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Introduction

Welcome!

ImageVault is a web based file repository, which simplifies handling and storing of different
media files. The basic function of ImageVault is to store files on a central server, so everyone
in an organisation can access, and use the files. ImageVault also has more advanced functions,
such as ability to add metadata and conversion into standardized file formats. Additional file
formats will be available by using third party plugins.

Prerequisites

ImageVault is based on common web standards and is very intuitive and easy to use. Basic
internet browser skills are recommended.

Manual conventions

Certain typographic conventions are used in this manual.
Running text is presented in the Gill Sans font. 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 do something.
Warning! A warning highlights that a problem that might occur and how to avoid
it.

Manual instructions

This manual is divided into three main sections. The first section gives a comprehensive
description of how ImageVault is functioning and how to find your way in the user interface.
If it is the first time to you use ImageVault, it is recommended that you first read through
the chapters called “Start” and “Interface”. The second section is made up of Chapters 4
to 7 and describes the most common processes in ImageVault, like file upload and download
and batch operations. The third and last section, made up of Chapter 8, 9 and 10 which
describes administrative tasks.

Relation to other manuals

This manual is sufficient reading for the average user of the standalone version of
ImageVault. The manual ImageVault: Editor manual is aimed towards an editor in EPiServer.
Documentation aimed towards installation and development is only available online. The
online documentation for ImageVault can be found online at http://www.imagevault.se.

© Meriworks AB 5



1< 1imagevault

ImageVault | User Manual

.5. What’s new?

Imagevault 4.0 is redesigned from the ground up. Several functions have been added or
reworked to simplify the usage. The following functions have been added.

New Ul
A brand new user interface makes navigation easier and simplifies file organization.

Fast navigation
It’s is now possible to quickly browse pictures by using categories, free text search or
vaults.

Stand alone or CMS
ImageVault can now be used either as a stand-alone program or in conjunction with a
CMS solution.

Batch handling
Large volumes of files can be processed at once, i.e. converting files or adding metadata to
files.

Extensive API
ImageVault functionality can easily be extended by third party plug-ins.

Refer to http://www.imagevault.se for up to date information about news, upgrades and
plug-in availability.

© Meriworks AB 6
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Start

To be able to use ImageVault an account with view or contribute permissions is needed.
All newer web browsers are supported; Internet Explorer 9, Firefox version 21 or Google
Chrome I | including newer releases.

ImageVault functionality

ImageVault acts as a central repository for files. All users have access to this repository, to
store and download files. The system helps the users to build a structured environment for
the files with storage vaults, metadata and category tagging to facilitate easy search and
access.

The files only need to be stored once, but can be converted into mutiple file formats.
ImageVault also helps with file conversion, since several standard conversion formats can
be easily set up. Images taken straight of a high resolution digital camera can be used and
image conversion and size altering are applied to convert the image to a suitable format.

ImageVault helps file categorization by allowing users to add properties to the uploaded
files. This is metadata in the form of categories and metadata fields which 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 features in ImageVault 4.0.

Vaults

A vault is a storage area in ImageVault, with user rights similar to a file folder. Different
types of user access control can be added to a vault, i.e to prevent accidental deletion of
files or simply to restrict access to certain files. A vault cannot have sub levels. Different
metadata definitions can be tailored for each vault.

Categories

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

Metadata

Metadata are additional information fields that can be added to files. This can for example
be the name of the photographer or an additional description of the file. Metadata can
also be information stored in a file like ITPC or EXIF data.

© Meriworks AB 7
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2.2. Login

Browse to the start web address supplied by site specific documentation or your system
administrator to start ImageVault. Login 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 8
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3. User interface

The ImageVault user interface consists of 6 main areas, see picture below.

Activity area File display

2 3 Advanced settings 1 Sign out
4 Publish @) Downlosd  # Organize [, Move  «f Share = ¥ Dedete

CATEGORIES r Test Valv INFORMATION

The Bean.JPG

L R e —————

[

Category Batch operation Information/
and library Metadata

Settings

Main user interface

3.1. User interface overview

File display area

All available files are displayed as preview thumbnails in the file display area. The number of
visible files will depend on current vault content, current user access rights, search results
or category selections.

