for legal basis
Comment : FHeld for comments searchable
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16.2. EditAgreement

Agreementcanbe editedvia mark actushgreemenand choosﬂ.

16.3. Connect files to agrement

To connect files in ImageVault, optb Agreementin Organizeand choose
agreement), possibldoth at import file andafterwards via mark file(s) and initiate
Organize.

Organize item EY -

Categories
Djur -

Agreements

Mathias@meriworks.se, Lars@meriworks. -

[search agreement.

Name

286_11BW7B2137 jpg

E Fenee

Johan@meriworks.se - 2018-04-12

Johanna@meriworks se - 2078-04-12

<

Lars@meriworks se - 2078-04-12

LY

Mathias@meriworks.se - 20718-04-12
Peter@meriworks.se - 2018-04-12
Richard@meriworks._se - 2018-04-12
Robert@meriworks.se - 2018-04-12
+ Add agreement

Open drop downAgreementand chooseagreemen(s) to connect to actual file.

+ Add agreement

I t 68 s {ooreateia bemagreemeniwithin same flow vie. atthe
bottom of the list.
Via For all i t e msseveral fileto tipesansagreements)inonec onne ct
sequence.
I_Farall_itr.:m: 1| Categaries <
Agreements >

Cat | Search agreement...

Dj Johan@meriworks.se - 2018-04-12

! Agr Johanna@meriworks.se - 2018-04-12
51 Lars@meriworks.se - 2018-04-12
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17. Text video

It is possible to insert one or more text tracks into an uploaded video.

Note! This functionality requires a cloud solution and that the s eparate video
service is included.

Select the current video, cliddore and selecSubtitles.

o« Share  +s+ More

Versions
Publishes
s Subtities
g e e ]

. 5
w ¢ ! 4
L) . "

Wildlife. wmv

17.1. Create text tracks

To create a new text track, click th€reate a new track button .

Edit Subtitles

No track exists for the video. Start by creating a
new track.

Create a new track

Selectblank track and name the text track and select the langudgeish withSave
changes.

Edit Subtitles

Create new track from

@ blank track
existing track
(O Upload subtitles

() speech to text

Label Language

English v

"] Disable track
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Click + Add new cue to initialize the first block of text.
Define the desired text.

It is then possible to preview the current video via the red slider and thus decide where
youwant the text block to start or end. The start and stop of the text block are then
edited by dragging the blue start and stop markings.

Edit Subtitles
Track: English [cc] *v

0010 fTne horses are running on the L]
0:03.7
beach +

~

0:04/0:30

he horses are running
n the beach.

E Close
Via the+ Add new cue or + icon, subsequent blocks of text are added and edited in the
same way.
X
Edit Subtitles
Track: English [cc] *v
0010 |The horses are running on the [ ]
0037 |peach. o+

0:04.3
0:07.3

There are a lot of birds on the
island.

+ =

0:04/0:30

The horses are running There are a lot of birds on
on the beach the island

m Close
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Click Savavhen all text blocks are ready to save the text track.

’ g %; Some seals snuggle in the sand)

]
+

A

0:11/0:30

The horses are running There are a lot of birds on Some seals snuggle in the
on the beach. the island. sand

You can add as many text tracks as desired.

Edit Subtitles

| Track: English [cq H =+ Add new cue

® English [cc] s running on the [
AT

I+ Add new track I _
of birds on the []

[# Edit track AT

W Delete track - _
iuggle in the sand. ]
17l

Open the text track dialog and select Add new track.
Edit Subtitles

Create new track from

@ blank track
existing track
(O Upload subtitles

) speech to text
Label Language

Svenska Swedish v

(] Disable track

Give the track a title, select the language and save.
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If you want to create a new track bagen an existing one, select existing track. Then a
new track is created with the same content as the one you have chosen to copy.

