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1.

1.1.

1.2.

1.3.

Introduction

ImageVault is a cross-platform Media Asset Management system that
provides all the necessary features for securely storing, locating, and utilizing
digital media. By connecting the system to your existing media sources,
ImageVault becomes the central hub for all your digital media needs. It is
built on universal web standards and offers an intuitive and user-friendly
experience.

Conventions for the manual

Some typographical conventions are used in this manual.

Notes, tips, and warnings are displayed in bold style.

Note! A note that highlights important information.

Tip! A tip that provides advice or a simpler way to do something.
Warning! A warning indicating a potential issue and how to avoid it.

Instruction for this manual

The manual is divided into two parts. The first part focuses on ImageVault as
a standalone system, without connecting to other systems, and covers the
functionality within ImageVault. This part begins with an overall description
of ImageVault, followed by a detailed explanation of its features, and
concludes with information on how to administer ImageVault.

The second part consists of several appendices that explore how ImageVault
can be integrated with other systems.

Other

The extensive APl available allows ImageVault capabilities to be easily
expanded using third-party plugins.

Authentication

ImageVault uses Federated authentication with requirements-based
identifiers. It uses Windows Identity Foundation (WIF) as the 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/Windows_ldentity_Foundation



2.1.

2.2.

2.3.

Start

To utilize ImageVault, you require an account to sign in. After logging in, you
will be presented with ImageVault's interface, where the available
functionality will be determined by the permissions assigned to your user
account by the administrator.

ImageVault functionality

ImageVault functions as a centralized file repository where all users have
access to store and retrieve files. The system facilitates the creation of an
organized file environment by offering storage vaults, metadata, and
category labeling for easy search and access.

Files only need to be stored once and can be linked to multiple pages where
they are used. ImageVault also assists in maintaining website standards by
allowing the setup of common conversion formats. This enables high-
resolution images captured directly from digital cameras to be seamlessly
converted and resized to suitable formats that comply with page layouts and
site requirements.

File categorization is simplified in ImageVault through the addition of
properties to uploaded files. These properties include metadata fields and
categories, making it easier for users to locate and utilize the uploaded files.
user permissions are managed through vaults.

The following provides a brief overview of some key features of ImageVault.

Vault

A vault in ImageVault functions as a storage space, similar to a folder, with
user permissions. It allows for different levels of user permission to be
assigned, such as preventing accidental file deletion or restricting access to
specific files. A vault does not support sub-levels. Additionally, each vault
can have customized metadata definitions to suit its specific needs.

Categories

Categories are tags that you can add to an image during the uploading
process, making it easier to search for files. While the number of categories
you can create is unlimited, it is recommended to add or create a limited
number of categories during installation. Subcategories can also be added,
allowing for up to 2 levels below the top level.



2.4. Metadata
Metadata refers to additional information fields that can be associated with
files. This can include details such as the photographer's name or additional
descriptions of the file. Metadata can also encompass information stored
within the file itself, such as IPTC or EXIF data.



3. User interface

ImageVault's interface comprises six main components:

Activity area

File gallery

Filtering area for different options like vaults and categories

File list where you can gather selected files for collective updates, for
example.

Information area for the selected image.

Settings

Bwp s

o o

magevault seacnt 3 Advanceasetings Q) Pestagpapitycom

Size » Orientation » Metadata »

€ Import files. # Pubish & Download X Organize wp Move o Share ses More HH X Delete
™ " e “ MY o Information
I Categories QI Extended search

ol
[ Alpint
[ Bitar

[ Blommor

» [ Butik e byl & annie-spratt-hX_hf2IPpUU-
[ Champange unsplash.jpg

d
» U] Djur
Ook annie-spratt-hX_hf2IPpUU unsplas. taisiia-shestopel JZDyF wGAEQY-u. —_ Vault

Dett | { Date uploaded
» CJFOI K-
» [] Fordon
» [] Kaimar
] kategori 32 e y = Agreements () Pernitas co
[ Lager » File Extension
S Gl wilkan susien devasconceikos g5F (A0 g w4 File Size
[ Maoniskor . -
» [ Naturbiider N ol Tags
Sort first "

+ + Add to batch

3.1. Activity area

Here are the functions related to file uploading, working with existing files,
filtering, and searching.

In the Advanced Settings, users with administrative permissions can manage
and maintain system settings.

3.2. File gallery

All available files are displayed as thumbnails in the viewport. The files shown
depend on various factors such as the content of the current vault, the
access rights of the current user, search results, or the selected category.

3.3. Filtering

There are four tabs in this area that enable filtering for the gallery. The tabs
are as follows:



3.4.

3.5.

3.6.

3.7.

» Categories

e Library

* Digital consents
» agreements

File list

At the bottom, there is a panel where you can add files from the gallery to
work with multiple selected files simultaneously.

Information area

The details and metadata section presents information about the currently
selected file.

Settings

The Settings area includes buttons for adding/changing vaults, agreements,
categories, co-donors, and collections. The available features in this area
depend on the level of permission assigned to your user.

The sort order can be switched between "Recently added first," which
displays the latest files added to the system, or "Name A-Z," which arranges
media files alphabetically by name.

Mobile interface

On mobile devices, the interface is streamlined, and not all features available
on desktop are accessible. The functions typically found in the activity area
on desktop can be accessed through the menu on mobile.

The import function is directly accessible on the left side.



Q, Search files

Size » Orientation »

€ mport files...

Metadata »

| ™ Select files «s+ Show menu




4. Categories

Categories are added to afile by the user. Only users who are category
administrators or administrators themselves can create new categories.
This is one of the fastest ways to filter files, except for searching, and should
be used as the primary navigation method.

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

& 'mport files...

I Categories (I Extended search

0o

[ Alpint
[] Batar
[ Blommeor
+ [] Butik
[ Detalj
» [ Detalihandel

[] Champange

You can apply filters based on one or more categories.

When Extended Search is enabled, you will receive images that have at least
one of the selected categories.

If Extended Search is not enabled, you will receive images that have all the
selected categories.

2

I Categories Extended search

0O

] Alpint

[ | Batar

Blommor
» Butik

[ ] Champange



Vault

Vaults can be likened to folders. Only individuals with permission to access a
vault can view the images within it. Creating vaults is limited to users with
administrator permissions.

To view photos within a specific vault, navigate to the Library tab and click
on the desired vault. The selected vault will be indicated by a chip displayed
over the gallery.

Enabling the "Select multiple" option allows you to choose multiple vaults
simultaneously.

& mport files...

-

@ Pemilla x

Vaults QB Select multiple

All
A-Firefox Wildlife .wmv

a-Opera saikrishna-sake
Bilfirman

Demo av Avtal

Demo video

Filtyper

ImageVaultMediaGallery pedro-kummel-ryGu_SPR1rs-unspl...

LD

Pernilla

Pernillas flera metadatafalt

Note: Vaults can have different user permissions. Not all users will have
visibility or access to all vaults



6. Import files
To import files into ImageVault, click on the Import button. This will open the
import wizard.

& mport files...

BB Categories (I Extended search

o

6.1. Upload files

After clicking on Import, the first page of the import wizard will open. Here,
you can choose the vault to which you want to upload the files (1). To add the
files you wish to upload, either click on Add Files (2) or drag and drop the files
onto the designated area where your selected files will appear (3).

Import files
O To: 4+ Sverige 'I

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

Filename Size Status

Drag files here.

0b 0%

u Currently 9 % of available video conversion is used.

u Currently, 30 % of available video storage is used.




Click on Start Upload (1) when you are ready to proceed with the import. If
you realize that you want to include additional files after uploading, you can
add them by dragging them into the designated area or using the Add Files
option. To delete afile, click on the "-" (2) icon.

Import files

4+ Sverige

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

Filename Status

angelina-jollivet-mNEpmNiFdXs- 0%

unsplash.jpg
cindy-chan-1D_QE7gj4-4-unsplash.jpg
demi-he-hPcxvCecdPl-unsplash.jpg

taisiia-shestopal-JZDyFwGAEQY-
unsplash.jpg

e |

n Currently 9 % of available video conversion is used

n Currently, 30 % of available video storage is used.

Once the upload is complete, click on "Organize uploaded files" to proceed
to step two of the import wizard.



6.2.

Import files

o To: 4* Sverige

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

Filename Size Status

Uploaded 4/4 files
u Currently 9 % of available video conversion is used

u Currently, 30 % of available video storage is used

==

Organize files

Giving files the appropriate properties immediately upon upload, such as
adding categories and relevant information to metadata fields, makes it
easier to find the files and increases the likelihood of them being reused by
other users. This is a fundamental aspect of a media database.

Hint! Investing a little extra time during the upload process to add the
correct properties to a file can make a significant difference when the
system contains hundreds or thousands of files.

For each file, you have the option to assign several properties. The available
properties depend on the vault you have chosen to upload the files to. These
properties are defined by the administrator for each respective vault.

If you are uploading multiple files simultaneously, you have the option to
apply the same properties to all images at the top, which saves time and
avoids the need to add the same information to each individual image.

If you accidentally upload a file that is already in ImageVault, you will see a
"Remove duplicates" button. Using this button will delete the duplicate files
from the upload.




6.2.1.

Organize your uploads [ sove |

For all items: Metadata, Tags, Description v Digital consent v

Agreements v
Categories v
Analyze all images
Alt-text (mandatory) ® Digital consent v
Agreements V.
@ Beskrivning ®
Categories v

@ Photographer ®

Q Stopp

Filename

anita-austvika-AnWgmisp_s-unsplash jpg

Alt-text (mandatory) ® Digital consent v,

Agreements v
@ Beskrivning ®
Categories v

=

Click "Save" to finalize the upload or "Cancel and delete files" to cancel the
upload.

Note! Depending on the settings, certain metadata fields may be
mandatory and must be filled in before the upload can proceed.

Note! Metadata fields and categories are configured during installation
and are managed by the administrator.

Analyze file

If ImageVault utilizes a cloud solution, you can receive suggestions for tags
and descriptions for your image files by clicking the "Analyze Image" button.
The analysis is performed using Azure Al.

20



Organize your uploads
For all items: Metadata, Tags, Descripti v Digital consent

Agreements
Categories
Analyze all images
Alt-text (mandatory) @ Digital consent
Agreements
@ Beskrivning ®
Categories
Analyze Image
Tags
G %
= o

A suggestion is presented. As a user, you can supplement it with your own
additions and remove the ones you don't want to use. You will also see the
suggested description that you can modify if you are not completely
satisfied. Both tags and descriptions are searchable through free-text
search.

vategories v
Tags
s
Description
& flower

21



Organize already uploaded files

Metadata, categories, and other information can be modified after afile is
uploaded. By selecting the file and clicking on "Organize," you will access the
same dialog as when you imported the file.

% Publish ¥ Download {\ Organize ®p Move -(: Share  ees More

annie-spratt-hX_hf2IPpUU-unspl... taisila-shestopal-JZDyFWGAEQY...

Make the desired changes and click "Save" to save them. To close the dialog
without making any changes, click "Cancel."

22



8. Preview

8.1.

To preview a file, click on the magnifying glass icon that appears when you
hover over its thumbnail. Alternatively, you can double-click the item or
select a file and press Enter on your keyboard.

ATl b e I .

paul-green-5IRxNLHfZOY-unspl... olia-gozha-9A_peGrSbZc-unspl... masaaki-komor-NoXUQ54pDa...

After opening a preview, you can browse through the files without closing it
by clicking the arrow symbols on each page of the window. You can also use
the arrow keys to navigate between objects.

If the item is a video, you can start or stop playback by pressing the
Spacebar.

Preview the file's information and metadata

By selecting a file, you can view the information and metadata on the right
side of the screen. The information section includes details such as the
height and width of the image, the upload date, and the vault location of the
file. Metadata refers to additional information that is manually added by a
user during the file upload process.

Furthermore, it is possible to automatically load metadata that is stored
within the file itself. Digital images or media files often contain embedded
metadata, such as IPTC or EXIF data. This metadata may include information
like the focal length, lens used, camera serial number, GPS coordinates, and
more.

23



X Delete

Information

angelina-jollivet-mNEpmNiFdXs-
unsplash.jpg
angelina-jollivet-mNEpmNiFdXs-... N Id
Vault
Date uploaded

Uploaded by
2

willian-justen-de-vasconcellos-g... Categories

File Extension
File Size

Width

Height

Area of Interest
Tags
Description

marcelo-cidrack-7jZNgluJrCM-u...
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Q. Filtering

When you apply a filter, the filter criteria appear as chips at the top, above
the files. This allows you to have complete control over the selected filters,
especially when multiple filters have been combined. You can remove
individual chips or clear all filters by clicking "Clear All".

To narrow down the search results, you can use a combination of filters and
free text search. In the example below, the filter is applied to the category
"Nature Images" and the free text search is performed for the term "Flower".

& magevault

Size » Orientation » Metadata »

& Import files...

@ . W Nature Pictures ver X X Clear all

Al
A~/

S

» []FoI
» []Fordon
» [ ] Kalmar
[[] kategori 32
[] Lager
» []Logga
[] Manniskor
» [ ] Merchandise
» [] Naturbilder

There are several different properties you can choose to filter by:
e Category
e Vault
e consenter
e agreement

e Size

e Format

o Metadata
o Filetype

25



To be able to filter by size, format, metadata, and file type, you need to have
ImageVault as a cloud service. These four filters won't be visible in the
interface.

9.1. Category
When you select a category or subcategory, the files that have that category
are displayed. You can select multiple categories, and the files that appear
will have all the selected categories. Enabling Extended Search means that
the file should have at least one of the selected categories.

&€ 'mport files...

o saikrishna-saketh-ye... "

willian-justen-de-vas... roberto-h-qToVxSY.

[] Alpint
| . I SRR A
[ Boats | =
» [] Butik
daniele-levis-pelusi
[] champange
» (] Djur
[Jett
Flowers geo-days-Cw9Q09%uy...

marcelo-cidrack-7jZ...

> [ 1EQ 'q{!i i
9.2. Vault

The images you see are the ones that are in the vault you have chosen to
filter on. If you want to see images from multiple vaults at the same time,
enable the "Select multiple" option, and then you will have the opportunity to
select multiple vaults.