Activity area

Under Advanced settings, users with administrative rights are able to maintain
systemwide settings for ImageVault. In the activity area there is a search bar which is used
to filter availble mediafiles based on a free text search.

There are also a number of operations availble that will affect the selected media in the File
display. Many of these buttons are activated- and inactivated based on current users rights
to the selected media. The available operations are import-, download-, move-, share- and
categorize media. The button called ...More is a menu, in which you can maintain shares
and versioning for the selected media. The insert button will insert files into a cms. The
button is only active if ImageVault is connected to a cms.

© Meriworks AB 9
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Category and library area

The categories section displays all available categories in the system. Selecting a category
will filter which files that are displayed. The library section displays all vaults available on the
server. All vaults might not be visible to all users thanks to user access rights.

Batch operation area
The batch area collects selections of files. It is possible to share, perform category or
metadata batch operations or download all files.

Information/Metadata section
The information and metadata section will display information about a selected file.

Settings area

The settings area holds buttons for adding vaults, modifying categories and sort order.
Vaults are described more in chapter 3.1.2 “Vault selection”. More information about
categories can be found in chapter |3.4 “Categories”.

The sort order can be toggles between “Newly added first” which will display the most
recent files that have been added to the system or “Name by A-Z”. This choice will display
the media files sorted by name.

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

Categories

Categories are predefined metadata that can be added to a file. This is one of the fastest
way to filter media files, except for search, and should be used as the main navigation
method.

¥ B Nature

e

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 property. Multiple categories
can be combined to further narrow the search result.

© Meriworks AB 10
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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 file display area.

Selected

B imagevault any matadata.. Jo)

&3 impor files... €Downloac  4#* Organize

Selected vault

CATEGORIES  LIBRARY Vauit 1

& Al items

Selecte

Current vault
To display the contents of all vaults select All items. This will display all files currently in

the system that the user has access to. This is also the default setting when a user logs
into the system.

Display

& Al ltems

Vault selection

A search will be limited to the current vault. See section 5 “Search” for more info.

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

© Meriworks AB I
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3.1.3. File preview

File preview is initiates by clicking on preview symbol,
double-clicking the selected object or by pressing
Return key with an object selected. File preview is
ended by clicking the close button or pressing the Esc
key.

aljpg | :’-v|

When using file preview 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 can play and pause using the Spacebar.

© Meriworks AB 12
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3.1.4. File information and metadata

File information and metadata for a selected file will be displayed in the information area.
File information will typically be image height and width, date of upload and current vault
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 that some vaults 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 metadata. This can be ITPC or EXIF data, i.e focal length of the lens used, serial
number of the camera, GPS data. ImageVault can read this typ of metadata during upload,
without any user interaction, and save the data as file metadata.

Metada
ta

BOATIPG

Informa
tion

File information and metadata

© Meriworks AB 13
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4. Importing files

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

n Import flles...

Import file button

4.1. Upload

Vault
election list

Import files
o To: |_'"| Demouser =

Select files
Add files 10 the upload queue and cick the siart bution.

Filename Size Status

&3 Add files || ¢+ Startupload b 0%

E3 v upiosaing

and that It otherwise

oL CETITY T80 you cw all rights 1o The conTt2nt or That You are authcorized by the owner o make 1the contemt publicly avallable on You~ube,

llag with the ¥YouTuba Te'mes of Servce located at hitpi/iwanw youtube.com/t/teme

Cancel

Add files
button

Import files guide

Select vault based on the target audience for the files by using the vault selection
list.

Press the Add files button and select files from your local computer or network.
Several files can be selected at once by using the normal operating system file
browser. The files 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 upload for each the selected file.

© Meriworks AB 14
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Fienzme Siza Skakus

M5 _J181.Ps il KB owe &3

S Adr files || 4 Star aplcad 771 KR o
\cart upload Upload Canc

button

status

File upload

Press the Start upload button, once all files are selected, to initiate the file upload.
A progress bar will show the file upload status during upload. All 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
complemt to the “Add files” button.

4.2. Organizing files

Press the Organize your uploads... button to tag the files with the proper category and
metadata.

Cancel

Organize uploaded files

M Cat
e osor
Organize your uploads Canceland ssie 1 25
cof sl tems  Metsdea | Usiegories

Fad

——— _m e Culegores

Diezcr odon

Enaumif ) el

n Zamie and delete files

Adding category and metadata
© Meriworks AB 15



1< 1imagevault

ImageVault | User Manual

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 extra time 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.