Edit Subtitles

Create new track from

() blank track

@ existing track

| English [cc]

O speecE ;o [e§

Label Language

English (copy) English v

(O] Disable track
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17.2. Speech to text

Via the peech to textfunction, it is possible to get a suggestion for subtitles based on
what is saidri the current video.
Selectspeech to text , select spoken language and cltlrt audio analysis .

Edit Subtitles

Create new track from

(O blank track
existing track
(O Upload subtitles

@ speech to text

No speech to text track exists. Create one by Input language

TS e CPUTIITS | e o -
An analysis of content starts

When ready, clickSave changes. The result is a proposal for text blocks placed in the
timeline. By editing theontent of the text track, it is then possible to firtene.
Edit Subtitles

Track: English (auto) [cc] ~ B JEGLILTRERTEY
g D; ; You can also use image fault )
) | within
AMF

g ;g Microsoft Word or PowerPoint [ ]
A F
0126 v 1
. Simply click the image hold [ ]
" |button and
P
o 32 you get access {o the media [ ]
library
Y P
0479 |search in the same way as [ ]
0188 Hperore
P
g ;il And when you found the fast that|
you want
¥ P
g gg'g to use, simply click where you [ ]
want them p + 0:00 / 0:42
0:26.6 w
i .and then click on the image to [ ] You can also use image fault
insert P + within

U399 [sots very sasy o actuallyuse | W . M
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During the current analysis, it is possible to close the dialogue and return later and create

a text track based on the analysis.

Audio analysis in progress m
You can wait until the analysis is complete or close this dialog and
come back later to create a track from the finished analysis.

17.3. Disable track

ViaDisable track , a text track isdeactivated, is not presented as a selection during
playback, but the text track remains.

Edit Subtitles

Label Language

English English v

Disable track

17.4. Delete track

To delete a text track, select which text track it is, selédtlete track .
Edit Subtitles

O English [cc]
O swedish [cc]

+ Add new track

[# Edit track

Acknowledge, and the current text track is deleted.

Edit Subtitles

Delete track Danish

Are you sure you want to delete the track Danish?

| EEER e dl Cancel
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17.5. Edit track

To edit a text track, select which text track it is, selegtit track .

Edit Subtitles
| Track: Swedish [cc] -

O English [cc]
® Swedish [cc]

=+ Add new track

[ Edit track

W Delete track

Here you can change the language, change the title and deactivate text tracks.

17.6. Export track

An existing subtitle track can be exported, select the current track, select Export
subtitles.
‘ Track: English (auto) [cc]

[ ® English (auto) [cc]
+ Add new track

@' Edit track !

W Delete track

B3 Export subtitles i

Then select the desired format
Edit Subtitles

Export subtitles
# Title Language Cues Vit Srt

1 English (auto) en 10 £3 X
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17.7. Import track

Via Upload subtitles, it is possible to insert and link an existing text file.
Edit Subtitles

Create new track from

() blank track
(O existing track
@ Upload subtitles

X, Upload subtities

() speech to text
Label Language

Svenska Swedish A

Click Upload Subtitles. Select file and upload.

‘ Track: Svenska [cc]

[ (O English (auto) [cc]
I @® svenska [cc] c

= Add new track

[# Edit track
W Delete track L

E3 Export subtitles

A new text track is now available for current video
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18. Delete files

To delete a filesimply select the file bgsingle click on the file icon in the fitksplay
area. Press th®elete button located at the top right of the screen.

Delete button

A user dialog windowvill be displayed stating that the operation cannot be undone once
completed. PresBelete to continue or Cancel to abort the operation and keep the file.

X
Delete

Are you sure you want to delete this file?
This cannot be undone.

ﬁ 280_5365_DSC_0043jpo

Delete Cancel
Delete file user dialog

If several files arearked,theywill be presented as kst. Fle used willbe indicated and

there will occur a possibility to exclude file from delete.
X

Delete

Are you sure you want to delete these files?
This cannot be undone.