& 'mport files...
@

[}

Vaults @D Select multiple

CJAn
[] A-Firefox
[[] a-Opera

[] Bilfirman 3’7
¥

[[] Demo av Avtal karinéranétrorﬁs og...

[] bemo video




9.3. Consenters

This tab is only visible if you are an agreement user. Here are a few different

types of filters you can use:
1. Filter for unauthorized published contracts.
2. Filter for media with consent agreements.
3. Filter for media without consent agreements.
4,

Select a consenter to see the files associated with that consenter.

€ mport files...

; Digital Consents

All unauthorized published media
Media with consent agreements

Media without consent agreements

z Consenters

Show all

1est 1apirfly

Annas Andersson

Bengt Bengtsson ® Awaiting
Charlotta Christensson

Eskil Enoksson ® Awaiting

9.4. Agreement

This tab is only visible if you are an agreement user.
To filter, select an agreement.

To filter on multiple agreements at the same time, enable Select multiple.
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& mport files...

Agreements (I Select multiple

D willian-justen-de-vas... roberto-h-qToVxSYX...

Avtal Firefox - 2023-02-09

9.5. Size

You can use this filtering to view images of a specific size (in pixels)

@ |mag€VaU|t Q,  search files....

Size v Orientation » Metadata »

€ Import files... XSmall

(0-255px)

Small (256-999px)

Medium (1000-2499px)

(2500-3999px)

Agreements ClD Select multiple Large

XLarge (4000px+)

a. o9 I

o)

9.6. Format
You can choose to filter based on a specific format, such as square.

U Searchfiles....

Size » Orientation ¥ Metadata »

€ mport files... | Story

Portrait

Square

Landscape

Agreements (B Select multiple .

ANT RN




9.7.

9.8.

10.

Metadata

All the different metadata that exists in your system can be used for filtering.
Additionally, you have the option to filter based on missing metadata. For
example, you can search for "All files that do not have alt text" by selecting
the alt text filter and checking the Missing property.

Size » Orientation » Metadata v

Date uploaded
Uploaded by

Alt-text

AnlID | Alttext

|

] Missing property

blect multiple
Anvandningsomrade

Benamning

Beskrivning

Bildtext

annie-spratt-hX_hf2l...

File type

Here you can choose whether you want to see only images, videos, or other
file types.

Q Search files.... X 420File(s) A

Size » Orientation » Metadata »

[ ] Images
[ ] Videos
[ | other

Search

The search bar is located in the upper part of the user interface. Type in your
search query and press Enter on your keyboard. By default, the search will
display results that match any of the words included in the search phrase.

If you have ImageVault as a cloud service, several suggestions will be

presented as you start typing. These suggestions are based on individual
keywords, compound strings, and file names.
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Q n X 420 File(s)

NewTux.svg
Nytt varde

kentaro-toma-mSoCB4-nqgtY-unsplash.jpg

Nightport.JPG

Natiirina

Just like when you apply filters, your search query appears as a chip that you
can choose to remove whenever you want.

O\ beach X 5File(s)

Size » Orientation » Metadata »

\
P ———— 1| —

1100k 10000170475  ja-beach-164206803... -
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11. Delete files

Select the file or files you want to delete, then click on the "Delete" option
located in the upper-right corner of the screen.

X 420 File(s) Q Advanced settings g epiadmin

X Delete

Information

wildlife -wmv

IR O |

saikrishna-saketh-ye...

A window will open displaying a list of the files you want to delete. You will
receive information if any of the files are published elsewhere as an
additional precaution. If you change your mind and want to keep any file,
click on "Remove from Selection". Once you are satisfied with the selection,
click on "Remove" to delete the files.

Delete

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

2 angelina-jollivet-mNEpmNiFdXs-unsplash.jpg

—
ﬁ Wildlife .wmv A This file is published and will no longer be visible if deleted.

H saikrishna-saketh-yellapragada.. 4 This file is published and will no longer be visible if deleted.

Cance‘
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12. Download files
Files can be easily downloaded and converted to predefined formats.

12.1. Downloading and conversion

Select one or more files, click Download.
The list shows the available formats for download. You can select only one
format. To download the original format, select "Original".

Size » Orientation » Metadata »

* Publish ¥ Download A, Organize = Move o Shar

Select format...

Original

1280x720 %

200x200 %
= ,‘JQ 500 bredd, 16:9 T

A file download dialog will appear, providing an opportunity to specify the
reason for downloading the file. administrators can choose to make this field
mandatory for easy file tracking.

Download

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

pa R | ]

12.2. Edit file before downloading

To edit the image before downloading, click the edit icon.
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Size » Orientation » Metadata »

T Publish ¥ Download X, Organize mp Move o Sha

Select format...

Original
1280x720

200x200
- ‘/‘;Qg 500 bredd, 16:9

. ; 500, hojd, 16:9

An editor is then presented, allowing you to crop, zoom in, and zoom out of
the current image. Once you're done editing, click the Next button, and you
will be taken to the Download dialog.

v
I P
Specify where the file will be used (free text) and /or Specify link to publish place
Exten:
File Size
Width
[\ 9 57N F—a N | | ’ Height
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13. Move files

If you need to move a file from one vault to another, select the file you want
to move and click on Move. A list of vaults you have permission to store files
in will appear. Select the vault you want to move the file to. The organizing
dialog opens because there may be other metadata in this vault that you
need to provide for the file. Once you're done and select Save, the file will be
moved to the new vault.

ganize ® Move <:Share ese More

Select vault...

A-Firefox
a-Opera
Bilfirman
Demo av Avtal
Demo video
saikrishna-sake

Filtyper
ImageVaultMediaGallery
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14.

14.1.

Share files

Sometimes it's helpful to be able to share a file with someone who doesn't
have access to ImageVault.

Create sharing

Select the file(s) you want to share and click Share.
A list of available sharing options is displayed. Choose the desired format or
option. For the original format, select "Original".

ove <Share eee More

Select format...
Original

& 1280x720
Pl 200x200

500 bredd, 16:9

500, hajd, 16:9
500X500 1:1

‘ angelina-jollivet-mN...

500x600
500x601

Next, enter a name for the share. You can set an expiration date for the share
by entering a date in the format YYYY-MM-DD or selecting a date from the
date picker. If no date is specified, the share will remain active until manually
deleted. When you're finished, click Next.

Create Share

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

Adam Smith 2023-03-17 |

Cancel [ 5%
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14.2.

Hint! The name you provide is used for identifying the share later and will
also be displayed as the title for the recipient of the share.

After clicking Next, you will be directed to the page where your link is
created. If you have given the share a name, you can click on the name (1) to
directly access the share. To send the link to a recipient, such as via email,
click the copy button (2).

Create Share

Created share 1

https://ivbtest.imagevault.app/shares/miyur2feec 2

View shared files

The sharing page appears as shown below. In this example, two images were
selected in ImageVault before sharing.

To download the entire share, click the Download as Zip File button (7). If you

only want to download individual files, you can click on the download icon (2)
for each file.
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P magevault

ADAM SMITH

Download share as a zip file

f \ &/
<y

#
Gl

i: taisiia-shestopal-JZDyFWGAEqY-unspla... _': annie-spratt-hX_hf2IPpUU-unsplash.jpg

Note! The displayed page is public and does not require login. Anyone
who has access to the link will be able to view the shared content.

Note! In order for sharing to work for everyone, ImageVault must be
accessible from the internet. This may include restrictions on accessing
the content within an intranet or other network settings. Please consult
your network administrator for more information.

14.3. Manage share files
An image that is shared will have a visible icon on the thumbnail.

This is done so that you can easily see which files are included in one or more
shares. You can track the shares it's part of through the "More" and "Shares"
menu.
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* Organize ®p Move < Share  eee More

G Versio

Shares

Publishes

By default, the shares that include the selected image, made by the logged-
in user, are displayed.

By selecting "All shares," shares made by all users on this file are displayed.

If there are many shares, you can sort by column to find the share you are
looking for more easily.

You can also filter the list by typing in a keyword and clicking "Search."
Clicking on the name of the share or the magnifying glass will take you to the
shared files.

"Copy Link" saves the link to the page to the clipboard.

X
a taisiia-shestopal-JZDyFWGAEqY-unsplash.jpg is included in the following shares: Search for share
A
@® My shares () All shares
[ Filename Date ~ File count Expiry date Created by
0 2023-02-28 2 2023-03-15 epiadmin i 0
es
ur
plo
bad
teg
Cancel xtel

14.4. Remove a share

To remove a share, select a file that is part of that sharing and choose
"Shares" under the "More" menu.

Select one or more shares and click on "Remove Selected Shares." (By
checking the box in the header row, all shares are selected.)
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taisiia-shestopal-JZDyFwGAEqY-unsplash.jpg is included in the following shares: Search for share Search

|\
@® My shares O All shares
() Filename Date - File count Expiry date Created by
2023-02-28 2 20230315  epiadmin (o}

—

J

Cancel

NN $ | e n M

Note! If someone saved the link and tries to visit the page after the share
has been removed, a message will appear stating that the share no longer
exists.
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15. External link

You can create an external link to share on social media, in a document, or in
a CMS. The external link can be a regular URL or an embedded code.

Select an item and choose the Publish option.

Select the desired format. (Available only for image or video objects)

T Publish ¥ Download X, Organize ®p Move o Shar

Select format...

Original
1280x720
200x200

500 bredd, 16:9
500, hojd, 16:9
500X500 1:1
500x600
500x601

cnn..cnn

estopal-JZ...

O~ G~ Y~ G~ G~ G~ G

Just like when you share a file, you can add information about the
publication.

Depending on whether you want a link or embed code, select the desired
button.

Link and embed code

Specify where the file will be used (free t and /or Specify link to publish place Close
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To edit the embed code, select "Show link and embed code."

Link and embed code

https://iv Pp/p hed t E
2mlv9uoc/annie-spratt-hX_hf2IPpUU-unsplash.jpg

<img src="https://ivStest.imagevault.app/publishedmedia/t n
6km9b4tcoov2miviuoc/annie-spratt-hX_hf2IPpUU-unsplas
h.jpg" alt width="480" height="720"/>

Copy by using your keyboard (Ctrl+C) or right click and select Copy.

On Intagram and /or Specify link to publish place

[V 57
15.1. Edit image before publishing

To edit the image before publishing it, click the edit icon located to the right
of the selected format. This will open the image in an editor where you can
make edits before creating the link.

* Publish ¥ Download A, Organize = Move o Shar

Select format...

Original
1280x720
200x200

500 bredd, 16:9
500, hojd, 16:9
500X500 1:1
500x600
500x601

ann..cnn

I A N

You can crop and zoom in/out of the current image. Once you are satisfied
with the edits, click "Publish" and you will be taken to the next step where
you can specify where the file will be used and copy the code/link.
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Edit file

Width Height
1280 co> 720 0% 100% Publish (create link or embed code) Cancel

If the item is a video, you have the option to trim a specific portion of the
current video that will be presented. Please note that this edit does not
affect the original video.

Using the sliders, you can adjust the start and stop points by dragging them.
The start and stop times are displayed accordingly. By dragging the cursor,
you can preview the content that will be presented, as well as what will be
cut away from the original video.

Editera fil

0:05/0:30
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16. Versioning

ImageVault has built-in versioning, which enables you to replace an existing
file with a new one. Once a new version is activated, all instances where the
image is published or shared will automatically display the new version.

16.1. Working with versions

To update a file with a new version, select it in the image gallery. Click the
More menu and choose Versions.

T Publish ¥ Download ]\ Organize ®p Move < Share

a ‘ G Versions

Publishes

(<9}

In the window that opens, you will see a list of the existing versions of the
selected file. There is always a version that is marked as "Current," which is
the version displayed to the user. Above the list, there are several column
headings that can be used to sort the list.

File name Date uploaded + Uploaded by Comment

b 2023-02-27
; demi-he-hPexvCecdPl-unsplash.jpg Pernilla@papirfly.com
07:41:08
13

Close

Note: If you do not have the rights to upload files to the vault where the
current file is located, all buttons except the Close button will be inactive.

16.2. Add a new version

To change the file to a new version, click the Add New Version button. You
can upload the new file by either clicking in the dotted box to browse and
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select the file from your explorer, or by dragging and dropping the file onto
the designated area.

X X
& + Add nev i
Add new version
i Filer Upload a file you would like to use to replace the current version of the asset.
Drop a file here or click to select
q a file to upload.
Enter comment here
Vi
Cancel Close

As soon as you select afile, the upload will start. The upload is complete
when the thumbnail becomes visible in the area. If you wish, you can write a
comment about why you changed the version.

S Add new version

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

Enter comment here

Vi

Cancel m

Click Save to complete the replacement or click Cancel to abort the process.
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16.3.

16.4.

File name Date uploaded ~ Uploaded by Comment

angelina-jollivet-mNEpmNiFdXs- _—
2023-02-28 10:12:28 epiadmin

unsplash.jpg

-0
taisiia-shestopal-JZDyFwGAEqY- 2023-02-27

m . . Pernilla@papirfly.com
unsplash.jpg 07:41:09

8-04.12 DESSCERETUTTNY $  Em

To replace the current version with any of the previous versions in the list,
click the "Use this" button. When you confirm this, the current version will be
updated.

Categories

Categories are not versioned but are associated with the entire media
object. Therefore, the selected categories will not be affected by version
selection.

Metadata

Metadata is versioned, and a new version will include its own metadata. If
you have entered user metadata on the old version, it will be copied to the
new version as well.
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17. Traceability

ImageVault has a built-in feature that allows you to see where files are being
used.

17.1. Present usage
There are two ways to access information about the publishing of a file:

1. Click the More menu and select Publishing.
2. Click the View Publications link located at the bottom column that
opens on the right after selecting a file.

T Publish & Download A Organize wp Move o Share +s+ More HHH X Delete

_—
————ti Information

Shares =

( -
Publishes 1 \, 2 wildlife .wmv

cindy-chan-1D_QE7g Falkishna-sorpe taisiia-shestopal-JZDyFWGAEqY-
annie-spratt-hX_hf2l.. angelinajollivet-mN.

