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Introduction

Welcome!

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

Manual conventions

Certain typographic conventions are used in this manual.
Running text is presented in the Gill Sans font. Notes, tips and warnings are presented in
bold.

Note! A note highlights important information.
Tip! A tip contains an advice or an easier way to do something.

Warning! A warning highlights that a problem that might occur and how to avoid it.

Manual instructions

This manual is divided into two main sections. The first section gives a comprehensive
description of how ImageVault is functioning and how to find your way in the user interface.
The second part will contain a number appendix describing ImageVault connected to other
systems.

Relation to other manuals

This manual is sufficient reading for the average user of the standalone version of
ImageVault, or ImageVault connectecto other system.

However will a training course provided by Meriworks be recommended.

Documentation aimed towards installation and development is only available online. The
online documentation for ImageVault can be found online at http://www.imagevault.se.

Authentcation

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

© Meriworks AB 7
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Start

To be able to use ImageVault an account with view or contribute permissions is needed.
When logged in will ImageVault Ul with functionality based on rights for actual user be
avaiable.

8

Imagevault

W Kom ihig mig

ImageVault functionality

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

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

ImageVault helps file categorization by allowing users to add properties to the uploaded
files. This is metadata in the form of categories and metadata fields which makes it much
easier for other users to find and use the uploaded files. User access is controlled by vaults.

Below follows a short explanation of some of the key features in ImageVault 4.0.

Vaults

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

Categories

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

© Meriworks AB 8
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2.1.3. Metadata
Metadata are additional information fields that can be added to files. This can for example
be the name of the photographer or an additional description of the file. Metadata can
also be information stored in a file like ITPC or EXIF data.

© Meriworks AB 9
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2.2. Login

Browse to the start web address supplied by site specific documentation or your system
administrator to start ImageVault. Login with the credentials supplied by your administrator.

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

© Meriworks AB 10
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3. User interface

3.1.

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

Activity area File display

rm

rm
]
-
-
-
]
L]
]
-
]
-
]

rm

Settings Category, Batch operation Inforrfiation/
library and Metadata
agreements

Main user interface

User interface overview

File display area

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

Activity area

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

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

Category and library area

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

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

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

Settings area

The settings area holds buttons for adding vaults, modifying categories and sort order.
Vaults are described more in chapter 3.1.2 “Vault selection”. More information about
categories can be found in chapter 18.4 “Categories”.

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

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

Categories

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

Categories

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

Categories should be used to group files that share a common property. Multiple categories
can be combined to further narrow the search result.

© Meriworks AB 12
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Select a vault by activating the library tab and select the vault. All images in the selected

vault will be displayed.

The current vaults name will be displayed at the top of the file display area.

Selected

Bimagevault e 5

6 import files... 6 Download 4* Organize

CATEGORIES

& Al ltems

By vault 1
quuH 2
Vdult 3

Selecte

Current vault

Selected vault

To display the contents of all vaults select All items. This will display all files currently in
the system that the user has access to. This is also the default setting when a user logs

into the system.

Display

& Al items

Vault selection

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

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

users.

© Meriworks AB 13
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3.1.3. File preview

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

F—-w'
H1.JPG X

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

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

If the previewed object is a video, you can play and pause using the Spacebar-.

© Meriworks AB 14
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3.1.4. File information and metadata

File information and metadata for a selected file will be displayed in the information area.
File information will typically be image height and width, date of upload and current vault
name.

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

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

Metadata

Information

File information and metadata

© Meriworks AB 15
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4. Importing files

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

n Import flles...