Organize your flles B

B i otz —

ke bz P

— Upload

P o
lie+

eirs 3 ratungden awbviond

Multiple files upload list

The Organize upload page can be used in several ways. It is possible to add
metadata and categories to all files listed in the upload list at once by using the
menu buttons Metadata and Categories at the top of the page, rather than adding
the information to one file at a time.

Metadata Categories
button for button for
orga 1ze your Oads ﬁ Cancel and delete flles
Fo-al hemsz | Metadata | Cotegorles
—— m Iile Calegories
- i — Select categories -

Description

Save Carcel and delete flles

Organize upload

© Meriworks AB 16
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If an individual file needs specific information, it is easy to change this in the upload list.
Adding metadata and category information to all files simultaneously during import is a
time saver, since common properties can be added to all files and then fine-tuned for
some of the uploaded files, if needed.

Press Save to complete the upload or Cancel 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.

4.2.1. Altering file information

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 press the Organize
button.

& imagevault

n Import flles...

Organize file

The organize file dialog will be displayed. Modify the information and press Save. Press Cancel to abort
the modification.

4.2.2. Move afile to a new vault

It is also possible to change which vault a file is stored in. Select the file by single click in
the file preview area and press the Move button.

.@ |m OgE‘-VG UH’ Search any metadata... D

o Import files... 0 Pownload . Organize |§L Move

Move file

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

© Meriworks AB 17



1< 1imagevault

4.3.

SELECT VAULT...

Vault 1

Vault 3

—
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The organize file dialog will be displayed. Modify the information and press Save. Press Cancel to abort

the modification.

File deletion

To delete a file simply select the file by single click on the file icon in the file display area.

Press the Delete button located at the top right of the screen.

¥ Delate

Delete button

A user dialog window is displayed stating that the operation cannot be undone once
completed. Press Delete to continue or Cancel to abort the operation and keep the file.

Are you sure you went to delete this file?
This cannst be undona.

m e

Delete file user dialog

© Meriworks AB
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Search

Search enables the user to find files that have been uploaded by other users. Search can
be performed either by using free text, category search, vault selection or a combination
of the above.

Free text search

The search bar is located at the top of the user interface. Input a search phrase and press

enter. The search uses automatic wildcards meaning that a search for the word “field” will
also find files tagged with “fields”. A free text search is the fastest way to find a specific file
if the file properties is known beforehand.

fleld|

All items [fleld =

Search view

Category search

It is also possible to search for files by using the category selection. Select one or more
categories. Each selected category search will be presented in the file area. The displayed
files will have all selected categories as properties.

All tems Animals % 'Nature %' Clear all

Category search

© Meriworks AB 19
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Press the x at the search parameter to remove this item from the search or press Clear

all to remove all search parameters.
Normal search and category search can be combined. Each search parameter will be listed

after each other.

5.3. Search scope

& Al ltems

Vault selector or all items
A search or category selection will be limited to the current vault unless all files are
viewed at the same time. Select All items in the vault selection area to display all files in

the system. A search performed after selecting All items will be system wide.

Note! Search will be conducted in the current vault!

© Meriworks AB 20
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6. File download

6.1.

Files can easily be downloaded and converted to predefined formats.

Download & conversion

Select a file in the file display area by single click and press the Download button.

{ﬂ |mﬂgevﬂ |__.fH Search any metadata.. jo

&3 Import files... ~» Publish @ Download 4* Organize

Download button

This will display predefined file conversion settings. Select the one of the displayed
formats. The original file format and size can be retained by selecting the Original format.

~» publish ) Download 4* Organize [ Move « Share eee More

SELECT FORMAT...
Original
Small webb

TestGifFormat
200x200

200x200 Ratio 1:1

Download format presets

An operating system file download dialog will be displayed. Select a location where the file
should be downloaded.

Note! The administrator can setup additional conversion formats.

© Meriworks AB 21
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7. Share files

7.1.

Sometimes files need to be shared with users without access to ImageVault.