= unsplash.jpg
- :
Vault

Sy .
~ A - Date uploaded
pedro-kummel-ryGu._. - .
roberto-h-qToVxSYX. willian-justen-de-vas

osman-rana-Ol1fdwi... a Uploaded by

e \ ¥ ¢
‘ File Extension
nikldn-t-6GW8T6Jsc. karla-car-58AITToab.. File Size
PRI marcelo-cidrack-7jZ Width
r. ST Height
m - Area of Interest
roonz-nl-ATgfRqpFfF... Tags

geo-days-Cw9QO9uy. Description

Published on
View Publishes [

A window will open where you can view all the publishing information of the
file.
The various possible publication points may include:

1. Publication on a web page.

2. External links where users have specified the usage location in free

text and/or provided a link.

Shared files with the name of the current share displayed.

4. Download history, which is always tracked. If the user provided a

"purpose" during the download, it will be displayed.

Publishing in Office or Adobe applications.

6. If multiple formats are used (e.g., original, edited format, thumbnail,
etc.), they will be listed as well.

w

o
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taisiia-shestopal-JZDyFWGAEqY-unsplash.jpg exists in the following publishes

K
Published on +

Publish (external link)
Share (included in share)
Download

Office

Information

Word

User

epiadmin
epiadmin

epiadmin

Created

2023-02-28 10:30

2023-02-28 10:33

2023-02-28 10:33

Search for publish

Format

jpeg

Ipeg

lpeg

Size

(4000px*6000px)

(4000px*6000px)

(600px*900px)
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18.

lcons with information

Some information about the file can be viewed through information icons on
the file in the gallery. When you hover over the icon, the information is
presented. The various icons that may be visible are below.
1. Camera
Stop
Information
Warning
Information about agreements
Filen is shared

oo AN

Wildlife .wmv

A

saikrishna-saketh-yellapragada-DyDR800zuNA-uns...

angelinajg

Icons 1to 4 are also presented in the organize dialog when you upload the
image. The text you enter there will then appear when you hover over an
icon. This allows you to easily access the information even if you do not have
the right to open and edit an image.

Icon 5 indicates that an agreement is attached to the file. The color of this
icon may vary depending on the status of the contract, and you can read
more about this in the section on agreements and Digital Consents.

Icon 6 indicates that the file is shared with someone.

48



19.

19.1.

19.2.

19.3.

File list

Sometimes you may need to work with multiple files simultaneously. These
files could be located in different vaults, or you may have applied various
filters to find them. In such cases, you can gather the files in a file list and
work on them collectively.

The file list can be accessed at the bottom of the gallery. If you haven't
added any files to the list, it will not be visible. However, as soon as you add
files to the list, it will become visible and accessible for your convenience.

frida - 2022-09-28

fridas - 2022-10-07 'm
Gunilla@meriworks.se - 2022-04-21 A

+ Sort: Newly added first 420 File(s)  xClear batch

K‘"’, ? Drag files here or click here to select filelist

Add files to the file list

You can add files to the file list in two ways.
1. Select the files you want to use and click on Add to batch.
2. Select the files you want to use and drag them to the batch.

Working with files

When you have selected the files you want to work on, you can utilize the
features at the top, similar to how you would interact with selected files in
the gallery.

Remove files from the file list

To remove a single file from the file list, hover over the file and click the
delete icon on the thumbnail (1).

To delete all files, click on Clear batch (2).

It's important to note that removing files from the file list does not delete
them from ImageVault, they are simply removed from the file list.

Sort: Newly added first 1 of 420 file(s) selected + Add to batch X Clear batch

Drag files here or click here to select filelist
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20. Collections

20.1.

Collections are a way to group multiple files together, allowing for content
from different vaults to be organized as a cohesive unit. Collections serve as
the foundation for what can be displayed in the ImageVault Media Gallery.
To access collections, navigate to the Library tab.

Similar to vaults, you can select individual collections or multiple collections.
If you wish to select multiple collections, you can use the "Select multiple"
option.

& mport files...

]

] Sverige

[] TanzaniaTour2022
[] Testvalv Firefox
[] Testvalvet

[] valvet

[] Video

[® Collections CE Select multiple

Demo
Julkampanj

Nya samlingen
Pemnillas samling
Publika bilder
Vinter
Vinterkampan

i
anj

+

Add files to a collection

You can add files to a collection by dragging and dropping them. You can
either select the files directly from the gallery or drag the files from the file
list that you have created. It's important to note that the same file can be
included in multiple collections, allowing for flexible organization and
categorization.

50



20.2. Remove files from a collection
To remove a file from a collection in ImageVault, follow these steps:

Select the collection where the file is located.

Locate and select the file you want to remove.

Click on the "Remove from collection" option.

The file will be removed from the current collection, but it will not be
deleted from ImageVault entirely. It will still exist in other collections
or vaults where it is included.

B owp s

Please note that removing a file from a collection does not delete the file
from ImageVault, but only removes its association with that particular
collection.

& Import files. T Publish & Download A Organize = Move o Share X Remove from collection

®
= Z Information

[[] Sverige

[ TanzaniaTour2022
[] Testvalv Firefox Notnaoe
[] Testvalvet

[J valvet

[ Video

Natthamn.jpg
| Collections QB Select multiple | @ Beskrivning

Julkampanj

Nya samlingen
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21.

21.1.

Digital consent

Digital consent is a simple and secure method of collecting consents and
providing the opportunity for a consenter to withdraw a previously approved
consent.

Digital consents are handled separately from other agreements. The
administration of consents is also separated from other agreements.

The consent to the agreement can have three different statuses:

1. Awaiting
2. Agreed
3. Disagreed

The status of the consent is clearly displayed in multiple places in the system,
and we will go through these below.

In the manual, we will use various definitions related to the handling of digital
consents.
These include:
1. The data controller, the organization responsible for collecting
consents needs to designate a contact person for the consenter. This
person is referred to as the data controller in the system.

2. Consenter, an individual covered by a consent agreement who can
accept or deny their consent for usage according to the Consent
agreement(s). The consenter identifies themselves using an email
address.

3. Digital consent, the consent agreements to which a consenter has
digitally responded with either a yes or no.

4. Administrator, there are several settings that need to be made, as
well as create the consent agreement to be linked to the consenters.
These features only reach administrators. You can read about how
this works under the section for Advanced settings.

5. Agreement user, this is a rights level of users who can create and add
consenters and link consent agreements and media to those
consenters.

6. Editor, a user who can see the status of a consent agreement.

Consenter interface

We will begin by explaining what the consenter can access and do, and then
we will proceed to explain how you, as an agreement user, can configure this
in the system.

When a consenter is involved in a digital consent process, they receive an
email notification informing them about a consent agreement that requires
their approval or denial. The content of this email can be customized by an
administrator if you wish to personalize the default text.
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When the consenter clicks the "Proceed to Contributor Page" button in the
email, their personal page will appear. The text displayed above the
agreements is added by an administrator in the settings.

In the example below, this consenter has denied three consent agreements,
approved one, and one consent agreement is still awaiting a response.

Welcome

Below is an agreement regardning how you agree to allow us to use images in which you
participate.

You can deny or accept each separate agreement

Awaiting (1) Approved (1) Rejected (3)

Instagram =

The consenter clicks on the link for the agreement and uses the buttons to
indicate whether they approve or deny the consent agreement.

- 100% + [EHIE))

Ett dokument
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21.2. Status of a digital consent agreement

As previously described, digital consents can have three different statuses,
which are represented by colored icons in ImageVault.

no

Red = The agreement is invalid. This can be due to the consenter
denying approval or the expiration of a previously approved consent.
Yellow = Awaiting response from the consenter.

Green = Agreed. If the connection to a consent agreement will expire
within three months, the icon remains green, but a small clock
appears instead of a check mark on the icon. This indicates that the
validity date needs to be reviewed.

Agreement

Maobi
Consent

Digital consent

Bengt Bengtsson
Facebook

Bengt Bengtsson [
Instagram

Bengt Bengtsson
Personaltidning

Bengt Bengtsson
Sociala medier

Gallery

All users, regardless of their access level, can view the status of Digital
Consents and agreements through an icon displayed on the image in the
image gallery.

If all consents or agreements are denied or have expired effective
dates, the icon will be red.

If all consents or agreements are approved and within the effective
dates, the icon will be green.

If there are only digital consents added, and they are awaiting a
response, the icon is yellow with a question mark.

If there are multiple consents or agreements with different statuses,
the icon will be yellow.

Hover over the icon to obtain more information about each unique Digital
Consent or agreement.

54



Q

Agreement

Mobi
Consent

Digital consent

Bengt Bengtsson
Facebook

Bengt Bengtsson
Instagram

Bengt Bengtsson
Personaltidning

am-6Bjeal_- Bengt Bengtsson
Sociala medier

Information tab

If you're an agreement user or administrator, you can also see the status of

Digital Consents on the right-hand side when you select an image.

55



- X Delete

Information

a-m-6Bjeal_-37s-unsplash.jpg
id
Vauit
Date uploaded
Uploaded by
Categories
File Extension
File Size
Width
Height
Area of Interest
Tags
Description

Agreements
Mobil
Consent

Digital consent

Bengt Bengisson

Facebook

Bengt Bengisson

Instagram

Bengt Bengtsson
eap-FIZdrpvzORY-un... Personaltidning

Bengt Bengtsson

Sociala medier

21.3. Create consenter

To enable the process mentioned above, you need to create a consenter.
This can be done either directly in ImageVault or in the Organizer view if the
consenter does not already exist. To perform these actions, your login must
have the rights of an agreement user or administrator.

To create a consenter directly in ImageVault, follow these steps:

1. Click on the plus icon located at the bottom left of ImageVault.
2. Select "consenter" from the available options.
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Mils Milsson * Awaiting

Create new

Vault & Awraiting
Caollection

Category

Agreement

Consenter * Awaiting

Sort: Newly added

It will open a window where you can enter the consenter's first name, last
name, and email. You can also add a comment if desired. Please note that
the comment is not visible to the consenter; it is only visible to users within
ImageVault. Once you have entered the necessary information, click "Save
and Close" to complete the process.

Create a Consenter

| First name (mandatory) Comment
Sarah Add a comment...
Surname (mandatory)
Mitchell
Email (mandatory)

testpapirfly +sm@gmail.com ﬂ

A preview of the consenter you have just created will be displayed.
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Sarah Mitchell =

Tl

Consent Agreements Actions

Comment

Close

If you prefer, you can choose to link consent agreements using the "Handle
consent agreement" function right away. However, you can also do this when
adding the consenter to the files.

To create consenters while uploading files, follow these steps:

1. When uploading afile, or organizing it later, go to the organizer view.

2. Inthe search field, enter the name of the consenter you are looking
for. Since the consenter has not been created yet, there will be no
search result.

3. Click on"Add new" to create a new consenter.

Organize item B3 -

Alt-text @ Digital consent o A

1 Adam

Bengt Bengtsson 4v X

Agreements a v

The same window opens as when creating a consenter directly in
ImageVault. Once you click "Save and Close," you will return to the organizer
view.

58




21.4.

21.5.

List of all consenters

If you are an agreement user or administrator, you will see a list of all
consenters on the left side of ImageVault. The consenters are sorted
alphabetically. You can search for a consenter using the search bar.
consenters who have not responded yet will be marked as "Awaiting" to the
right of their name.

@ lmagevaUIt Q Search files

Size » Orientation » Metadata »

& 'mport files... % Publish ¥ Download X, Organ

: Digital Consents

All unauthorized published media
Media with consent agreements

Media without consent agreements

: Consenters

Trysil (1).JPG

Show all

1est 1apirfly

Annas Andersson

Bengt Bengtsson ® Awaiting
Charlotta Christensson

Eskil Enoksson ® Awaiting
Folke Fridolfsson

Folke Fridolfsson ® Awaiting

e Py A SR

If you want to see which media files are linked to a specific consenter, you
can filter them by clicking on the name of the consenter. The image gallery
will then display the media files associated with that consenter.

Preview consenter

If you want to see details about a consenter, you can do so by hovering over
the name and clicking on the "i" icon. The preview window is the same as the
one that opens when you create a consenter. Here are the features available:

1. Edita consenter.
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2. View a list of consent agreements linked to the consenter. In this list,
you can see the status colors of the consent agreements associated
with the consenter. If an alarm symbol appears next to a consent
agreement, it means that a reminder has been sent to the consenter
to approve or deny the consent agreement. A calendar symbol
indicates that a validity date has been set for the link to the consent
agreement. In the example below, you can also see an icon indicating
that a consent agreement has been archived after being linked to the
consenter.

3. Send anew link to the consenter, allowing them to log in to their

consenter page.

Edit the linked consent agreements and set validity dates.

If the consenter has an image linked to them via the Gravatar function,

it will be displayed here.

6. If there isa comment, you can read it.

ok

Gunilla Gustavsson = 1

i oS Consent Agreements 2 Actions
Personaltidning @ Send new link to
Facebook o Handle consent
Digitala avtalet ]
= Comment
Close
B o S S Fe o Fa— TS WENF s )

21.6. Edit a consenter

You can access the editing options for a consenter in three ways:
e Through the preview window
e Through the gear icon at the bottom of ImageVault
e Through the Organizer view if the consenter is linked to a file
[ ]
Edit through the preview
You click the edit icon after opening the preview.

60



"

Gunilla Gustavsson[ ]

D A Consent Agreements
- Daremnalbicdninm il
Edit via the gear icon
Select a consenter. Click the gear icon at the bottom of ImageVault.

Folke Fridolfsson ® Awaiting
Gunilla Gustavsson
Gurka Gruk

Haralds Hildingsson * Awaiting

iris ingelsson * Awaiting

Johannes Johansson

Karolina Kristensson * Awaiting

+ @

Edit in organizer view
Hover over the consenter whose details you want to edit. An edit icon,
represented by a pencil, will appear.

Digital consent o ~

Add consentar .

Consenters Consent Agreements
Gunilla Gustavssop &1~ X
irs ingelsson 2w X

L T T, S T s

When you click on the edit icon, the same dialog opens as when you create a
consenter. Make your changes and save them.

Note! If you change the email address, the link that the consenter

previously received will no longer work. In that case, you need to send out
a new link, which you can easily do via the consenter's preview page.