Import file button

4.1. Upload

Vault

alartinn lict

Import files
[ o To: : Demouser

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

Filename

“

Size Status

@Addfiles | # Start upload 0Ob 0%

ﬁ By uploading you certify that you own all rights to the content or that you are authorized by the owner to make the content publicly available on YouTube,

and that it otherwise lles with the YouTube Terms of Service located at http://www.youtube.com/t/terms

Cancel

Add files button

Import files guide

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

Press the Add files button and select files from your local computer or network.
Several files can be selected at once by using the normal operating system file
browser. The files are added to the file selection area. This area will display the file
status, where 0% represents that the file has not been uploaded yet and 100%
represents that the file is uploaded to the server. The minus sign can be used to
cancel the file upload for each the selected file.

© Meriworks AB 16
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Filename

IMG_01B1.JPG

(3 Add files || 4 Startupload
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Size Status

721 KB % @

721 KB %

Start upload button Upload status Cancel

File upload

Press the Start upload button, once all files are selected, to initiate the file upload.
A progress bar will show the file upload status during upload. All files status
counters should change to 100% once the file upload is complete.

Tip! Browsers supporting HTML 5 allow you to drag and drop files as a
complemt to the ‘“Add files” button.

4.2. Organizing files

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

metadata.

Cancel

Organize uploaded files

Organize your uploads

For all items:

Name

A2jpg

ﬁ Cancel and delete files

Adding category and metadata

© Meriworks AB

Metadata Catogories

@ Cafjcel and delete flles

Metadata

@
o
i}
Q
=
i
v
4

Nyckelord Categorles

Hous, Square Select categoifes -

» [l Djur

+ M Fordon

W Bilar
W Lastbilar
B Svriga fordon

W Traktorer

W Test1



i< 1magevault

ImageVault | User Manual

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

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

Organize your uploads [ = |

Upload list

Muittiple files upload list

© Meriworks AB 18
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The Organize upload page can be used in several ways. It is possible to add
metadata and categories to all files listed in the upload list at once by using the
menu buttons Metadata and Categories at the top of the page, rather than adding
the information to one file at a time.

Metadata button for Categories button
all files for all files

Organize your files

For all items: Metadata s

Keyword

Dog. Black

Keyword Categorles

Square In old town. Select categories v

Organize upload
If an individual file needs specific information, it is easy to change this in the upload list.
Adding metadata and category information to all files simultaneously during import is a

time saver, since common properties can be added to all files and then fine-tuned for
some of the uploaded files, if needed.

Press Save to complete the upload or Cancel and delete to cancel the upload.

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

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

© Meriworks AB 19
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5. Search

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

5.1. Category search
Using the category selection should be used as first selection. Select one or more
categories. Each selected category search will be presented in the file area. The displayed
files will have all selected categories as properties.

CATEGORIES Allitems Vehcie'® [Prvaiacar®) Clear all

Category search

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

all to remove all search parameters.
Category and free text search can be combined. Each search parameter will be listed after

each other.

© Meriworks AB 20
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Free text search

The search bar is located at the top of the user interface. Input a search phrase and press
enter. The search uses automatic wildcards meaning that a search for the word “field” will
also find files tagged with “fields”. A free text search is the fastest way to find a specific file
if the file properties is known beforehand.

Note:
If a search engine is connected to ImageVault could search phrase and signs be combined

to get different outcome, i.e. ImageVault installed in Azure.

| Between two words will find all files with one of these words, (same as no sign between

words).
volvo | suv will find all files all files with Volvo or suv (same as volvo suv)

All items Voo lsuv

+ Between two words will find all files with both of these words.
volvo + suv gives all files all files with Volvo and suv.

© Meriworks AB 21
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- In front of second words will find all files with first word and without second word.
volvo -suv gives all files all files with Volvo and not suv.

All tems [VoRG=HE

* After word will find all files starting with word.
tra* gives all files all files starting with tra, i.e. tractor, transport.

Biifirman & %

© Meriworks AB 22
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“string’’ Will find all files containing exact string.
“NPU-582"’ Will find all files containing exact string NPU-582.

jo,

~» Publish ) Download 4* Organize (3, Move «f Share eee More

Bilfirman [Mpu-S582"

() Possibility to create more complex search phrase.
volvo + (suv sedan) Will find all files containing volvo and suv or sedan.