Create share
Select a file in the file display area by single click and press the Share button.

a |m|{jgew’] UH‘ Search any metadata... jo)

ﬁ Import files_.. = Publish 0 Download #* Organize g Mowe <: Share

Share file

A list of the available media formats is displayed.

[ Move « Share

Original
200x200
Ny 200x200

Select the format you want to use for your share. In the next prompt, enter a title for the
share and press Next to create a link to the files. Press Cancel to abort without sharing
the files.

Create Share

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

Create share

© Meriworks AB 23
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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.

‘ Create Share

Your share 1s now avallable at
http//imagevauitlocal/imageVault'shares/raj7 2teeh
and Is flled under "Example share™.

The share is now created and the link can be sent to the recipient through, for example,
email. Click the link to see the result or click Copy link to copy the link to the system
clipboard.

e

Close the dialog by clicking Close this window.

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.

B imagevault

EXAMPLE SHARE

Download share as a zlp flle

The resulting share

© Meriworks AB 24
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Tip! The download button is displayed when hovering over the thumbnail.

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

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.

Managing shared files

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

Shared file

This is to distinguish files that are included in one or more shares. If the file is selected,
the View Shares button is shown in the file information area.

© Meriworks AB 25
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METADATA

Transport.jpg

[# View Shares

Id
Vault

Date uploaded

Uploaded by
Ca
Hile Extension
File Size
Image Width
Image Height

View Shares
View Shares is used to manage current shares.

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

I w Industrijpg i= Included In the following shaes: arch far = E
4 u

® My shares () Al shares

Mame Cate « Flie count Created by
Arendenummer 9368 2014-09-04 & epiadmin Copy ling Q
Tl rekiambyrd 2014-09-02 2 epladmin Copy lin< Q

Remove salected shares G

My shares
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Clicking All shares will instead show shares for the file by every user.

I W L‘If‘ill%‘ﬂ_pg < nriuded in Yh@fﬂ"ﬁw’ll]g g1aes” - r =h . E
4 =

My shiorzs @ All shires

I 5 Name Dete ~ File count Crealed by
Lrenderummer Y965 203-09-0L 2 epladmin oy link @
Myhelstild= v37 2013-09-02 5 Adimbystoto Cupy ink @
Till reklambyrd 2014-09-02 2 epladmin Copy ink @
Remnove selecied shares RS

All shares

To easier find a specific share, the list can be sorted by clicking on respective column
header, e.g. Name, Date, File count or Created by. You can also filter the list by
entering a search term and clicking Search.

Click on the name of the share or the magnifying glass to view the shared files. Copy link

copies the link to the system clipboard.

Remove share

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

To remove a share start by selecting a file that is included in the share and click View
Shares.

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

I W Incustrijpg i< Included In te followig chares: 1 for share E
4 =

My chares @ All shares

I ¥ Name Date - File count Created by
#  Arendenammer 9968 2014-09-04 8 epladmin Cooy link Q
- Hyhetsbilder v37 201£-03-02 6 Adminisirazer Cooy link @
3 T rekiamiyi € 201£-09-02 2 eplodmiy Cuaay lnk e

Remove ealected shares  REGIEE]

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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8. External link

It is a possibility to create an external link, to use in for example, social media, within a
document or in a CMS. This external link could be as an ordinary URL or of type embed
code.

Create external link
Publish

& publish —=G=vowiioad & Oiganzs [ Move

SFl PO S0ORMAT

Select an object and click on Publish.
Choose wanted format.

Criginal
200x200
200x200 Ratic 1

(Only available for pictures)
Small wckbb
TastTnmmat

X200

Selected object will now
be presented within the
editor where user could
edit it before creating an

external link.
External link is
created by click
on Publish

= ; (Create link
' or..) button.
Lank vch inbgddnings«<od

Copy embed code:
Copy embed code.

Copy link:
Copy link, URL.

= Show link and embed code:

Show URI and embed code, where embed code

httoyy wSoa.azurewebshes netpublichedmediafTokd23r22hsp23|gkm

is possible to rewrite.
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8.2. Editor

It’s possible to edit selected object before external link is created.

r= Use handle to crop.

, . Use slider to zoom.
It’s possible

to set the
values for
With and
Hight
directly in
the fields.

™

Ratio locked. By default, the ratio locked, and the
ration cannot be changed.

' - = Clicking the ikon will enable the user
change both size and ratio.