6l



21.7. Add/remove consent agreements and manage validity
dates

Handle consent agreements

Consent agreement Status Expires Remove
Personaltidning ® » Delete
Facebook [ ] 47423 ® Delete
] Digitala avtalet ® * Delete

Sociala medier w Add consent agreement

Cancel
|

i —— — -—

21.8. Add consenter and consent agreement to a file

You can upload a file using the import function or open the organizer view for

an already uploaded file.

When the organizer view opens, you have the option to link a consenter with
an added consent agreement. However, this functionality is only visible to
agreement users or administrators.

Organize item ES -

Alt-text (mandatory) ® Digital consent A

Iklkjlkj

Add consenter.
@ Beskrivning @
2= “\ — Agreements v
e S
Matanariac v

Enter the name of the consenter you want to add to the file. If you get
multiple matches, you can hover over the name to view the associated email

address and any comments.

Alt-text (mandatory) @ Digital consent ~

Iklkjlkj
an

@ Beskrivning @

Annas Andersson

Gurka Gruk | testpapirfly +a@gmail.com, Detta dr kommentaren om Anna,

Click on the name of the consenter you wish to add to the file.
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The next page of the guide displays the active consent agreements
registered in ImageVault. (These are uploaded by an administrator, and you
can learn more about it in the advanced settings section later in the manual.)

If the consenter is already linked to any consent agreement, it will be
preselected, and you can see the status indicated by the color of the icon (1).
If you wish to modify the consent agreements linked to this specific file, you
can remove the already selected agreements and add more (2). Please note
that you must select at least one consent agreement before you can
proceed by clicking on "Continue."

Digital consent s

Select one or several consent agreements

Christmas paper
Digitala avtalet

+ | Facebook L]
Facktidning

+  Instagram

+  Personaltidning [ ]
+ | Sociala medier ®
& Back Continue =

In the next step, you will see the selected consent agreements, and you can
set the validity date by clicking on the calendar icon.
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Digital consent ~
Add expiry dates for consent agreement
(optional)

Facebook
Instagram

June 2023 ~ T &

Su Mo Tu We Th Fr 3Sa

28 20 30 M 1 2 3

I 3 le=
4 5 § 7T &8 9 10
AGL g g2 REN 14 15 1 17 i

cat 18 19 20 21 22 23 24 .
25 26 27 28 29 30 1
Tags

2 3 4 5

(=71
-
==

Clear Today [
Click Done.

Digital consent ~

Add expiry dates for consent agreement
(optional)

Facebook
Instagram
Personaltidning
Sociala medier

€ Back Done =

You are now back in the organizer view and can proceed with your upload.
The consenter has also received an email with a link to the digital agreement

page.

21.9. Edit the link between the consenter and the file

Select a file and click on "Organize". Then, open the "Digital Consent" section.
To view the linked consent agreements, click on the arrow next to the
consenter's name (1). To edit the link between the consenter and the file,
click on "Edit consent agreement" (2). If you wish to remove the consenter
from the file entirely, click on "Delete" (3).
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21.10.

21.11.

Digital consent o ~

Add consenter..

Consenters Consent Agreements
Pernilla Arvidsson 4. 1 X 3
Facebook ]
Instagram 3]
Personaltidning ]
Sociala medier L]

2 Edit consent agreements

Sent a new link to the consent page

If a consenter contacts you because they are unable to access their consent
page, you can easily send them a new link by opening the consenter preview.

Simply click on "Send new link to consent page".

Gunilla Gustavsson =

Consent Agreements
Personaltidning ]
Facebook [ ]
Digitalz avtalet [ ]

|
Comment

testpapirfly+g@gmail.com

e ———

Delete a consenter

Actions
Send new link to consent page
Handle consent agreements

Close

Only users with administrator rights can delete a consenter from the system.

To delete a consenter, follow these steps:

1. Go to the Edit consenter section.
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2. Click on "Delete consenter".

Edit consenter
First name (mandatory) Comment
Gunilla = Add a comment...
Surname (mandatory)
Gustavsson
Email (mandatory)

testpapirfly+g@gmail.com

= Delete Consenter Cancel QEEUEEGEE VT
| |

Since this deletion is irreversible, both for the consenter and the files that will
also be deleted, you will receive a warning to ensure that you do not
accidentally delete them. Once again, click on "Delete consenter" to
proceed. Please note that both the consenter and the files linked to the
consenter will be permanently deleted and cannot be recovered later.

™

Delete consenter

Are you sure you would like to remove consenter Gunilla Gustavsson?
This will erase all related files and information regarding the consenter.
5 files, (of which 3 is published) will be deleted if you choose to continue.

Delete Consenter LIS
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22. Agreement

To work with agreements, your user needs to have the rights of an
agreement user or administrator.

The difference between Digital consents, which also handle a type of
agreement known as a consent agreement, and other agreements is that
consent agreements cannot be managed via digital signing. There are also
additional types of agreements available, which include:

- Concent

- agreement

- Legal obligation

- Protect the registrant’s vital interests.

- Public interest and authority

- Weighing of interest

All users, regardless of their rights level, can see the status of Digital
consents and Agreements directly on the thumbnail in the image gallery.

e If allagreements are denied or have expired, the icon is red.

o If allagreements are approved and within the validity period, the icon
is green.

e If there are only Digital consents and they are awaiting a response, the
icon is yellow with a question mark.

e If there are multiple agreements with different statuses, the icon is
yellow with a warning symbol.

Trysil (1).JPG

o}

Agreement

Mobi
Consent

Digital consent

Bengt Bengtsson

Facebook

Bengt Bengtsson
Instagram

0 Bengt Bengtsson
Personaltidning

a-m-6Bjeal_ Bengt Bengtsson
Sociala medier
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Hover over the icon. In the information that opens, you will see the status of
each unique agreement.

e Red =The agreement is invalid.

e Yellow = Awaiting a response from the consenter. (Applies only to
digital consent agreements)

e Green = Valid agreement. If the agreement has a validity date that
expires within three months, the icon remains green, but a small clock
is displayed instead of a checkmark, indicating that you need to
review the validity date.

Agreement

0 Mobi
Consent
Digital consent

Bengt Bengtsson

Facebook

Bengt Bengtsson
Instagram

Bengt Bengtsson
Personaltidning

Bengt Bengtsson
Sociala medier

You can also see the agreements on the preview on the right side of
ImageVault.
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Information

kiki-siepel-BEwxLSN_bKU-unsplash.jpg

Agreements
Giltigt avtal
Protect the registrant’s vital interests

Digital consent
Elin Eriksson
Personaltidning
Pernilla Arvidsson
Facebook
Pemilla Arvidsson

22.1. Filter by agreement

Agreements are grouped under the "Agreements" tab. If you select an
agreement, all files linked to that agreement are displayed.

& mport files...

Nytt avtal a&nnu en gang - 2022-117-03
0j &j 6j - 2023-02-09

Opera - 2022-06-16

Pernillas avtal t - 2022-711-03

Pernillas consent

Pernillas utan datum - 2022-117-28

Peter@meriworks.se - 2018-04-12 A 4
annie-spratt-hX_hf2IPpU...

Richard@meriworks.se - 2018-04-12

69



22.2. Create agreement

To create an agreement, click on the "+" button in the lower-left corner of
ImageVault and select "Agreement."

Robert@meriworks.se - 2018-04-12

Skapat i organiserarvyn Pernilla - 202...

Create new

Vault
Collection

Category

Agreement

Sort: Newly added firs

In the window that opens, create your agreement by following these steps:

1. Provide an ID for the agreement.

2. Optionally, set a validity date for the agreement. If left blank, the
agreement is valid until further notice.

3. Choose the Legal Basis for the agreement. You can select from the six
reasons for handling personal data outlined in the GDPR.

4. Associate files with the agreement (up to a maximum of 3 files).

5. Optionally, include a link to tools or similar resources that confirm the
chosen Legal Basis.

6. Enter any additional comments or notes related to the agreement.

New agreement

ID * Add file(s) Comment
Enter ID (who / which is the agreem

Valid to Click or drop files here to upload

Legal basis * Add link

Consent Enter link

Cancel

22.3. Edit an agreement

To edit an existing agreement, follow these steps:
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1. Select the agreement from the list.
2. Click on the gear icon associated with the agreement.

Pernillas avtal t - 2022-11-03

Pernillas consent - 2022-12-16
Pernillas utan datum - 2022-171-28
Peter@meriworks.se - 20718-04-12
Richard@meriworks.se - 2018-04-12
Robert@meriworks.se - 2018-04-12
Skapat | organiserarvyn Pernilla - 202...
Test test - 2023-02-07

Testar nytt - 2023-02-13

testavtal3000 - 2022-171-14

+ l:l Sortering: Senast tillagd forst

22.4. Add an agreement to afile.
To add an agreement to a file during organization, follow these steps:

1. Open the file and navigate to the "Agreements" section.

2. Search for the agreement you want to add by using the search field.
M

3. If the desired agreement does not exist, you can create a new one by
selecting "Add new." (2)

4. If you want to assign the same agreement to multiple files, you can
add it in the upper section that applies to all selected files. (3)
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Organize Files

For all items:

Filename

artem-kniaz-RWeO3t9FxG0-unsplash.jpg

Metadata, Tags, Description

Alt-text (mandatory) @

En alt text

@ Beskrivning @

@ Photographer ®

Digital consent v

Agreements 3 v

Categories v

Digital consent v

Agreements ~
Opera 1

Ta

Opera - 2022-06-16

+ Addnew.. 2
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23.

Agreement history

If you are an agreement administrator or administrator, you can access the
consolidated history of agreements for a specific file. To do this, follow these
steps:

1. Select the file you are interested in.
2. Open the "More" menu.

3. Select "Agreement History" from the options.

By accessing the agreement history, you will be able to view a
comprehensive record of all agreements associated with the file.

Size » Orientation » Metadata »

¥ Publish ¥ Download X, Organize ®p Move o Share «s+ More

0) . Versions

Publishes

f“‘\ ]
e

| Agreement history |

Yellow flowers

Agreements and Digital consents are displayed in two separate tables, with
agreements appearing at the top.

The columns for agreements are as follows:
1. Agreement: Agreement ID
2. Type: Agreement type
3. Status: Displays the status of the agreement, which can be Valid,
Invalid, or Removed
4. Valid until: Displays the expiration date if one is specified

The columns for Digital consents are as follows:
1. Digital consent: Name of the consenter and name of the consent
agreement
2. Status: Displays the status of the consent, which can be Valid, Invalid,
Awaiting (if the attendee hasn't responded yet), or Removed
3. Valid until: Displays the expiration date if one is specified.
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Yellow flowers has the following agreement history.

Agreement Type Status Valid to

1 Pernillas consent Legal obligation Valid v
Digital consent Status Valid to
Johannes Johansson - Facebook Valid 2023-06-30 v
Sigmund Svensson - Facebook Awaiting v
Sigmund Svensson - Sociala medier Awaiting R

Close

You can expand the details of each agreement by clicking on the respective
row of the agreement you wish to view.

X
' *;' Yellow flowers has the following agreement history.

Agreement Type Status Valid to

Pernillas consent Legal obligation Valid v

Digital consent Status Valid to

. ——————————————

! Johannes Johansson - Facebook Valid 2023-06-30 ~
i Date Event Actor Status Valid to

2023-05-11 08:16 Consent user approved a Johannes Johansson Valid 2023-06-30

20230511 08:15 Expiration date changed a6 epiadmin Awaiting 2023-06-30

2023-05-11 0814 Agreement added & epiadmin Awaiting

Sigmund Svensson - Facebook Awaiting v

Sigmund Svensson - Sociala medier Awaiting e

Close

If you see the information below indicating that the time and actor are
unknown, it is because these agreements were linked to the file prior to the
implementation of the contract history feature in the system.
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leia-cantin-ghVd3usZiQw-unsplash.jpg has the following agreement history.

Agreement Type Valid to

dan@meriworks se Pratect the registrant’s vital interests vali 2022-11-10

Date Event Actor Valid to

Date unknown Agreement added (& Unknown user vali 20221110

75



24.

24.1.

Video — Create subtitles

To add subtitles to a video in ImageVault, you can use the "Text Track"
feature. You have two options: creating subtitles manually or using audio
analysis to generate subtitles automatically. Please note that this
functionality requires a cloud solution and the inclusion of a separate video
service.

To create subtitles for a video, follow these steps:
1. Select the video you want to add subtitles to.
2. Click the "More" menu.
3. Choose "Subtitle" from the options.

¥+ Publish ¥ Download X Organize ®p Move o Share «s= More

Videos X ’
g Versions
Publishes

Subtities

Wildlife - Copy (2).wmv

Create text tracks manually
To create a new text track, click the “Create new track” button.

Edit Subtitles

MO track exists for the video, Start by creating a
new track

Bautosave m Close

1. Select "Blank track"
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2. Provide a name for the text track and choose the language for the
track.
3. Click "Save changes".

Edit Subtitles

Create new track from

® blank track 1
!'.'IISTII'\? track
Upload subtities

speech to text
Label 2 Language

English v

Disable track

! Beautosave m Close

_ |

1. Click the "+ Add new cue" button.

2. Atext box will open where you can enter the text.

3. The text you type will be automatically added to the text area below
the video.

4. 1t will be indicated that this text will appear in the first three seconds
of the video.
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Edit Subtitles

Track: First track [cc]

0000 frnic is the first text
0030

This is the first text

e T

It is then possible to drag the red slider to preview the video and find the
right moment where you want the text to appear. Once you've found the
desired moment, drag the blue slider of the text box to determine the start
and end time of the text.

Edit Subtitles
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Via the "+Add new cue" or "+ icon", you can add and edit additional text
blocks in the same manner. Once you have finished captioning, click on
"Save" to save your changes.

Edit Subtitles

Track: First track fcc}

0001 i1nis is the first text :
0028

0043 I7nis is the second text
0:07.3

,{(‘., i3 ( _/// |

J-’.'ﬁ;—& *

B

This is the second text

This is the fist text This is the second text I

24.2. Create multiple text tracks

If you want to add more text tracks, you can do so by opening the menu and
selecting "Add New Track" since there is already an existing text track.