ﬂ 58_IMG_7653.JPG A\ This file is published and will no longer be visible if deleted. Remove from selection

N Emilia 1.jpg

=l
?" 288_BW7B2211.jpg
m.ﬁi 287_BW7B2179.jpg

' ";i. 286_11BW7B2137 jpg =

Delete Cancel
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19. Area Of Interest

When uploading files in ImageVault will there be calculatediraa Of Interest.This point
will be used aproposalfor starting pointwhenusing the editor.

In order for areaof interest to be selected, it is required that the selected format has
both height and width and is of type Scale to fill.

Areaof interest is generatedonlyiima ge Vaul t 6 en. cl oud sol uti
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20. Advanced settings

The advanced setting cdre accessed by pressing tAelvanced settingsbutton found
top right on themain user interface

Advanced settings

S magevault

S temanpg

Advanced settings

The settings are divided intour areas; global rightspetadata definitionsnedia formats
and categories.

Advanced settings

Global rights Metadata definitions Media formats Categories

Settings
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20.1. Global rights

The globalights settingab lists the access rights faall administratorsn the system.
ImageVault uses three differemtministrator levels. These are administratoredia

format administrator and category administrator. The administrator holds the most
privileges and is a super user. The media administrator can only modify or add media
formats and the category administrator can only modify or add the categories.

X
Advanced settings

Global rights Metadata definitions Media formats Categories

Global Access Rights m
Name I Access {

WebAdmins Administrator Edit
Testrollen/Gruppen Media format administrator Edit
Soon@meriworks.se Media format administrator, Category administrator, Agreements administrator Edit
Piab2 Category administrator Edit
Peter Jonsson Administrator Edit

Global access rights

It is possible tasort users by Name or Access.
The administrator can perform all administrative duties. This includes:
1 create vaults
1 accessall vaults
9 makeother users administrators
1 add and modify categories
1 add and modify media fimats

The category admin can only administer categories, such as create new or modify an
existing category. The media format administrator can only modify existadjaformats
or create new.

The global right tab listall administratorsand their respectiveights. Pres&dit to

modify or Add to add a new administrator. The user name can be adztedpartial
usernameThe system will automatically make a wildcard search based on the added
name and presenhatching userand groupsas a dropdown menu
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X
Advanced settings

Global rights Metadata definitions Media formats Categories

Global Access Rights m

Name Access

Enter name or group.. Administrator v

Add or modify user

PressAdd Role to add a user rolePressSaveto save the user role.
A user role can be removed by pressing the x next to the user role.

Access

Category administrator X
Administrator v

Add and remove roles

ImagVault usedederated identityfor users All uses and groups are stored outside of
the ImageVault system. Contact your system administrator for more information.

Note! Users and groups cannot be created in ImageVaulty hlage to be created in the
underlying user system.

Metadata definitions

Metadataare properties thatare associated with ile. The metadata can be information

that was added by a digital camera, like what aperture that was used when the image was
shot or if the flash was fired or suppressed. Metadata can also be information added by
user like keywords or copyright information.

Metadata definitions are templates that define what metadata tags should be read
automatically during file import or what additional metadata information that can be
added to a file by the user during upload.
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Advanced settings

Global rights Media formats Categories

Metadata definitions m
Name Description Type
Alt-text Alternative text Text Edit
Date Date, file creati te Text E
Description Description Text Edit
Metadata

PressEdit to modify an existing metadata definition Add to add a new metadata
definition. Enter a name and description followed by a data type for the field.

Name Description Type
Text v
Mappings Add mapping Read only Multilingual Choose symbol r

=

New metadata

The following types are available:

Text A normal text field with max 250 characters

Date and Time Date and/or time. The server datnd time system will be used.
Number A numerical value (integer)

True/False A Boolean value

Long textA normal text field with a maximum of several thousand characters
Decimal A numerical value (float)

A metadata definition can be locked by selecting realy. A field can be allowed to
contain information in multiple languages by selecting multilingual.

20.2.1. Add mapping

PressAdd to add a metadata tag to the metadata definition. The system will automatically
look for the selected metadata tag during importaomedia file and add the value of the
tag to the metadata for the file.