Ratio unlocked
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If selected object is a video, it’s possible to cut and use part of video. NOTE: This will not
change original video stored in ImageVault.

Editera fil

'y
B
v

Adjust finely Adjust finely

/ \ Adjust E

< gcooos P = / \
> _ \ 4 00:00:27 P 00:00:24

By grabbing and drawing the handles it’s possible to adjust start and stop position of the
video. By using the fine controls you can adjust by seconds. Time for start and stop, actual
and total length will be presented to the user.
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9. Version control

ImageVault supports versioning of media files i.e. the possibility to replace an existing
media file with a new one. Immediately after such replacement has been issued, all
subsequent requests for that specific media will return the new version.

9.1. Working with versioning

Whenever you want to update an existing media item, you will have to find- and select
that media in the file display. With the media selected, the ...More button will be enabled
in the activity area. By clicking the button, a menu will be revealed, containing a menu
item named Versions. Clicking that menu item will bring up the Versioning dialog.

File name = Date uploaded Uploaded by Comment

10/372016 91132
m 926_IMG_2988-klapphuset jog I epladmin

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

Above the list there are column headers that may be used for sorting the list. Just 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 buttons except the Close button will be inactive.

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

9.2. Adding a new version

If you would like to add a new version of current media, you simply click the Add new
version button in the top-left corner of the dialog and the following dialog shows up:
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i Add new version

Upload a file you would llke to use to replace the current versicn of the asset.

' Drop a file here or click 1o selecta
file to upload.

Cance

In this dialog you upload a replacement media file and set it as current version of the
media.
You can upload a media file by dragging it into the marked area and then drop it.

It is also possible to upload a media file just by clicking in the marked area, after which an
open file dialog will show up.

Once the media file is dropped/selected the upload will start automatically. The upload is
finished when you can see the thumbnail. It is possible to replace this selection with
another media file by repeating the drag-and-drop operation or by clicking in the marked
area again. You can also enter a commentary text that describes the new version. Click
Save if you want to go ahead with the replacement, else you discard the upload by
clicking Cancel.

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 when uploaded. 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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10. Traceability

ImageVault contains a functionality that will make it possible to trace where files are used.

10.1. Present usage

There is two different ways to see where a file is being used:
I: In the summary below Published on, when the current file is marked.

INFORMALION

A list of where the current item is used will appear.

SA_IMG_TERI 126G #x ats 17 the fnllmwing publisoes Search for publisk Search
PubBzhed on » Irtormation Created Format Size
1 Pubiish el Inks & Mo warks Facebook 2017 06 22 1251 Jpeg (POTCK DI @
22 simare Incuiced in share] % 15 the: frinT ng firm shov |1 tormats
3: hrrpsdidesn magevault sa! A L thiiz ning - SldeMedial s Sha d formats

Examples of possible publishes could be:

I: External link: with information about where it’s published shown with a clickable link.
2: Share: where the current names of the shares are presented.

3: Publish on site: name of site, page and property is presented.

In the case of several formats being used, e.g. original, edited, thumbnail etc they will be
presented within a expandable list.
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10.2. Define where a file is used

When creating an external link, it will be possible to define where the file shall be
published and define a clickable link.

Specify where the file will ke used (free text) and for Specify link to publish place

In the dialogue for create/edit vault it will be possible to set the definition as mandatory

or not.
General Access rights Metadata definitions
Name
Archive
Description

Force user to specify where

published files for external link and
embed code will be used

Trace file usage on publish (required) 4
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I 1. Information icons

It’s possible to mark files in ImageVault with one or several icons containing information.
When the user places the cursor over an icon the defined information will be presented.

Three different types of icons exists:

e )
Information: o Warning:[@ Stop: e

For example:

Information

Although dogs look very
differemt from people,
they share many of our
body’s characteristic
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I'1.1. Define icon
When defining a metadata type it’s possible to connect an icon. The icon is selected from
* Advanced settings

a drop-down menu in the Metadata definition’s dialogue within

Global rights Metadata definitions Media formats Categories
Metadata definitions @
NAME DESCRIPTION TYPE
Information Information Text
| Read only || Multilingual Information v |

Mappings Add mapping

Choose symbaol ‘

| Seve | Cancel Warning
[

| Stop

| 1.2. Define text

¥ Organise
In the “Organize dialogue”, you can add your preferred text manually for the
symbols.