Biifirman | Voivo - suv sedan) *

© Meriworks AB 23
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5.3. Search scope

M All items

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

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

Note! Search will be conducted in the current vault!

© Meriworks AB 24
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6. File download

6.1.

Files can easily be downloaded and converted to predefined formats.

Download & conversion

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

iﬂ |mOgeVOUH Search any metadata.. jo

A Import files__. »% Publish 0 Download #* Organize

Download button

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

~¥ Publish 0 Download #* Organize Q Move < Share esee More

SELECT FORMAT...
Original
Small webb

TestGifFormat
200x200

200x200 Ratio 1:1

Download format presets

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

Note! The administrator can setup additional conversion formats.

© Meriworks AB 25
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7. Organize files

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

& imagevault Search any metadat 0

&) Import files... © Download  4* Organize

Organize file

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

Organize your file [ save |

Keyword Categorles

Square, House, Well Select categories

Name

Square

Save Cancel
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8. Move files

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

@ |mogeVOUH Search any metadata Q

& import files... o Download #* Organize G Move

Move file

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

#°* Organize [ Move

SELECT VAULT...

Vault 1

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

9.1.

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

Create share

Select a file in the file display area by single click and

press the Share button.

m ImOgeVOUH Search any metadata... jo

&3 Import files_.. ~ pPublish @) Download 4* Organize (3 Move «§ Share
Share file

A list of the available media formats is displayed.

SELECT FORMAT...

Original
200x200

Ny 200x200

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

Create Share

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

Cancel ﬁ

. =N -——_J

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

‘ Create Share

Your share 1s now avallable at
htpimagevaultlocal/imageVaulvshares/raj7 2teeh
and 1s filed under "Example share™.

—

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

Close the dialog by clicking Close this window.

View shared files

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

Bimagevault

EXAMPLE SHARE

A £
© Download file

Download share as a zip file

The resulting share
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Tip! The download button is displayed when hovering over the thumbnail.

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

Note! For shared pages to work for everyone, ImageVault must be reachable
over the Internet. This may limit access to shared material, for example when
using intranets. Contact your network administrator for more information.

Managing shared files

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

Shared file

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

Transport.jpg

[# View Shares

id
Vault
Date uploaded

Uploaded by
Categories
File Extension
File Size
Image Width
Image Height

View Shares
View Shares is used to manage current shares.

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

“ Industri.jpg Is Included In the following shares: E
' 4w

® My shares All shares

Name Date ~ File count Created by

Arendenummer 9968 2014-09-04 & epladmin Copy link e

Till reklamiyra 2014-09-02 2 epladmin Copy link @
Remove selected shares [Re=IE]

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

I W Industrijpg Is Included In the following shares: E
4 =

My shares (@ All shares

I Name Date » File count Created by
Arendenummer 9968 2014-09-04 8 epladmin Copy link @
Nyhetsbilder v37 2014-09-02 & Adminisrator  Copy link Q]
Till reklambyra 2014-09-02 2 epladmin Copy link Q]
Remove selected shares [SCIE]

All shares

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

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

9.4. Remove share

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

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

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

I H Industrijpg 1= Included In the following shares: E
4 n

My shares @ All shares

I ¥l Name Date » File count Created by
¥  Arendenummer 9968 2014-09-04 epladmin Copy link @
< Nyhetsbilder v37 2014-09-02 Administrator Copy link e
¥ Till reklambyra 2014-09-02 epladmin Copy link @

Remove selected shares RS0l

Remove share

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

10.1.

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

code.

Create external link

~ Publish @.Beumised

SELECT FORMAT.