Alt-text , User ¥ | Add

Add metadata
Select a metadata tag from the list and présisl to add the metadata.

It is possible to add multiple metadata tags, but the first tag that is found within themedi
file will beadded to the metadatfor the file. The picture below shows an example with
multiple tags. The system will not look for the brightness tag if the aperture tag is found.
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Mappings

Alt-text , User ¥ | Add
'
Multiple metadataags

PressSaveto save the new metadata definition @ancel to discard.
Note! Metadata definitions cannot be removed once they are in use by an uploaded file.

Note! The selection of metadata tagvailable for mappingill increase when new media
files, which contain new tags, are uploaded to the system.

Media formats

The media formats tab lists alnediaformats. It is also possible to see h@m existing
mediaformat is setup in the list view. A ediaformat can be used to easily make
exported media files comphyith a standard size or file format.

X

Advanced settings

Global rights Metadata definitions Categories

Media formats

Name Width Height Dpi Ratio Format Metadata Compression
Export 400 400 72 11 Criginal Embed Xmp Edit
200x200 200 200 WebSafe Edit

Media formats
PressEdit to modify an existing media format érdd to add a new format.

Media formats

Name Width Height Dpi Ratio Format Metadata Compression

1 ‘ Websafe w ‘ ‘ v ‘

Delete

m Cancel

Add mediaformat

The following properties are displayed:

Name The name of the conversion setting

Width  The width of the image

Height The height of the image

DPI Dots per inch. The imageesolutionper square inch
Ratio  The image ratio, width/height

Format The fie format of the converted file

Metadhta SelectingEmbed Xmp exports custom metadata
Compression  The compression ratio. This field is gnlised if the file format is jpew
websafe
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See examples below:

Anexamplc onver si on format called 0600*40006 has
Width=600, Height=400, Ratio=3:2, Keep Ratio=Neormatspeg (80%)

An image with the size 800*600 pixels will first be cropped according to the ratio setting
3:2. This means that thenage heighis croppedto 533 pixels. The image is then resized
to the size settings width 600 pixels and height 400 pixels and convestgagwith the
image quality set to 80%

Ratio 2:3

800 px 800 px

< =

600 px 600 px 533 px

%{_ __________ i

Resize 6007400, JPEG 80%
600 px

JPEG 80%

400 px

Image conversio600*400

Anot her example format called o0Webd has the
Width=300, Ratio=1:1, Keep Ratio=Yes, Formaityg

An image with the size 800*600 pixels will first be cropped accordirtfe ratio setting
1:1. This means that the image heigimd widthis cropped to600 pixelsrespectively The
image is then resized to the size settings wigfl® pixels and heigl800. The height
export value is automatically set to 300 to enforce the keep ratio setting oahd. the
image is converted to png.
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X

800 px 800 px 800 px

600 px 600 px 600 px

Resize 300°300, PNG

300 px

PNG

300 px

Image conversion Web
The ratio setting willsuperseddhe keepratio setting if bothsettingsare added

The available # formats are:

Websafe The websafe formagetting willkeep the original format for a file if it is
jpeg, png or gif. Other formats, i.e. Photoshagll be converted to jpe@r png A CMYK
file will be exported as RGB.

Jpeg The file is converted to jpeg

Tiff The file is converted to tiff

PNG The file is converted to png

GIF The file is converted to gif

WebP  Provides a compressed file with maintained quality.

Original The fileretains the same file format it was originally uploaded with

Websafe ¥
Websafe
Jpeg
Tiff
Png
Gif

| Original

Fileformats

Theimagecompression values entered as a valueI00 (%). A high value will produee

high quality image, often very close to the original imagealsata larger file sizeA small

value will produce a small file size, but might lead a low qualityardae to compression
artefacts.

Note! It is not possible to edit or delete a media format once a media file has
been published using this format .
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If Embed Xmp is selected under Metadata, it means that véduesistom metadata will
follow if the file is downloaded, published, or shared with the current format.