Edit Subtitles
[ Track: First track [cc] - ]

(=) First track [cc) i ]
A +F

= Add new track
text [ ]
@ Edit track 4 F

W Delete track

B3 Export subtities

Give the track a title, select the language and save.
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When the film is being viewed, the viewer has the option to choose which
text track they want to see.

CLOSID CAPTIONING

“ttings

Th_is is the first text

24.3. Create new text track based on existing text track

If you only want to modify specific parts of an existing text track instead of
creating a new one, you can choose to start from the existing track. Instead
of selecting "Empty track," choose "Existing track" (1). Then select the track
you want to start from (2). A suggested name will be automatically provided
(3), but you can modify it if desired. After clicking "Save changes," you can
make the desired modifications to the track

Edit Subtitles

Create new track from
O blank track
1 @ existing track
First track [ec]
) Upload subtitles
) speech to text
Label Language

Firsttrack (copy) 3 English

[ Disable track

Save changes [e:Tivsl
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24.4. Speech to text

Via the speech-to-text function, you can generate subtitle suggestions
based on the spoken content of the current video. To do this, select "Speech
to Text," choose the spoken language, and click "Start audio analysis."

Edit Subtitles

Create new track from
blank track
existing track
Upload subtitles

) speach bo text

Mo speech to text track exists. Create one by Input language
selecting input language (oplional) and press

English {United States) -, audio analvsis
Start audio analvsis” English (United States) Start audio analysis

Cancel

The text analysis process begins. During the ongoing analysis, you can close
the dialog and return later to create a text track based on the analysis.

Edit Subtitles

Create new track from

blank track
existing track
Upload subtities
@® speech to text
Audio analysis in progress l
You can wait until the analysis is complete or ciose this dialog and come
Dack later to create a track from the finished analysis

Cancel

The result is a suggested block of text placed on the timeline. By editing the
content of the text track, you can fine-tune it according to your needs.

24.5. Edit text tracks

There are some editing options available for already created text tracks. You
can:

1. Rename the track.

2. Change the language of the track.

3. Disable tracks.

To edit a text track, first select the track you want to edit, and then choose

the "Edit track" option.
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Edit Subtitles
‘ Track: First track [cc] - |

® First track [cc] | |
O Second track [cc] 4T

text | |

=+ Add new track

' Edit track

W Delete track

B3 Export subtitles

You can now make the desired changes. Disabling a track means that it will
not be selectable when watching the video, but it will still be saved in the
system.

Edit Subtitles

Label Language

First track English bl

[CJ Disable track

Save changes Cancel

24.6. Delete text track

To delete a text track, select it from the menu, and then choose the "Delete
track" option.

Edit Subtitles

‘ Track: First track [cc) - |
® First track [cc] [ ]
O Second track [cc] 4 F

=+ Add new track P

B
+ m

[ Edit track
W Delete track

B3 Export subtitles
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24.7. Export text track

Open the menu and select Export subtitles.

Edit Subtitles
‘ Track: First track [cc] - ‘
® First track [cc] [ |
O Second track [cc] 4T
=+ Add new track P u
+

N

[ Edit track
W Delete track

B3 Export subtitles ]

You will see all your text tracks. Select the format in which you want to export

them.
Edit Subtitles
Export subtitles
# Title Language Cues Vit Srt
1 First track en 2 X £
2 Second track en 0 .3 F.3

Cancel

24.8. Import text track

Via the "Upload subtitles" option, you can insert and attach an existing text
file. Click on "Upload Subtitles", select the file, and upload it.
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Edit Subtitles

Create new track from

blank track
existing track
@ Upload subtities

& Upload sublities

speech 1o text
Label Language

Engiish v

Disable track
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25. Advanced settings

In the advanced settings, you can configure various overall settings. You can
access these settings by clicking on "Advanced Settings". If you don't see
this option, it means that your login does not have the necessary permissions
to access and modify these settings.

* Advanced settings g epiadmin

X Delete

Information

The settings are divided into five areas: Global rights, Metadata definitions,
Media formats, Categories, and Digital consent.

Orientation Metadata

Advanced settings

bal righ Metadata definitions Media formats Categories Digital consent

Global Access Rights

q Name I Access |

Flau 1 Anraamante adminictratar
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26. Global rights

Under Global Rights, the different levels of rights are divided for individual
users or groups of users. ImageVault has four different rights levels, which
are:

¢ Administrator: This is a superuser with access to all areas of the
system.

¢ Media format administrator: This role can modify or add media
formats.

e Category administrator: This role can modify or add categories.

e Agreement user: This role can manage contracts and digital consents
for files. An agreement user does not have access to any settings
under advanced settings.

To assign one of these rights to a user, follow these steps:

1. Click on"Add".

2. Type the name or group. A list of users/groups will appear, and you
can select the one you want to assign rights to.

3. Select the rights you want to assign. Click "Add Role". If you want to
assign multiple rights to one person/group, you can do so by
selecting another right and clicking "Add."

4. Once you have finished assigning rights, click "Save".
5. To make changes to a previously assigned right, remove or add more,
click "Edit".
3€
Advanced settings
bal Metadata definitions  Media formats ~ Categories  Digital consent
Global Access Rights
1
Name § Access 1
Dan 2 Administrator hdl Add Role 3
| 4 Agreements user
Category administrator
| | Elev 1 sz*;:II_? format administrator 5
Elev 2 Media format administrator, Category administrator

Note! Users and groups cannot be created in ImageVault. They must be
created in the underlying user system.
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27. Metadata definitions

Metadata refers to the properties or information associated with a file. It can
include details added by the digital camera, such as aperture settings or
flash usage, as well as user-added information like keywords or copyright
details.

Metadata definitions are templates that specify which metadata tags should
be automatically populated during file import, and they also determine what
additional metadata information users can add during the upload process.
These settings can only be configured by administrators.

Advanced settings

Global rights Media formats Categories Digital consent

1)
Metadata definitions . I

Name Description Type
Alt-text Alternative text Text

Anl-ID Anldggnings-ID Text

Tap on Edit to modify an existing metadata definition or Add to create a new
metadata definition. Enter a name and description for the definition, followed
by selecting the data type for the field.

The available data types are as follows:

e Text: aregular text field with a maximum limit of 250 characters.

e Date and Time: for specifying a date and/or time. The server's date
and time format will be used.

e Integer: for numeric values (whole numbers).

¢ Yes/No: for Boolean values, indicating a choice between "Yes" or "No".

e Long Text: a text field with a larger character limit, allowing several
thousand characters.

e Decimal: for numeric values with decimal points.

You can also set a metadata definition to be read-only by selecting the

"Lock" option. Additionally, if you want a field to support information in
multiple languages, you can enable the "Multi-language support" feature.
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Advanced settings

Global rights Metadata definitions Media formats Categories Digital consent

Metadata definitions m
Name Description Type
Text v
Text
Mappings Add mapping (J Read only () Multilingual | Date and Time |
Number !
True/False §
=
Decimal ) ¥
Alt-text Alternative text Text Edit

If you want the information to be directly accessible in the gallery through an
information icon on the file, you can specify which symbol or icon you would
like to be used for this purpose.

Advanced settings

Global rights Metadata definitions Media formats Categories Digital consent

Metadata definitions m
Name Description Type
Text v
Mappings Add mapping () Read only () Multilingual Choose symbol v |
Choose symbol N
Cancel i
0 Warning 1
Alt-text Alternative text Information
Anl-ID Anldggnings-ID @ Stop
Anvéandningsomrade Beskriv filens anvandningsomrade @ Camera

27.1. Add mapping
Use Add mapping to add a metadata tag to the metadata definition.

Mappingi Add mapping

Select a metadata tag from the list and click Add.
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The system will automatically search for the selected metadata tag during
the file import process and add the tag's value to the file's metadata. Click
"Save" to save the new metadata definition or "Cancel" to cancel.

Mappings

BitsPerSample , Exif v

Save Cancel

Note: The available metadata tags for mapping will increase as new media
files containing new tags are uploaded to the system.
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28. Media format

The Media format tab displays a list of all media formats. You can also view
the settings of an existing media format in the list view. Media formats can
be used to ensure that exported media files adhere to specific size or file
format standards.

entation Metadata

Advanced settings

Global rights Metadata definitions Categories Digital consent
1ipg

{
-_ -

Media formats

Name Width Height Dpi Ratio Format Metadata Compression

~
1280x720 1280 720 Web safe Embed Xmp -
200x200 200 200 11 Web safe ~

Click "Change" to modify an existing media format, or click "Add" to create a
new media format.

‘ Name Width Height Dpi Ratio Format Metadata Compression

1280x720 1280 720 ‘ Web safe VH Embed Xmg v

The following properties are displayed:

¢ Name: The name of the format, which is displayed in lists for users.

o Width: The width of the image.

e Height: The height of the image.

e DPI: Dots per inch, representing the image resolution per square inch.

e Ratio: The aspect ratio, calculated as width/height.

e Format: The file format of the converted file.

¢ Metadata: The selected option for embedded Xmp, exporting self-
defined metadata.

e Compression: The degree of compression, applicable only for JPEG or
websafe file formats.

Here are some examples:
e Format Name: "600 * 400"
o Width: 600 pixels
e Height: 400 pixels
e Ratio: 3:2
e Format: JPEG
e Metadata: Selected for embedded Xmp
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e Compression: Not applicable (JPEG or websafe)

In this example, an image with the size of 800 * 600 pixels will first be
cropped according to the ratio setting of 3:2. This means that the height of
the image will be cropped to 533 pixels. Then, the image will be resized to the
specified width of 600 pixels and height of 400 pixels, and finally converted
to JPEG format.

800 px 800 px

<

ﬁl o ﬁl - % -

%{_ __________ i

Storlekséndra 600*400, JPEG 80%
600 px

JPEG 80%
% o

Another example format called "Web" has the following settings:

o Width: 300 pixels
e Ratio: 1:1
e Format: PNG

In this example, an image with the size of 800 * 600 pixels will first be
cropped according to the 1:1 ratio setting. This means that both the height
and width of the image will be cropped to 600 pixels. The image will then be
resized to the specified width of 300 pixels and height of 300 pixels. The
export value for the height is automatically set to 300 to maintain the 1:1 ratio.
Finally, the image will be converted to the PNG format.

91



800 px

600 px

Storleksandra 300*300, PNG

300 px
PNG

300 px

Ratio 1:1

800 px

The available file formats are:

600 px

600 px

600 px

e Websafe: The web-safe format setting retains the original format of a
file, whether it is JPEG, PNG, or GIF. Other formats, such as
Photoshop, will be converted to JPEG or PNG. A CMYK file will be
exported as RGB.

e JPG: The file is converted to JPEG format.

e Tiff: The file is converted to TIFF format.

e PNG: The file is converted to PNG format.

e GIF: The file is converted to GIF format.

e WebP: Provides a compressed file while maintaining quality.

e Original: The file retains the same file format that the original file was

uploaded with

Media formats

Name Width Height Dpi Ratio Format Metadata Compression
1280 720 Web safi v || Embed Xmg
Web safe
§ oo | coe
Tiff

The image compression value is set as a value between 0 and 100 (%). A
higher value will result in a higher-quality image, closely resembling the

original, but with a larger file size. A lower value will yield a smaller file size

but may result in lower image quality due to compression artifacts.
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28.1.

Notel! It is not possible to edit or delete a media format after a media file

has been published with this format.

Export meta data

If "Embedded XMP" is selected under Metadata, it means that the values for
self-defined metadata will be included when the file is downloaded,

published, or shared in the current format.

Note! This feature is supported for JPG, TIFF, and WebP formats only.

ol XMP Metadata Test — O x

Get XMP data

=-imagevault
Metadata = Name: [Alt-text], Type: [String], Value: [Hund med regnbage i bakgrunden.],
Metadata = Name: [Beskrivning], Type: [String], Value: [Hund pa grasmatta som har en magnifik regnbéage i ba
Metadata = Name: [Fotograf], Type: [String], Value: [Lars Dahlin],
Metadata = Name: [Tags], Type: [LongString], Value: [Himmel, Moln, Hund, Natur, Regnbage, Djur],
photoshop
Xmp

X Tabort

Metadata

Anvandardefinierad
Alt-text

Beskrivning

Fotograf
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29. Categories

The Category tab displays all categories, and new categories can be added
by clicking the plus sign below each category column. Subcategories are
only displayed when the main category is selected.

In the example below, "Store" is selected as the main category. Once
selected, you will see the available subcategory options. Clicking on "Retail"
as the subcategory will then display the corresponding subcategories under

"Gallery."
Global rights Metadata definitions Media formats Digital consent
Categories
Hature Pictures
Pernilla
Froducts
Rome
Suppaort
Test
i
ABikdning
Utflyktsomsade
.
+ + +

29.1. Add a main category or a subcategory

To create a new main category, click the plus sign (1) next to the main
category column. Once you've entered the category details, click the "done"
icon (2) to save it.

To create a subcategory, first select a main category. Then click the plus sign
(3) next to the corresponding subcategory level to add a new subcategory.
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Global rights Meatadata definitions Media formats Digital consant

Categories
TTSTOTE FICTOTES "
Pernillz
Products
R
Store
Support
Test
tva
Litiildnin
Utfyktsomrad
e 2 [~
+1 +3 +

29.2. Edit or delete an already created category

To edit a category, hover over its name and click the edit icon. This allows
you to modify the category name.

To delete a category and its subcategories, click the X icon next to the
category's name.

Products
Rome
Store X &

Suppaort

29.3. Add category outside of advanced settings

If you're a category administrator, you can choose a quicker way to add a
category instead of accessing the advanced settings. Click the plus sign at
the bottom of the interface and select "Category". This will open the
category tab directly from the advanced settings
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Gunilla@meriworks.se - 2022-04-21

Onanamime

Create new

Vault

Collection

Matannry
Laleqory

Agresment

e-201804-12
.5e-2018-04-12

-201804-12

s.se- 2022-06-17

6.se - 20150412

nn - 2N22-11N3

Sort: Newl
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30.

30.1.

30.1.1.