Original
200x200

200x200 11

200x200 2:1

300x300

300x300 1:1

400x400

Edit file

Link and embed code

A

X/IMG_4594.jpg

<Img sre="http2/lvSga.azurewebsites netpublishedmedia/f7okd23
122hsp23|gkmx/IMG_4594 |pg” width="2448" height="3264" ait=""

© Meriworks AB

Select an object and click on Publish.
Choose wanted format.
(Only available for pictures)

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

External link is
created by click
on Publish
(Create link

/f70kd23r22hsp23jgkm

or..) button.

Copy embed code:
Copy embed code.

Show link and embed code:
Show URI and embed code,
where embed code is possible
to rewrite.

o [ R ——___ Copy link:

Copy link, URL.
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10.2. Editor

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

Use handle to crop.

Use slider to zoom.
It’s possible to
set the values
for With and
Hight directly in
the fields.

Ll N
/\ P e

2137 o0 1603 | o
/ -—

Ratio locked.

By default, the ratio locked, and
the ration cannot be changed.
Rati locked
atlo fmlocke Clicking the ikon will enable the
user change both size and ratio.

Width Height
100%

1652 co2 2139 0%
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If selected object is a video, it’s possible to cut and use part of video. NOTE: This will not
change original video stored in ImageVault.

Editera fil

€ 000027 P 00:00:24

4 00:00:03 P
> — 00:00:30
00:00:03
Publicera (skapa lank och inbaddningskod) [N

- Adjust finely
4 oo00:03 B AdiUSt a / \
| 2 _ \ « 000027 P 00:00:24

00:00:30

Adjust finely

00:00:03

By grabbing and drawing the handles it’s possible to adjust start and stop position of the
video. By using the fine controls you can adjust by seconds. Time for start and stop, actual
and total length will be presented to the user.
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I 1. Version control

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

I'l1.1. Working with versioning

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

& Add new version

File name ~ Date L by e

10/3/2016 9-11:32
926_IMG_2988-klapphuset |pg AM epladmin

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

Above the list there are column headers that may be used for sorting the list. Just by
clicking the desired header, the list will be sorted by the content of that column. A second
click on the same header will reverse the ordering.

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

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

[1.2. Adding a new version

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

© Meriworks AB 36



i< 1magevault

ImageVault | User Manual

I Add new version

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

Drop afile here or click 1o select a
file to upload.

Cance!

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

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

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

I1.3. Categories

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

| 1.4. Metadata

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

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

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

12.1. Present usage

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

INFORMATION

58_IMG_7653.JPG
id
Vault
Date uploaded

Uploaded by
Categories
File Extension
File Size
Width

Height

Published on

http://ivSepisiteedge.azurewebsites.

Share (included ineshare) (3)

Publish (external link) (1)

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

58_IMG_7653.JPG exlsts In the following publishes Search for publish E
Published on - Information Created Format Size
1: Publish (extzrnal ink) " Meriwaorks Facebook 2017-06-09 12:51 Jpeq (800px *860px) 0
2: Share (Included In share)  To the printing firm Show 3 formats
3: hups:/demo Imagevaultse/ ' Utbildning - SlideMediaL st Show 4 formats

Examples of possible publishes could be:

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

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

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

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

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

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

or not.
General Access rights Metadata definitions
Name
Arch '\-'§|
Description

Force user to specify where

published files for external link and
embed code will be used

Trace file usage on publish (required) 4
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|3. Information icons
It’s possible to mark files in ImageVault with one or several icons containing information.
When the user places the cursor over an icon the defined information will be presented.

Three different types of icons exists:

o
Information: o Warning:@ Stop: @

ple:

For exam

Information

Although dogs look very
different from people,
they share many of our
body’s characteristic
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[3.1. Define icon

When defining a metadata type it’s possible to connect an icon. The icon is selected from
 Advanced settings

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

Global rights Metadata definitions Media formats Categories
Metadata definitions ﬁ
NAME DESCRIPTION TYPE
Informatien Information Text
Read only Multilingual | Information A

Mappings Add mapping

Choose symbol

ﬁ iy Warning

Information
Stop

[3.2. Define text

. . . #* Organisera
In the “Organize dialogue ,- you can add your preferred text manually for the
symbols.