@ Sk

Organize your file

o Information Categorics

Although dogs lock very different from paogl: Select categanes
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|2. Batch operations

12.1.

To simplify the task of adding properties or downloading large volumes of files it is
possible to perform batch operations.

Adding files to a batch

Files can be added for batch operations in several ways. Either use the tick box on the file
preview or drag and drop files to the batch area.

Batch

Batch tick box

Files can be added to the batch area at will and stays in the batch area until cleared. Files
of interest can be added from consecutive searches or simple vault browsing.

Sort: Newly added first =

" Jetle:

#* Organize o Download
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Batch area

12.2. Organize files

Add category properties to the files by pressing the Organize button. The same user
interface will be displayed as during a file upload with the exception that it is only possible
to save or cancel the operation and not cancel and delete.

Organize your files [ sove RSN
=or all tems Metadata Categories

Besk-hwning Categories

Yellow flowers Matura -
Namn

Tulips
Stkord

A

Hesk-ivning Categories

Flowers 3 categorles se ected -
Hamn

Hower and bee

Sakord

Batch organize

12.3. Move files

Move the files to a new vault by clicking the Move button. This will show a list of available
vaults where the user has the rights to store the files. Once a vault is selected the same
user interface will be displayed as during organize with the exception that it is only
possible to save or cancel the operation and not cancel and delete.

Note! All files in the batch area will be moved to the selected vault.
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12.4. Clear batch

Clear files from the batch area either by pressing the x at the top left in the thumbnail
image in the batch area, or uncheck the tick box in the file display area. All files can be
cleared from the batch are by pressing Clear this batch.

Clear file

Clear all files from batch

#* Organize & Download Clear this batch

Clear batch
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12.5. Download files

All files in the batch area can be downloaded at the same time by pressing the Download
button. Select a suitable conversion method and start the download.

SELECT FORMAT...

Original

JPEG

TIFF

#* Organize @Y Download

Batch download

The files will be packaged as a zip archive. The system will present the user with a user
dialog box. Select where to save the zip archive or open the archive directly.

Note! The administrator can set up additional media formats.

12.6. Share files

All files in the batch area can be shared by pressing the Share button.
See 7.1 Create share for details.
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|3. Advanced settings

The advanced setting can be accessed by pressing the Advanced settings button found
top right on the main user interface.

Advanced

B imagevault s2a . yo)

Y Impot fies b Fubish @ Downlad 2 Organire [ Moue &2 Shere sss More

LILRALEY Test Valv P4l DIHMATION

Advanced settings

The settings are divided into four areas; global rights, metadata definitions, media formats
and categories.

Advanced settings

Global rights Metadata definitions Medla formats Categories

Settings
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13.1. Global rights

The global rights setting tab lists the access rights for all administrators in the system.
ImageVault uses three different administrator levels. These are administrator, media
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.

Advanced settings ]

Global rights Metadata definitions Media formats Categories
-y
Global Access Rights | Add |
NAME ACCESS
User 1 Adminlistrator Edit
User 2 Administrator Edit
'y
User 3 Medla format administrator, Category administrator Edlit 2]

Global access rights

The administrator can perform all administrative duties. This includes:
create vaults
access all vaults
- make other users administrators
add and modify categories
add and modify media formats

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

The global right tab lists all administrators and their respective rights. Press Edit to
modify or Add to add a new administrator. The user name can be added as a partial
username. The system will automatically make a wildcard search based on the added
name and present matching users and groups as a dropdown menu.

Advanced settings E

Global rights Metadata definitions Medla formats Categorles
—~
Global Access Rights m
NAME ACCESS
L . [ Administrator

Add or modify user
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Press Add Role to add a user role. Press Save to save the user role.
A user role can be removed by pressing the x next to the user role.

ACCESS

Add and remove roles

ImageVault uses federated identity for users. All users and groups are stored outside of
the ImageVault system. Contact your system administrator for more information.

Note! Users and groups cannot be created in ImageVault. They have to be created in the
underlying user system.

|3.2. Metadata definitions

Metadata are properties that are associated with a file. 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 a
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.