Digital consent

Your organization has the option to utilize digital consents for consent
agreements. Digital consents allow the consenter of an agreement for a file
to digitally sign the agreement, eliminating the need to manually upload a
signed agreement for each individual consenter. The consenter will be
presented with a digital consent page where they can view the status of their
agreements.

To enable this functionality, specific settings must be configured. These
settings can be accessed under "Advanced settings" and can only be
modified by individuals with administrator rights.

Advanced settings I
Global rights Matadata definitions Madia formats Categories )

! |

*‘ Email messages ‘.;F.'I'.l!"gﬁ Consenter E
]

a

| Consent agreements

Title Status Archive Show archived agreements

Facebook Active W Archive ':",
—_ |

Consent agreement

Under the "Consent agreements" tab, you will find a list of existing consent
agreements that can be optionally connected to a consenter by a contract
administrator. The agreements are sorted in alphabetical order by name, and
it is not possible to change the sort order.

By checking the "Show archived" checkbox, only the archived consent
agreements will be displayed. Archived agreements are no longer available
for selection by a contract administrator.

Please note that once an agreement is archived, it cannot be selected by a
contract administrator.

Create new consent agreement

1. Click the "Create new" button.
2. Enter the name for the consent agreement. This name will be
displayed when associating consent agreements with digital consent
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and will also appear as the contract name on the digital consent page

for the consenter.

Upload a PDF file (only PDF format is allowed).

4. After clicking "Save," the consent agreement will be saved and
immediately appear in the list. It is mandatory to provide both the
name and the PDF file, so the "Save" button will only become active
once these parts are completed.

O G D =1 0 Email messages Settings Consenter

New consent agreement

w

Title * Add pdf file =
Facebook 1 Upload pdi
Cancel

Note: Please do not close the tab before the upload is complete.
Otherwise, the agreement will not be accessible or readable to the

consenter.
gitle * Add pdf file =
Facebool Avtal 1.pdf > Remove
Cancel | <>

30.1.2. Archive a consent agreement

To the right of each consent agreement, you will find the "Archive" option.
Click on it if you want to archive the consent agreement.

Consent agreements

Title Status Archive Show archived agreemenis
Facebook Active W Archive
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It is possible to reactivate the consent agreement by choosing to only view
archived agreements. When viewing archived agreements, the "Archive" link
to the right of the name will be replaced with the "Reactivate" function.

Consent agreements m

Tithe Status Reactivate () show archived agreements
Dhgitala avtalet W Archived W8 Reactivate
Faceboaok W Archived W Reactivate

30.1.3. Edit a consent agreement

To edit a consent agreement, click on the name of the agreement. If no
consenters are linked to the agreement, you can edit both the name and
upload a new file. However, once a consenter is linked to the agreement, you
can only edit the name and not the uploaded file.

30.2. Email messages

Since the Digital Consents feature sends emails to consenters with a link to
the agreement, there are settings related to the content of these emaiils.
There are three different types of emails depending on the purpose of the
email sent to the consenter:

1. Consent request: These texts appear in the first email sent to the
consenter, requesting their consent.

2. Email reminder: You can set up a reminder to be sent to a consenter
who has not responded. In this case, the reminder email will contain
specific text addressed to the consenter.

3. New login link: If a consenter requests a new login link, an email will be
sent containing the text specific to generating a new link for the
consenter.

All three types of emails include a subject line, a message body, and the text
for the button that leads to the digital consent page. There are default texts
provided, but you have the option to customize these texts according to your
organization's needs.

99



Consent agreements Ssttings  Consenter

Email reminder Subject
New login link Medgivande for media i ImageVault
Message
B I UV %

Du har blivit inbjuden att lamna medgivande for media i ImageVault
Falj lanken nedan for att godkénna eller neka ditt medgivande.

Bution text

Enrtest till madnnarsidan

If you have made changes to a text and want to revert it back to the original
preset text, you can click on "Reset to default text". This action will restore
the original text for the email you have currently opened. It's important to
note that only the text of the specific email you are working on will be
restored, while any changes made to other texts will remain unchanged.

Button text

Fortsatt till medgivarsidan

Reset to default text

30.3. Settings for automatic e-mails

Here, you can configure settings related to the emails sent to the consenters.
You can specify:

1. The validity duration of the link included in the email. This determines
how long the link will remain active and accessible to the consenter.

2. The frequency of email reminders, if you choose to send them. You
can define how often the reminder should be sent to the consenter
who has not responded.

3. The maximum number of reminder emails to be sent. You can set the
limit on the number of times the reminder email will be sent to the
consenter.

By adjusting these settings, you can customize the behavior and timing of
the emails sent as part of the consent process.
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Conzent agreements  Email messages Consenter

Automatic emails

Link is valid Remindars are sent Maximum no. reminders

1 Day 1 W Daity 2 W 1 3 R

Reporting of media usage

Fersonal data controlier Reporting frequency

pemilla@papirly.com Never A

30.4. Media usage reporting settings

A file cannot be used if the consenter has not responded, denied consent, or
if the consent date has expired. In such cases, you have the option to
configure an email notification to be sent to the personal data controller
regarding these files.

The reporting frequency determines how often the email notification is sent
and can be set as follows:

e Daily: The email will be sent every day at 8 a.m.

o Weekly: The email will be sent every Monday at 8 a.m.

e Monthly: The email will be sent on the first day of each month at 8 a.m.
¢ Never: No email notifications will be sent.

By selecting the appropriate reporting frequency, you can control the
frequency at which the personal data controller receives notifications about
files that cannot be used based on consent agreements.

Consent agreements  Email messages Consenter

Automatic emails

Link is valid Reminders are sent Maximum no. reminders

1 Day “ Daily v 1 W

Reporting of media usage

Personal data controlier Reporting frequency
pernilla@papirfly.com Mever W
Save settings

The email provides a summary of the number of files that are being used
illegally, along with a link to the full ImageVault report page.
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B magevault

&€ Import files...

1

a2

B Digital Consents

All unauthorized published media

30.5. Consenter

On the digital consent page, you have the option to display a custom text.
There is no default text provided, but you can write your own text under the
"Consenter" tab.

Consent agreements  Email meszages  Setfings PEsl

Consenter

Text for the consenter page
Mormal % B I U © s
Welcome

Below is an agreement regardning how you agree to allow us to use images in which you participate.
You can deny or accept each separate agreement.
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31. Administration of vaults
Any user with sufficient permissions can add or modify vaults.

31.1. Create new vault
To create new vaults, the user needs to be an administrator.

To add a new vault, click the plus sign in the bottom left of the main page and
select "Vault."

Gunilla@meriworks.se - 2022-04-21

Create new

Vault

Collection

S
Lategory

b.se - 2015-04-12

Agresment L
Finn - 20721112

Sort: Newl

Give the vault a name. If you check "Enable traceability during publications,"
it will be mandatory to provide a reason for each download or action
performed on the file. This helps in tracking the whereabouts of the files
more effectively.

Drientation N EELEE]

Create new vault

Name

Access rights Metadata definitions
ki ﬁ

Sweden

Description

Trace file usage on publish (required) l

Under the Access Rights tab, you can grant additional users access to the
vault. You can assign different levels of rights to these users within the vault.
Please note that users who are administrators always have access to the
vault.
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The available levels of rights are:
e View: Users can view and use files within the vault but cannot add or

remove files.
e Contribute: Users can upload files, delete files, and modify metadata

within the vault.
e FullControl: Users have complete control over the vault, including

uploading files, deleting files, and changing vault settings.

To remove a user's access, simply click on the Remove link next to their
name.

General Mccess rights Metadata definitions

Add user of group

L. Enter name or group

¥ho has access

Name | Access rights [ Remaove
Pernilla@papirfty.com View w REMOoVE .
Contribute
FullControl

Under the Metadata Definitions tab, you can specify which of the available
metadata definitions (defined in advanced settings) should apply to this
vault. If you select the "Required" option, the specified metadata must be
filled out in order to save in the Organize dialog.

Create new vault

Salect global metadata definitions

Use the administration dislog Advanced settings fo create and edit global metadata definition

bol  Description Required
eq
Altarmnative text Teut
Anliggnings-1D Text

=
8
w
E
|
il

Baskriv filens anvananingsomride Text

ng Blir harvudrubrik vid Ferhandsgranska | ImageVault media galler Text
vning @ Blir berdttande text i ImageVault media galleri Long text
Text
Boolean True/Fals
-
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31.2. Edit an existing vault

To make changes to an existing vault, select the vault and click on the gear
icon at the bottom.

TanzaniaTour2022

Testvalv Firefiox

Testvalvet

Trysil
Valvet
Video

+ 0o Sort: Newly

31.3. Delete a vault

To delete an existing vault, open it for editing.
Click the Delete button.

Note! All files in the vault will also be deleted.

Sverige

m Access rights Metagata gefintions
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32.

32.1.

32.2.

32.3.

Collection
Only administrators can create or edit collections.

Create a collection

Create a new collection by clicking the plus sign at the bottom and selecting
"Collection."

Gunilla@meriworks.se - 2022-04-21

Create new sa-2018-04-12

Vault -2018-04-12
Caollection

5.58- 20220617

e L se - 2018-04-12
Agreement

Finn _ 2022_.11.N2

Sort: Newl

Name the collection a and select Save.

New collection

Enter a name for the collection.

Winter

Cancel EEEVEE 5]

Edit a collection

To rename the collection, select the name, and then click the gear icon. This
will open the same dialog as when you created the collection, allowing you to
make changes to the collection's settings.

Delete a collection

If you delete a collection, only the collection itself is deleted. The files you
added to the collection are not deleted. To delete a collection, select the
collection you want to delete, click the gear icon, and then select "Delete".

106



33. Administer users

When ImageVault is set up, a "superuser" with administrator rights is created.
The login credentials for this user are provided upon the installation and
handover of ImageVault.

33.1. Create a user

To create new users, click register new user in the dialog to log in.

)

Imagevault

Name, password and email address must be entered, as well as verification
that itis not a robot.

Join imageVault

Register user

Username Email

NewUser Newuser@gmail.com

Password Confirm password

The username must be at least 3 charscters long

I'm not a robot S .
wCAPTCHA The password must be at least 7 chavacters kong

Register
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Created user has no permissions, this is set by administrator.

33.2. Edit your user login

The user can edit their user by clicking on their name in the upper right and
selecting Edit user.

Pemilla@papirfly.com

Pernilla@papirfly.com
Pemilla@papirfly.com

You can change your email address and password.

Edit user

Edit user Current password

External logins New password

Repeat password

34. Log out

To log out, click on the user icon in the upper right corner, accompanied by
clicking Sign out.

Pemilla@papirfly.com

Pernilla@papirfly.com
Permillag@papirfly.com
Edit user
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35.

35.1.

Appendix |, Connection to Optimizely
Introduction

This manual is written when you have Optimizely CMS 12 installed. If you have
an earlier version of Optimizely, the functionality that is described here
available, but may look a little different than in the pictures in this manual.

To be able to use the connection with ImageVault, an account in Optimizely
with edit permissions is needed. This account must also have rights in
ImageVault.

Basic knowledge of how to create and edit pages in Optimizely is also
required. More information about page creation and editing can be found in
the Optimizely editor manual.

It is also possible to open ImageVault via Optimizely. It gives the user the
opportunity to work in ImageVault and to administer its content without
having to leave Optimizely. Click on the menu in the upper left of Optimizely
and select ImageVault.

CMS 5 Admin Visitor Grouy

=

Insert media files from ImageVault

ImageVault is integrated into Optimizely and can be used in place of
Optimizely's built-in image management feature. ImageVault also offers
several new page properties for viewing images.
ImageVault can be used to publish media files in:

e aplain text editor.

e inthe Media page property.

e ina Mediablock.

The visual appearance of a page for the Media objects varies greatly
between installations due to extensive configuration capabilities in
Optimizely. However, the method of adding or modifying media files will be
identical to the description below.
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36.

36.1.

Insert and edit files in the text editor.

The editor is a plain text field that can hold both text and images.
Place your cursor where you want to insert the picture, and click the Insert
button.

Main body (&

Paragraph hd B I S 8 R BEFHi=
el ©) o

11
11
Il
v
hil

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed quis ligula vestibulum diam
malesuada congue. Morbi molestie congue cursus.

Etiam ullamcorper ex purus, id faucibus quam elementum sit amet. Nunc ut diam
Now ImageVault will open.

Unlike when working directly in ImageVault, the Publish menu item has now
been replaced with Insert. This is because ImageVault is aware of that you're
from Optimizely. Select the picture you want to insert and click Insert. The
selections you see work just as they do in ImageVault, you choose the format
you want, you can choose to click the Edit icon if you want to change the
image's slicer before inserting it into Optimizely.

Size » Orientation » Metadata »

® lnsert ¥ Download X, Organize ®p Move o Share s+ More

Select format... Wildlife wmv

Original
1280x720

200x200 cindy-chan-1D_QE7gj4-4-unspl..

500 bredd, 16:9

500, hojd, 16:9 3 ?1:’. ‘ saikrishna-saketh-yellapragada...
500X500 1:1 :

snnyANN

The image will be inserted on the page. The image size can be changed after
placement. Use the image editor described below.

Note! Avoid resizing the image directly in the text field. This may distort
the image and will not change the image size. Instead, use the ImageVault
image editor.

Image editor
Select the imported photoone and press the Edit button.
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Main body (@
Paragraph v B I & REH&E 2
el ® &'

1—

iii
i
liil
Iiil

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed quis ligula vestibulum diam
malesuada congue. Morbi molestie congue cursus.

When the image editor is opened, the image is displayed according to the
cropping and zooming previously done.
You can edit the file the same way you can do in ImageVault.

Edit file

Width Helght
500 cO> 281

Press the OK button to commit the change or Cancel to cancel.



37. Insert and edit files in the page property Media

The Media page property is a page item that can be used to add a media file.
To this page property it can also be added the ability to view different files in
different channels. What a "channel" is can be completely different
depending on the configuration that your Optimizely is built for. For example,
it can be different pages that are aimed at different target groups, but it can
also be, as in our example below, different devices.

Click the plusicon or Insert New File to add a media file.

500x500 with mobile channel 300%300 (2)
Display Channels

maobile

Insert new file

ImageVault opens. You select the file you want to import and click Insert, just
like when you insert a picture into the text editor. If you have channels
associated with the property, the image is downloaded to it as well.