Note! The supported formats are Jpeg, Tiff and WebP
Example, downloaded file:

85 XMP Metadata Test

Get XMP data

E
: Metadata = Name: [Alt-text], Type: [String], Value: [Dog with rainbow in the background ],

Metadata = Name: [Beskrivning], Type: [String], Value: [Dog on lawn having a magnificent rainbow in the backg
: ~Metadata = Name: [Fotograf], Type: [String], Value: [Lars Dahlin],

i~ Metadata = Name: [Tags], Type: [LongString], Value: [Sky, Cloud, Dog, Nature, Rainbow, Animal],
photoshop

xmp
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20.4. Categories

The categoriedab displays all categories. New categories can also be added by pressing
the plus sigrbelow each category column
Sub categories will only be visible if the main category is selected.

Main category Secad level sub Third levelsub

X
Advanced settings
Global rights Mejadata definitions Media formats e GV
Categories
T - il |
I Fordon I I Flowers, plants, frees I Dog |
Naturbilder I Landscape I Horse |
INature Pictures > Sea I
Renovering2019 I l I
Test 1 I I I I
Test 10 I I I
| ey 11 | I
I Test 11 I l I I
I 7est12 11 1 !
i === = Ok e e e e - - Lo !
+ \ + \ + \
Add main Add second level sub Add third level sub category
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Rename or deleta category

Select a main category by clickimgthe category nameThe category will become
highlightedEither press the x to delete the category pressthe page symbol to edit the
name. Changethe name and commit the change by pressing the check mark symbol.
Cancel the operation bpressinghe x.

Delete Edit

Nature Pictures [

Edit category

Commit Discard
NS
7]

Save or discard category change

Mature Pictures

A warning will alert theuser prior to deleting a category that is in use.

Add main or sub level category

Press the main category plus sign to create a main category. Create a second level sub
category by selecting a main category and then press the second level sub category plus
sign. Select the second level sub category and press the plus sign for the third sub
category level to create categories in the third and last level.

Add a category from the main user interface
Categoriescan also beaddedby pressing the plus sigiithe bottom left sideof the main
page.

Create new . - o® © s

Select multiple

Sori: Newly added first

SelectCategory. This will open the categories tab in the advanced settings.
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It is also possible to add categories on the fly during import.

Organize item By -

Alt-text Categories

Select categories.. v |

Beskrivning

» L Djur
4 Fordon
Information » [J Naturbilder
» ) Nature Pictures
Although dogs look very different from people,
‘ LR @ il
Add category N

Press the plus sign at the bottom of the category list. This opens the category settings
dialogdescribed previously in this chaptékdd a new categoryclose the settings dialog
and select the new category.
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21. Vault admirstration

All users wih sufficientprivileges can add or modify vaults.

21.1. Add vault
Add a new vaulby pressing the plus sign on thettom left side of the maipage Press
Vault.
Create new

Vauit Select multiple

Caliection

Category

Agreement
18598RRC-ARI7-4NNF-9FAA-839TN29N

Sort: Newly added first

This will start the vault creation guide. Start by giving the vault a name deskcaption.
X

Create new vault

Access rights Metadata definitions

Name

Description

Trace file usage on publish (required) ijz

Vault general settings
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Switch to the second tab to add access rights. Add other users or groups to grant them
access rights.

Create new vault

General Metadata definitions

Add user or group
wh Lars Contribute
N Lars FullControll
= Lars View
Lars@meriworks.se

LarsDahlin

Save and close

Vault access rights

The user or group name can be added as a partial name. The systesmitwithatically
make a wildcard search based on the added name and present matching users or groups
as a dropdown menu.

Select a suitable access right in the dropdown menu.