Advanced settings ]

Glebal rights Metadata definitions Media formats Categorles
~
Metadata definitions | Add |
NAME DESCRIPTION TYPE
AltText Text Edit
Deseription Text Edit
A
v
Metadata

Press Edit to modify an existing metadata definition or Add to add a new metadata
definition. Enter a name and description followed by a data type for the field.
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NAME DESCRIPTION TYPE
Text

Add mapping [JRead only
[ Multilingual

i

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 date and 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 read only. A field can be allowed to
contain information in multiple languages by selecting multilingual.

Add mapping

Press Add to add a metadata tag to the metadata definition. The system will automatically
look for the selected metadata tag during import of a media file and add the value of the
tag to the metadata for the file.

. Aperture , Iptc 4 Add
Add metadata

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

It is possible to add multiple metadata tags, but the first tag that is found within the media
file will be added to the metadata for 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.

Aperture , Iptc, * hﬁght'rib'ﬁ", [l & Add mapping

Multiple metadata tags

Press Save to save the new metadata definition or Cancel to discard.
Note! Metadata definitions cannot be removed once they are in use by an uploaded file.

Note! The selection of metadata tags available for mapping will increase when new media
files, which contain new tags, are uploaded to the system.
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|3.3. Media formats

The media formats tab lists all media formats. It is also possible to see how an existing
media format is setup in the list view. A media format can be used to easily make
exported media files comply with a standard size or file format.

Advanced settings x

Global rights Metadata definitions Media formats Categorles

™
Media formats | Add |
NAME WIDTH HEIGHT DP RATIO KEEP RATIO FORMAT
Super conversion 400 Yes Original Edit
600400 600 400 3:2 No Original {100%) Edit

A

A

Media formats

Press Edit to modify an existing media format or Add to add a new format.

Media formats ﬂ

NAME WIDTH HEIGHT DPI RATIO KEEP RATIO FORMAT

™ | websafe | 3]
e
S

Add media format
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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 image resolution per square inch
Ratio The image ratio, width/height
Keep Ratio Yes or No. This value states if the aspect ratio is free or forced

Format The file format of the converted file
Compression The compression ratio. This field is only used if the file format is jpeg or
websafe

See examples below:

An example conversion format called “600%400” has the following settings:
Width=600, Height=400, Ratio=3:2, Keep Ratio=No, Format=jpeg (80%)

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

@i '@ Ratc 2:3 @'

BO0 px 800 px

BOU i 00 px D35 K

@j Hesize 6007400, JFEG 80%
= E00 p

JPEG E0%
;- -

% A00 px

Image conversion 600%400

Another example format called “Web” has the following settings:
Width=300, Ratio=1:1, Keep Ratio=Yes, Format=png

An image with the size 800%600 pixels will first be cropped according to the ratio setting
I:1. This means that the image height and width is cropped to 600 pixels respectively. The
image is then resized to the size settings width 300 pixels and height 300. The height
export value is automatically set to 300 to enforce the keep ratio setting of 1:1 and the
image is converted to png.
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@ © ®

H00 px 800 ox 200 px

|
|
|
B0 px |
|
|
|
I

|
|
|
I la00 px ' 600 px
|
|
|
I

Resize 3007300, PNG
00 px
PNG

300 px

Image conversion Web
The ratio setting will supersede the keep ratio setting if both settings are added.

The available file formats are:

Websafe The websafe format setting will keep the original format for a file if it is
jpeg, png or gif. Other formats, i.e. Photoshop, will be converted to jpeg or 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

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

Jpeg
Tiff
Png

Gif
Original

File formats
The image compression value is entered as a value 0-100 (%). A high value will produce a
high quality image, often very close to the original image, but also a larger file size. A small

value will produce a small file size, but might lead a low quality image due 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.

© Meriworks AB 47



1< 1imagevault

ImageVault | User Manual

13.4. Categories

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

Main category Second level sub Third level sub

Advanced settings

Global rights Metacata definlticns Med|§ formats Categorias

Categorie:
-_——— = = ==t ===, PR [
! Business | ! i ! :
| I | | |

Animals I
: I ' | | I
| Food I | : I I
| Technology I I I | |
I Nature | ! 1 : I
; I ' | | i
' I ' - | I
' | ' - | i
| I a i I I
' I ' | | I
' I ' - | I
| I | i | I
:' + 4 : + 1 : + |

T I - R — T R !
| \ -\\ 3
Add main Add second level

Add third level sub
Categories

13.4.1. Rename or delete a category

Select a main category by clicking on the category name. The category will become
highlighted. Either press the x to delete the category or press the page symbol to edit the
name. Change the name and commit the change by pressing the check mark symbol.
Cancel the operation by pressing the x.
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Edit category
Commit Discard
X =1 /|
imal I X I
Animals N_‘_ 2!