The file can be deleted by selecting Clear file.

500x500 with mobile channel 300x300 @
Display Channels

mobile

€ Remove file ’ Edit file ' ’ Insert new file

If you want a different file in the channel property, you can replace it by
hovering over the image. Click Replace.
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500x500 with mobile channel 300x300 )
Display Channels

mobile

Remove file ‘ ‘ Edit file ‘ ‘ Insert new file

ImageVault opens and you select the file you want. When you're back in
Optimizely's interface, you'll now see that you have different images in
different channels.

500x500 with mobile channel 300x300 (?)
Display Channels

mobile

Remove file ‘ ' Edit file | | Insert new file

To edit the image in the Media property, click the Edit button.
If you want to edit the image in the channel, hover over the image and select
Edit.

500500 with mobile channel 300300 (&)
Display Channels

Replace

mobile

Remove file ‘Edilfile ‘Insennewfile
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38.

Insert and edit files in a media block

Many users of Optimizely work with different block types when building up
their pages. This can be a good idea to do as you want to reuse the same
information in several places but only have one place to update. ImageVault
has therefore created media blocks for this purpose.

It is the developer of your Optimizely page who creates the configuration of
the appearance of the block, so possibly your blocks will look different from
those in the image below.

The functions of a block are the same as in the Media property.

You both create and edit the file in the block associated with ImageVault in
the same way that you work with any other block in Optimizely. In the
example below, the block has been opened for editing. To publish the
changes you made, click Publish changes just as you do with the other
blocks.

Personalbild x

SquareMedia (&)

‘ Remove file ‘ ‘ Edit file | ‘ Insert new file

Publish Changes Cancel Save
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39. Optimizely Gadget

In Optimizely there is a feature called Gadget. ImageVault has built a gadget
that is possible to activate, and you will then get another way you can add
images. You can use this way to add images to the Media property and to

Mediablock.
To display this gadget, click on the icon that opens the gadget surface in
Optimizely.
O
1 Mo changes to publish | Options ‘ | M| |

You can search for the file you want to use either through free text search
and/or categories. The categories are the same categories you have in
ImageVault.

5 @

v ImageVault media

‘ | jo ‘ | Categories (0) v | ‘E‘

On your thumbnails, you'll see the same information icons you see in
ImageVault.

v ImageVault media

jo ‘ [ Categories (0) v | \E\

| Y $
/ ""?.,‘ iy

- WA gfm b \#

()



You can preview the file by clicking on the magnifying glass. Then you can
also see all the information that is on the file in ImageVault by hovering over
the preview.

hv ImageVault media v ImageVault media

‘ Searct 0 ‘ | categories (0) ~ | \z\ Search P \ \_Categories () V»‘ |E|

System
AreaOfinterest Yes
FileSize 1096268
ImageWidth 2848
ImageHeight 4288
FileExtension jpg

Click the file you want to use and drag it to the surface of the Media
Property. If it is a block you want to add the image to, you need to open the
block first, so you reach the surface for Media.

E= || + || View || © Preview || EE |

v ImageVault media
Start > Pernillas trdd > Om oss > Autosaved 12:59 Undo?
[ Mediasida

N P | [categories @ | [x]
- mobile $ i gs X
¥ =
}
-,

‘ © Remove file ] ‘ Edit file ‘ ‘ Insert new file ‘

FreeFormatMedia (&
Display Channels

& )

mobile
Insert new file
TextSection
Paragraph v B I S B8 I E = e
0 K g

iii
i
Iiil
i}
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Appendix II, koppling till SharePoint

40. Start

Via SharePoint, you can add and edit files that are stored in ImageVault

directly within a web part.

If you want to open ImageVault without adding a file to a web part, you can

access ImageVault through Settings. Select Site contents and then

ImageVault.

Installningar

SharePoint
Add a page
Add an app
Library settings
Site settings

thor ~ N\

Site permissions
Site usage

Select ImageVault.

Contents | Subsites

. Name Type
i} Documents Document libra
O Form Templates Document libra
] Site Assets Document libra
B Style Library Document libr:
M Events Events list
] ImageVault Connect QA App
O Site Pages Page library

Pernilla Arvidsson { PA :I

Yy

ary
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Click on Open UL.

Return to SharePoint Information

Welcaome to ImageVault Connect for SharePoint

Visit the configuration page as an administrator to set up ImageVault settings.

ImageVault Ul

Wisit the ImageVault Ul to upload and manage your images.

Open Ul

App usage

* Add AppParts to your pages.
* Modify AppPart settings and select a datascurce from ImageVault.

About

* Version: 1.3.4.629
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41.

41.1.

Insert files from ImageVault

ImageVault is integrated into SharePoint and offers several web parts for
displaying images.

ImageVault can be used to publish media files in the web parts ImageVault
Image, ImageVault Gallery, and ImageVault Slideshow. The visual
appearance of a page, for the web parts, varies greatly between installations
depending on SharePoint's extensive configurations. However, the method
for adding or modifying media files will be as described below.

ImageVault Image
ImageVault Image is a web part for managing images or videos.

Click on Choose image to add an image or video. This will open ImageVault.

Select the file and click on Insert.

@ ImageVaUIt Q Search files

Size » Orientation » Metadata »

& Import files... * nsert ¥ Download X Organize wp Move

michael-niessk-_.
B Categories (I Extended search

jo,

] Alpint

[[] Boats " o, —
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When you're back in SharePoint, you will see the image you selected. On the
image, you will also see various buttons and icons with different functions.

Save the file by clicking on the Save button.

If you want to replace the file, click on the New Image button.

You can fill in an alt-text if you want.

If you want to edit the image, click on the editing icon.

You can delete the selected file by clicking on the delete cross icon.

oR WD

41.2. ImageVault Gallery

The ImageVault Gallery web part is used to create a gallery of multiple
images or videos.

1. You can select images either manually or by filtering.
2. There is also an option to change presentation settings.

1
Choose files manually Choose files by filter

41.2.1. Settings
Under the gear icon, there are some settings you can adjust for your gallery.

1. The name of the gallery.
2. The desired size for each image
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41.2.2.

41.2.3.

41.2.4.

Personalization

Gallery description 1
A

Show advanced settings

Gallery image width

175

Gallery image height

175

Choose files manually

If you want to manually select your files in ImageVault, click on the Select
files manually button. ImageVault will then open, and you can choose the
files you want to add to your gallery.

Choose files via filtering

If you choose to use filtering as a selection method, you can choose which
files to include in the gallery based on vault, category, or free-text search, or
a combination thereof.

Editing Image gallery
In the gallery you can:

Edit the image.

Remove a specific image.

Add an alt-text.

Add more files.

Remove all files.

. Save

You can change the order of the images by dragging and dropping the
image to the desired position instead.

oA W

-

Alt text

Add more files Remove all files Choose files by filter
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41.3. ImageVault Slideshow

Via the ImageVault Slideshow web part, you can easily create a slideshow.
The file selection works in the same way as in the ImageVault Gallery, as
mentioned above.

Just like with the gallery, you can make settings by clicking on the gear icon
in the top right corner.

Random Order

Random Order means that all files will be presented once in random order
until every file has been presented once. Then the presentation starts again
and selects randomly again.

If Random Order is not selected, the presentation will follow the order in
which the files are defined.

Display Time
Display Time refers to the duration that each file is presented, in milliseconds.

Animation Speed

Animation Speed determines how long it takes to transition from one file to
another, in milliseconds. A name for the slideshow can also be provided.
Animation Type

Animation Type cannot be selected in this version.

Personalization

Slideshow description

Functionality

[l Random order

Show advanced settings

Animation
Slide duration (ms) Animation speed (ms)
5000 1000

Animation type

Default v
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Appendix lll, Connection to Office

42. Introduction

ImageVault connection for Office is an add-on service designed to make
your entire image library available in Microsoft Office. In a simple and
convenient way, you can insert your images into ImageVault directly into
your Word or Powerpoint document. The search function makes it easy to
find the images you are looking for and through one click you have the image
in your document.

Files are presented in a side panel and can be selected via category and free
text search.

a

ImageVault Connect for O... ~ X

Text text text Welcome @
Search ategories

Text text

Text text text

42.1. Preview the file

You can see some information about the file directly on the thumbnail. You'll
see the same icons there that you see in ImageVault. If you hover over the
icon, you will see the information.
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Show 100 v

Photographer

Pernilla Arvidsson

The preview will then open in the ImageVault panel.
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If you hover over the file when it is in the preview mode, you can see the
metadata on it in ImageVault.

saikrishna-saketh-yellapragada-DyDR800Ozu

NA-unsplash.jpg

Id 29604
Date added 2023-02-23 at 11:03
Added by Epiadmin
FileExtension Jpg
FileSize 4.54 MB
ImageWidth 6000
ImageHeight 4000

42.2. Insert the file into the document
Set the mouse pointer in the document where you want the file to be

inserted.
Then hover over the file and select Insert.

. NAS—
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Appendix IV, koppling till Adobe

43. Start

ImageVault integration for Adobe is an additional service developed to make
your entire image library accessible within parts of Creative Cloud. In a
simple and convenient manner, you can insert your images from ImageVault
directly into your InDesign document or process files from ImageVault in
Photoshop.

The search function makes it easy to find the images you are looking for, and
with a single click, you can have the image in your document or available for
editing.

Files are presented in a sidebar panel and can be filtered by category and
free-text search.

To use the integration with ImageVault, you need an account in ImageVault
tologin.

You can find the plugin via Window - Extensions - Imagevault.

Window Help [ 100% ~ ‘@~
Arrange
Workspace
Find Extensions on Exchange...

Articles

CC Libraries

Colour

Control Ctri+Alt+6
Editorial

Effects Ctrl+Shift+F10
. Extensions CC Libraries
l Info Fa ImageVault

Interartive

Click Add now.

Farg Fargrutor Owvertoningar

ImageVault

All categories

ImageVault information not foun 1 (Add now?)
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Fill in the URL (1) for ImageVault and click on Login (2).

&.

Settings

ImageVault URL | nttps:/ivStest imagevautt.app
+/ URL OK: ImageVault v5.26.183.0

Lixg in

If you are already logged in to ImageVault, you will directly see your files.
If you are not logged in, a window will open where you log in with your
ImageVault user credentials, and then you will see your files in Adobe.

43.1. Infoga bilder fran ImageVault i InDesign

Files are presented in a sidebar panel and can be selected by category and
free-text search.
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¢ ImageVault

X Naturbilder > Blommor,vaxter,trad Djur Frukt Hav Land

X T % E

Date added descending Displaying 34 files of 34
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Select where the file should be inserted, and then click on Insert for the
current file.

¢ ImageVault

All categories

Through Preview, you can get a preview of the current file. When hovering
over files, metadata and other information about the current file will be
displayed.

¢ ImageVault

All categories

Lilleman.jpg

Id 4875
Date added 2018-08-29 at 11:29
Added by Epiadmin
FileExtension Jpg
FileSize 428.60 kB
ImageWidth 2048
ImageHeight 1365

User defined
Anvdndningsomrade Lars Dahlin

129



43.2. Arbeta med bilder fran ImagerVault i Photoshop

Files are presented in a sidebar panel and can be filtered by category and
free-text search.

ImageVault

All categories

x Photoshog

When a file is selected, three options are presented:
Preview: Preview the file.

Open: Insert for editing.

Place: Insert the file as a new layer.

O Utbildning

Preview _

Open Place

-
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After editing, you can choose to save the file locally in the usual way or sync
the edited version back into ImageVault.

ImageVault

Allcategories ~ | O Utbidning

Sync with ImageVault

Yes, continue to upload media as a new version

A All published references will be replaced with this version!

Sync media

| &

Syncing means that a new version is saved in ImageVault.

Filnamn

Vattentomet jpeg

Vattentomet jpeg

+ Ligg till ny version

den~ av
2171eee6-ed8b-4548-
1-01-25 10:43:
2021-01:261045:49 a158-eca350892165

2021-01-2510:21:36  epiadmin +/ Anvind denna

Stang
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Appendix V, Connection to SiteVision

44. Introduction

To use the connection to ImageVault, an account in ImageVault is needed to
log in to.

Basic knowledge of how to create and edit pages in SiteVision is also
required. More information about creating pages and editing can be found in
SiteVision's editor's manual.

If you are not logged in to ImageVault when you want to access the images, a

link to activation will appear. Click on the link and you will be taken to an
ImageVault login box. Now the connector is ready to use.

45. Insert file from ImageVault to SiteVision

1. Stand on the page in SiteVision that you want to insert the file on.
2. Click the Modules menu in top and select ImageVault asset.

7’ . A v

Modules

mageVvaun

mage and media -
f | » T i ‘
mneracti » e sid
Tempial > g€ uploac
Social media > age vau
Jher > mageVault Asset
ledia
Drafts » ostca
indom imag
5e1 more modules
Vick
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In the module that opens, you will now see the files stored in ImageVault (1).
You'll see the same information icons on the images that you see in
ImageVault. If you hover over an icon, you will see the information as a
tooltip.

When you select a file, a preview of the file opens on the right (2).

Click OK to insert it into the page in SiteVision.

245t cateno . m Selected asset

Asmal Floeers, pots, Yeos Lanoscase Ses @Remne B F

1

3

If you have several similar files and you want to see metadata about the file
to choose the right one, you can hover over the preview. This will display the
file's metadata.

Lilleman.jpg
id 4875
ImageVaultMediaGallery
Uploaded 2018-08-29 13:29:46
Uploaded by epiadmin
Content type image/peq
Categories Djur, Naturbilder, Dyur, Nature Pictures, Animal

System

FileExtension jpg
FileSize 438884

imageWidth 2048

ImageHeight 1365

User

Anvandningsomrade Lars Dahlin
Benamning Dansk Svensk gardshund
Beskrivning Lilleman
Benamning 2 Dansk-svensk gardshund ar en hundras fran Da
nmark och Sydsverige Den ar ung som sjasia
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46. Filter and search
You have the option to filter the files using the categories found in

ImageVault (1).
You can also search free text in the search field (2).