Who has access

Name Access rights ] Remove
Lars@meriworks.se View v Remove

View

Contribute
FullControl

Add user

The following settings are available:

None No access

View See contentbut not add

Contribute Upload contentdelete contentand nodify metadata

FullControl Upload contentdelete content modify metadata and modify vault
settings

It is possible tesort useis by Name or Access rights
It is possible to remove a user lpyessing the Remove link
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Switch to the third tab to modify metadai@efinitionsettings for the vault.

Create new vault

General Access rights Metadata definitions

Select global metadata definitions
Use the administration dialog Advanced settings to create and edit global metadata definition

Name Symbol Description Type Required
[ Agenda Agenda for current meeting. Text O
]  Aht-text Alternative text Text O
O AnkD Anldggnings-ID Text O
(D  Anvdndningsomrade Beskriv filens anvéndningsomrade Text O
[J Bendmning Blir huvudrubrik vid Férhandsgranska i ImageVault media galleri Text O
[0 Beskrivning Blir berdttande text i ImageVault media galleri Long text O

Vault metadata settings

Select metadatdefinitionthat will be used for this vault. Tick the checkbox to the left of
the metadata to active the madata. It is also possible to force the metaddédinitionby
ticking the checkbox to the right of the metadata. This will make the selected metadata
required, meaning that the user must add this information during upload.

Create the vault by pressingp¢ buttonSave and close
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21.2. Modify Vault

Select an existing vault in the vault list. Press the cogwheel symbol located at the bottom

left of the screen.
|§ Collections (Il Select multiple

Sort: Newly added first

This will open the vault settings. Modify vault

ImageVaultMediaGallery

Accessrights  Metadata definitions

Name

ImageVaultMediaGallery

Description

Ty
Trace file usage on publish (required) 1/

e
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Modify the vault name odescription. Proceed to the next tab to make more

modifications.
X
ImageVaultMediaGallery
General Metadata definitions
Add user or group
A Entername or group.
Who has access
Name Access rights Remove
Lars@meriworks se Remove
View
demousers Remove
e
Vault access rights
Add or remove users or modify access rights.
Proceedto the last tab to modify metadata.
X
ImageVaultMediaGallery
General Access rights
Select global metadata definitions
Use the administration dialog Advanced setfings fo create and edit global metadata definition
Name Symbol  Description Type Required
¥ Ali-text Alternative text String
Description Description String
¥ Information String
Keyword String

Delete this vault ‘Save and close

Vault metadata

Select or unselect vault metadata by usinge¢heclbox located to the left of the
metadatadefinition

PressSave and closeto commit the vault modification.

A vault can be deleted by pressing thelete this vault button. All vault content will also
be deleted.
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22. Collection administration
Only users withadministratorprivileges can add or modifpllections

22.1. Add collection
Add a newcollectionby pressing the plus sign on thettom left side of the maipage
PressCollection.

Create new

Vault

Collection

nnnnn
Laeqory

Agreement

This will start thecollectioncreation guide.

New collection

Enter a name for the collection.

Name of your collection

Cancel

22.2. Modify collection
Select an existingollectionin the collectionlist. Press the cogwheel symbol located at
the bottom left of the screenThere is possibility to change name or deletdlection.

Pt
Edit collection

Enter a name for the collection.

Demo

Delete =1l Save and close
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23. Administration of users

When ImageVault is set up, a "superuser" is created with administrator rights. Login
information for that user is provided in connection with the submission of an installed
ImageVault.

To create new users;lick Register new user in the login dialog.

[

L

Imagevault

Usemame

W Remember me

[ ]

Login

Name, password and email address must be stated, as well as verification that it is not a
robot.

Join ImageVault

Register user

Username Email

Newlser NewlUser@mail.com

Password Confirm password

. N The usermame must be at least 3 characters lon
I'm not a robot 4
reCAPTCHA The password must be st least 7 characters long

Privacy - Terms

Register

Created user has no permissions, this is set by the administrator, see chapter Global
rights andvault aiministration.
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24. Signing out from ImageVault

To sign out from ImageVault you have to press 8ign out button.
Sign out

Sign out frommageVault
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