Organize your file Cance

o Information Categorles

Although dogs look very different from people Sefect categones M
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4. Working with several files simultaneously

It’s possible to work with several files simultaneously, and all features are available
If files are in the same vault, or All items chosen, mark files and chose feature. If files are
in different vaults, mark files in the current vault and collect these in the batch area.

|4.1. Mark several files

It’s possible to mark several files in a few different ways:
I: Press Ctrl key and click on files to mark them. (For Mac cmd ke
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14.2. Adding files to a batch area
I: Click on Add to batch.

Uilang=en

2: Drag files down to batch area.

4.0f 51 file(s) selected + Add to batch

14.3. Clear batch

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

24 of 51file(s) selected == Add to batch ¥ Clear batch

Q o o
C .
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5. Collections

Only users with administrator privileges can see and use collections.

Collections are a number of files that stick together where content could come from
different vaults. A collection will act as a foundation for what’s presented in ImageVault
Mediagallery.

Collections will be find direct under vault structure.

&3 Import files

LIBRARY

o B

F
|
Bc
B o-

To add more files, repeat.
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To remove files from a collection, mark files and press Remove from collection.
Note, files will be removed from collection directly without any approval. File(s) will only
be removed from actual collection, not from ImageVault

¥ Remove from collection

INFORMATION
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6. Agreements

Via Agreements it’s possible to connect a consent or similar to a file in ImageVault. An
agreement can be find via search for Id or content within field Comment.

An agreement can be connected to one or several files, and a file can be connected to
one or several agreements.

An icon will indicate that a file is connected to an agreement.

Different color will indicate status of agreement:

Green: Valid agreement without restriction

Yellow: Valid agreement with restriction less than three months
Red: Not valid agreement

Agreements are collected under tab AGREEMENT. While marking one agreement all
connected files will be presented.

AGREEMENTS Lars@meriworks se - 2018-04-12
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When marking one file, all connected agreements will be presented under Information.
Click on one agreement and a dialogue for editing actual agreement will show up.

INFORMATION METADATA

274 5594 BW7B1881.jpg
Id
Vault

Date uploaded

Uploaded by
Categories

Agreements

Thorbjorn@

File Extension

File Size

Nebstulirmmn E
r

i Width
Height

Published on

https://ivStestepiLazurewebsites.net/
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16.1. New agreement
To create a new agreement, click on + and choose Agreement.

CREATE NEW

Vault
Collection

Category

Agreement

This will initiate dialog for create new agreement.

ID Connected foundation as file Comments
New agreement

iD* Add flle(s) Comment

Lars@meriworks.se Lars will figure only at the intranet|

Click or drop files here to upload

e
=B .
Consent Lars Dahlin.pdf 01MB) X

Add link

Valid to

2018-12-31

Legal basis *

Consent www.consentLars@meriwgrks.se

Legal basis Last date of validity

ImageVault | User Manual

Connected foundation as link

ID: Unique id for actual agreement, searchable, mandatory.
Valid to: Date that state latest validiti. If no date, agreement will be valid ongoing.
Legal basis: Swedish ”"Dataskyddsforordningens” six reason for handling of personal data,

mandatory.
Consent v
Agreement

Legal obligation

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

Add file(s): Connect up to three files that will act as foundation for legal basis.
Add link: Connect link to tool or similar that will act as foundation for legal basis.
Comment: Field for comments, searchable.
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16.2. Edit Agreement
Agreement can be edited via mark actual agremeent and choose E

16.3. Connect files to agreement

To connect files in ImageVault, open tab Agreement in Organize and choose
agreement(s), possible both at import file and afterwards via mark file(s) and initiate

Organize.
Organize your file B o
Categories
Select categories... -
Agreements

Search agreement.