Select category v Lileman 2 @
.ﬁ.nimal Flowers, plants, trees Landscape Sea

47. Features
There are several features you can use before inserting to adapt it to the
purpose you want to present.

47.1. Format
It is possible to choose a predefined format for the current file, selectable
formats are those created in ImageVault.

Selected asset

® Remove  EEdit | @ OpenimageVault

- Format Width Height Auto crop
Héjd 500 16:9 \ | 889 px 500 px 16:9
[ ___ U —_— _

If you would rather edit the format yourself, click the Edit button.
You can now crop your file. It is possible to zoom in and out, choose which
part to use. When you're done, click OK and the selected crop will be saved.

134



Crop and resize asset

47.2. Open ImageVault

47.3.

To open ImageVault, click the Open ImageVault button. ImageVault will then
open in a new browser tab.

Selected asset

@ Remove T Edit | ¢* Open Imagevault

Format Width Haight Auto ¢
Hdjd 500 16:9 v 889 px 500 px 16:9

Connect/add texts to the file

You have the option to both merge text that is already on the image in
ImageVault or choose to add your own texts.

To retrieve already registered text, select which field in ImageVault you want
to retrieve the text from (1). You will see the text on the right (2).

Instead, if you want to type your own text, select Set Custom (3).

Alternative text (alt text)

© Get from metadata in selected media
User - Alt-text v 2
© specify custom 3

Alt-fext
Dog, laying on a blanket

Media caption (displayed below media)

© Get from metadata in selected media

User - Information
O specity custom

Captlion
Dog, laying on a blanket
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47.4. Media interaction

With the help of Media Interaction, you can control whether the published file
should be clickable, and what should be the outcome.

Media Interaction

On mouse click
Do nothing
0 Page in SiteVision
/Meriworks Externwebb/Dolda sidor/Safari x| [

© Custom URL

www.imagevault.se

47.5. Media optimization

If you use Media Optimization, it is possible to control so that the file does not
load until it is to be presented and that you can optimize the presentation for
small / retina screens.

Media optimizations

Load if needed (for media that are not seen until the user has scrolled)

Cptimize for small/retina screens (use srcset)

47.6. Media format for puff

Wanting a special format for a puff, you can choose a predetermined format
here.

Media format for puff

Format Width Height Auto crop
200x200 1:1 v 200 px 200 px 11
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47.7.

48.

Insert video
You'll see on the file's thumbnail if it's a video via the icon that illustrates
Video.

In editing mode, one can then cut the current video, to change its start and

stop.
For video files, there is no option to merge alt text or media interaction.

Remove afile

To remove afile that is associated with the page in SiteVision, double-click

the file on the page in SiteVision.
Then select Remove. You just remove the file from the page in SiteVision, the

file remains in ImageVault.

Selected asset

@ Remove | BLEdit e Open Imagevault

Format VWidih Haighit
HGjd 300 16:9 ¥ 569 px 300 px
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49.

49.1.

Appendix VI, Connection to WordPress

Introduction

To use the connection to ImageVault, an account in ImageVault is needed to
login to.

Basic knowledge of how to create and edit pages in WordPress is also
required.

If you are not logged in to ImageVault when you want to access the images, a

link to activation will appear. Click on the link and you will be taken to an
ImageVault login box. Now the connector is ready to use.

8

Imagevault

Username
Password

W Remember me

Login

Insert files from ImageVault into WordPress.

On your page, insert a new block.
To get in touch with ImageVault, click the Insert or + icon.

| Insert |

Search in the usual way in ImageVault via categories and/or free text search.
Select the current file to insert and click Insert.
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! T~

-
2549 H2. PG

-.
Via the editor, the image is edited to the desired size and which part to use.

Edit file

If you want to change the file, click Insert and add a new file, do you want to
edit again, click Edit, when you feel satisfied, publish.

‘ Remove H Edit l| Insert |

If the file is a video, you can edit the start and stop to choose to publish a
specific part of the current video.
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50.

51.

Appendix VI, ImageVault Media gallery

Introduction

ImageVault Media Gallery is an add-on service developed to make selected
parts of your image library publicly accessible. Via the administrator
interface, it is possible to easily control the visitor's rights, from just being
able to watch the content to downloading and sharing the content.

As a visitor, you can select what is to be presented by using categories and
or free text search on e.g. metadata. Visitors can collect more filesin a
selection and download these or post on social media, (Facebook, Twitter or
LinkedIn)

The same possibility exists on individual files.

The interface
The visitor to the gallery has certain features they can influence:

1. The presentation can be sorted alphabetically by file name or last
uploaded in ImageVault.

2. Itis easy to choose the size of presented files.

3. Through the choice of category, one can filter which files are
presented.

4. Free text search can also be used without a combination of category.

Welcome to our gallery of nature photos!

Here are a number of nature pictures from our elongated country.
For the pointer over the image, a short description is presented, click on the image and a more detailed description is presented

3

saarch images 4 Q Categories v
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51.1. Presentation of the file

Clicking on a file opens a presentation where you can see information and
categories associated with the current file.

Sakta sénker sig solenneroch @O0 ®
skapar en magisk fargpalett.

Fotograf: Lars Dahlin
Beskrivning:

Tags:

Description:

Categories: Naturbilder, Hav

[ i) &, Medium (1000x750) | & Large (2000 x 1500)

If a file has positioning in its metadata, the Show on map function lights up
and it is possible to get a map indicating where the photo was taken.

e Sakta sanker sig solenneroch @O OG
ITADBIN 232001 E skapar en magisk fargpalett.

Wiew larger map

Fotograf: Lars Dahlin
Beskrivning:

Anker Bay Dokos @ ’ Tags:

Description:
Categories: Naturbilder, Hav

-+

—
Google
Karfommandan  Karidata 82023 Arvindardllkor  Reppartera cft karsfel
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52. My selection

In My Selection, a visitor can collect multiple files to work with.

To add files in My Selection, the visitor can either click on the heart in the
upper right corner that appears when you hover over the file or click the Add
to my selection button that is visible when you preview the file. File found in
My Selection gets a red heart as an indication.

C2.jpg

Fotograf: Lars Dahlin
Beskrivning:

Tags:

Description:

Categories: Djur, Naturbilder, Djur

add to my selection @ &, Small (800 x 532) &, Medium (1000 x 665) &, Large (2000 x 1329)

When the visitor clicks on the My Selection button at the top right, all files
selected by the visitor are displayed.

The functions that you have made available to the visitor in the administrator

interface can be applied to all images in the gallery and to each individual file
by previewing the file.
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My selection

This is your selection of photos.
Here you collect a number of pictures that you want to download or distribute.

Download all to one zip file

I e N T v oo OO @

C2.jpg 00006

Fotograf: Lars Dahlin
Beskrivning:

Tags:

Description:

Categories: Djur, Naturbilder, Djur

add to my selection @ &, Small (800 x 532) &, Medium (1000 x 665) &, Large (2000 x 1329)

52.1. Remove files

If the visitor wants to delete a file from My Selection, there are several
possibilities.

When the visitor is in the gallery, the function is the same as when the file
was added, i.e., click on the heart that appears in the image or on the button
Remove from selection when previewing.

If the visitor is in My Selection, the function is available either via the delete
button on each individual image, or on the button Clear my selection.

Files are only removed from My Selection, they remain in the ImageVault
Media Gallery.
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53.

53.1.

53.2.

53.3.

My selection

This is your selection of photos.
Here you collect a number of pictures that you want to download or distribute.

Download all to one zip file

&, Large Clear My selectlon Share My selection: o o @ @

_ﬂ

Features to use for the visitor

It is you as an administrator who decides which features should be available
to a visitor. You can read about how to do this in the administrator section of
the gallery later in the manual. Here we go through how the visitor can use
the features.

Create a shareable link

The visitor can choose to create a link to share the images. Works both for
individual files via Preview and for all content in My Selection.

X
C2.jpg 0000
Fotograf: Lars Dahlin
Beskrivning:
Share on social media
If the visitor wants to share a file, or the entire selection, on social media, the
visitor can click on the sharing icons for the respective social media. The
icons are available both on each individual image at preview, or at the top of
My Selection if you want to share the entire selection.
X
C2.jpg 000
Fotograf: Lars Dahlin
Beskrivning:

Download files

It is possible to download files, either one by one via preview, or all in My
Selection. You get to choose from three different predefined formats.
Downloading all files results in one .zip file.
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My selection

This is your selection of photos.
Here you collect a number of pictures that you want to download or distribute.

ownload all to one zip file

mm Share My selection: oo@@
Y L . .
Downloading is protected by the fact that conditions of use must be signed
off.

Itis free to download and use our images.
However, the source must ALWAYS be stated if the use involves public publication.

54. Administrate ImageVault Media gallery

The administrator interface is protected by login. When installing, a
superuser is defined who is used to log in the first time.

epiadmin ‘

........

() Remember me

Note! Don't forget to click Save at the bottom when you make any
changes to settings.
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54.1. Logo

It is possible to connect any logo that is desired.

Logotype

/Content/images/imagevault-logo.png

A imagevault

54.2. Collection

The files that appear in the gallery are the files that the administrator in
ImageVault has chosen to put in different collections.

You choose which collection to download files from. The names you see here
are the same names of the collections in ImageVault.

Collection
Demo v ‘
No collection
 pemo
| Julkampanj

Nya samlingen
Pernillas samling
Publika bilder
Vinter
Vinterkampanj

|‘ Winter

54.3. Metadata displayed to the visitor

When the visitor hovers over an image, a text is displayed. That text retrieves
the setting from Image Description in search results.

Image description in search results

Ben&mning (User) v

Segelbatar, Solnedgang, Hav
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For the Title and Description displayed during preview, connect existing
metadata definitions from ImageVault where its content will be presented as
Title and Description in the preview.

Header Description

Rubrik (User) ~ Beskrivning (User) ~

| Igelkotten Igge | O

| En inspirerande sommarbild fran en sprudlande sommar. |

Information: Testar globalt granssnitt.

Kommentar: Detta ar en test av det globala granssnittet som Vast
Sveriges turistrad har bestallt.

Fotograf: Lars Dahlin

Varning: Far ej anvandas fér kommersiellt bruk

Categories: Djur, Natur, Sommar

In Metadata to display you select which metda data to be presenedt in the

preview.
Metadata to display
Alt-text (User) - Fotograf (User)
Anl-ID (User) Beskrivning (User)
Anvandningsomrade (User) Tags (System)
Benamning (User) Description (System)

Bildtext (User)

1

Boolean (User)
Brand (User)

BrandMaster, Business Area (User)
v

4 »

Igelkotten Igge O

En inspirerande sommarbild fran en sprudlande sommar.

Information: Testar globalt granssnitt.

Kommentar: Detta &r en test av det globala granssnittet som Vas
[Sveriges turistrad har bestallt.

Fotograf: Lars Dahlin

Varning: Far ej anvandas for kommersiellt bruk

Categories: Djur, Natur, Sommar

54.4. Categories

In Categories to display you select which categories should be available to
filter files with.
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Categories to display
Alpint - Djur
Boats Naturbilder
Butik
Champange

ett

I

Flowers
FOI
Fordon

Kalmar <

54.5. Map

To initiate the map function, latitude and longitude values are selected.

Latitud Longitud
GpsLatitude (Gps) l GpsLongitude (Gps)

Latitud referens Longitud referens

GpsLatitudeRef (Gps) v GpsLongitudeRef (Gps)

54.6. Language

You can choose between Swedish or English as a language. Auto provides
browser language.

Available languages

‘ English v ’

Auto
Swedish

English

54.7. Available features for the visitor

There are a number of checkboxes that control how a visitor can use the
content, from just being able to watch to downloading and sharing the

content.
Allow video download Allow images to be downloaded
Show"My selection” Show share buttons
Require login to mediagallery [ Delete recipet when downloading

[J Prevent search engines from indexing the gallery

Image format, here are defined the formats that should be possible to
choose when downloading.

148



Image format
Name Width Height Ratio(w:h) Format Quality

Small 800 600 WebSafe ~ 100
Medium 1000 1500 WebSafe v 100

Large 2000 15000 WebSafe v 100

54.8. Instructional texts displayed to the visitor

There are several texts that are displayed to the visitor. You can change
these texts to suit you and your organization. The texts are:
1. Conditionally, this text is displayed when a person downloads a text if
you have chosen for receipt to be displayed.
2. My selection, this text appears at the top of the My Selection page.
3. Cookies, when a visitor enters the gallery for the first time, this text is
displayed.
4. Home page, displayed at the top of the gallery.
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HTML texts

Terms of use - English
[ 4 P4 =3

A Normaltext- || Black- || Bold | ffafic | Undedine | Small || €6 || il

It is free to download and use our images.
However, the source must ALWAY 5 be stated if the use involves public publication.

My selection - English

A Normaltext- || Black- || Bold | ffabic | Underine | Smal || 46 || iE = |2 & | £ || E

This is your slection of photos.
Here you collect 3 number of pictures that you want to dewnload or distribute.

Cookies - English

A Nosmal text - Black - Bold | falc | Underdine | Small (14 m = I T Vd {3

A cookie is 3 small text file that the website you are visiting requests to be saved on your computer.

Cookies are used on many websites to give 3 visior access to various features.
You can use the information in the cookis fo track how users browse.

Start page - English

A Normaltext- || Black- || Bold | ffafic | Undedine  Small || 46 || im | = |k | & | £ || B

Welcome to our gallery of nature photos!

55. Require login
If you want sign-in protection for the gallery, you can do so by first creating
users under the users and permissions tab. Click Create a user.
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meriworkssystemtest General settings Settings for ImageVault Users and permissions & epladmin

User
Permissions

Username Settings ImageVault connection Permissions

epiadmin v v v

Gunilla@meriworks.se v v
Lars@meriworks se
LarsD
Pemilia

If the user should only have login to the gallery, do not give the user any
administrative rights.

New user

Username

epiadmin

Password

Repeat password

The user shall have the right to administer
[J General settings

[J Settings for ImageVault

[J Users and permissions

Cancel Create user

You then need to check require login to the media gallery.

Allow video download

Show"My selection™

Require login to mediagallery

[J Prevent search engines from indexing the gallery

mA_ . N_a4_ a4 ®r_ __w___
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