Save or discard category change
A warning will alert the user 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
Categories can also be added by pressing the plus sign at the bottom left side of the main
page.

Doy

CREATE NEW
Create category

Create new category

Select Category. 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.

Organlze your Uploads SN Cancel and deleteflles

“o-all ltars | Metadata | Categories

Titl= Catzgories
Field Select cat=goriss -
Description

Beautitul tield B Eusimss
» B Animals
r @ Tood

» @ Technology

E Carcel and delete files

Add category
Add

Press the plus sign at the bottom of the category list. This opens the category settings
dialog described previously in this chapter. Add a new category, close the settings dialog
and select the new category.
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4. Vault administration

14.1.

All users with sufficient privileges can add or modify vaults.

Add vault

Add a new vault by pressing the plus sign on the bottom left side of the main page. Press
Vault.

CREATE MEW

Cateqgany

Create new vault

This will start the vault creation guide. Start by giving the vault a name and a description.

Feneral Acouss rights Metudata dufinitiors

Dusscription

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.

Geramnl | Asmssrgims | Metadnen enfictians

e Use ar grep

Wk hna aneass

HAmME AT RIGHT S REMUA

Vault access rights

The user or group name can be added as a partial name. The system will automatically
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
None

HAME View RENMOVE
Conribute
Uszer + FullCortral Femrova
Add user

The following settings are available:

None No access

View See content, but not add

Contribute Upload content, delete content and modify metadata

FullControl Upload content, delete content, modify metadata and modify vault
settings

It is possible to remove a user by pressing the Remove link.

Switch to the third tab to modify metadata definition settings for the vault.

General  Aceosarighms | Metsdnen cofinisions
m
Selocr global metndma efiniticns
0 v BTN SLTION O 0g Advarced SETEINGE 1o Crae and sdt G0N metadats denn sion
MAME DESCRIFTION TYPE REQUIRED
T AnTest String
Mumiber of downlumis thege
Tieseripaion A saring
1 Fevourlie Buoliss

71 Phomgeaphar Sming

Vault metadata settings
© Meriworks AB 52



1< 1imagevault

14.2.

ImageVault | User Manual

Select metadata definition that will be used for this vault. Tick the checkbox to the left of
the metadata to active the metadata. It is also possible to force the metadata definition by
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 pressing the button Save and close.

Modify Vault

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

ﬂ Vauli 1
*‘n Vault 2

+

Modify vault

This will open the vault settings.

Detat this vault

Vault setting
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Modify the vault name or description. Proceed to the next tab to make more
modifications.

REMCVE

——

Vault access rights

Add or remove users or modify access rights.
Proceed to the last tab to modify metadata.

Genaml | Arens:rghta | Metnentn safiatans

Select o'obal metadets cef -~ to-s
he o2 ristration disl 2] Advar 2ed Sertings (o ceee 0 €2 1§ lebal metadoa cefinition

MAME CESC22TIN TYPE RECUIRED
] ATz Sung =)
¥ MuTbesoTdevmiond: Ineger |
T Description Longstring =
) Fawouime Bz ean =
o Phoigapis Sung ]
M Hamw St =)

|

Vault metadata

Select or unselect vault metadata by using the checkbox located to the left of the
metadata definition.

Press Save and close to commit the vault modification.

A vault can be deleted by pressing the Delete this vault button. All vault content will also
be deleted.
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5. Authentication

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

I5.1. Signing out from ImageVault
To sign out from ImageVault you have to press the Sign out button.

Sign out

Sraren any ot o] * Advonccd scitings | L, Sign out

Y Impot fies b Fubish @ Downlad 2 Organire [ Moue &2 Shere sss More W Nelete

LILRALEY Test Valv P4l DIHMATION

Sign out from ImageVault
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