B Dan@meriworks.se - 2018-04-12

Name

286_1BW7B2137 |pg B Johan@meriworks.se - 2018-04-12

B Johanna@meriworks se - 2018-04-12
B LarsB@meriworks.se - 2018-04-12

B Mathias@meriworks se - 2018-04-12
B Peter@merivorks.se - 2018-04-12
B Richard@meriworks. 04-12

B Robert@meriworks s - 2018-04-12

B Thorbjér@meriworks.se - 2018-04-12

Add agreement

Open drop down Agreement and choose agreement(s) to connect to actual file.

' i i i i
It’s possible to create a new agreement within same flow via at the

bottom of the list.
Via For all items it’s possible to connect several files to the same agreement(s) in one

sequence.

s aas b |

LFc:r all items: | Categories s
Agreements =

Search agreement...

B Dan@meriworks se - 2018-04-12

e
-
- B Jchan@meriworks se - 2018-04-12
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|7. Delete files

To delete a file, simply select the file by a single click on the file icon in the file display
area. Press the Delete button located at the top right of the screen.

Delete button

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

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

Milton_Cruz.jpg

Delete Cancel
Delete file user dialog

If several files are marked they will be presented as a list. File used will be indicated and
there will occur a possibility to exclude file from delete.

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

_ -sa_C1180 jpg

Milton_Cruz. jpg

” IMG_5773.jpg Remove from selection

1 This file is published and will no longer be visible if deleted.

%_ GG_-_Copy_-4-_-_Copy.jpg Remove from selection
- = |

! This file is published and will no longer be visible if deleted.

ﬂ 58_IMG_7653 jpg Remove from selection

1 ' This file is published and will no longer be visible if deleted.

Delete Cancel
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|8. Advanced settings

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

Advanced settings

Smagevault

Advanced settings

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

Advanced settings

Glebal rights Metadata definitiens Media formats Categories

Settings
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18.1. Global rights

The global rights setting tab lists the access rights for all administrators in the system.
ImageVault uses three different administrator levels. These are administrator, media
format administrator and category administrator. The administrator holds the most
privileges and is a super user. The media administrator can only modify or add media
formats and the category administrator can only modify or add the categories.

Advanced settings x

Global rights Metadata definitions Medla formats Categorles

-
Global Access Rights | Add
NAME ACCESS
Usar 1 Administrator Edit
User 2 Administrator Edit

A
User 3 Medla fermat administrater, Category administrator Edit v

Global access rights

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

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

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

Advanced settings x

Global rights Metadata definitions Media formats Categorles
>4
Global Access Rights | Add
NAME ACCESS
-L Administrator ﬂ Add Role

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

ACCESS
| Category administrator ¥ ] Add Role

Add and remove roles

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

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

|8.2. Metadata definitions

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

Metadata definitions are templates that define what metadata tags should be read

automatically during file import or what additional metadata information that can be
added to a file by the user during upload.

Advanced settings x

Global rights Metadata definitions Medla formats Categorles
Fa
Metadata definitions | Add |
NAME DESCRIPTION TYPE
AltText Text Edit
Desecription Text Edit
A
v
Metadata

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

ﬁ - [ Multilingual

New metadata

The following types are available:

Text A normal text field with max 250 characters

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

True/False A Boolean value

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

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

Add mapping

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

| Aperture , Iptc ﬂ Add

Add metadata

Select a metadata tag from the list and press Add to add the metadata.
It is possible to add multiple metadata tags, but the first tag that is found within the media

file will be added to the metadata for the file. The picture below shows an example with
multiple tags. The system will not look for the brightness tag if the aperture tag is found.

Aperture , Iptc, * ¥ Brightness , Iptc, ® FTLR Tl

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

Note! The selection of metadata tags available for mapping will increase when new media
files, which contain new tags, are uploaded to the system.
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18.3. Media formats
The media formats tab lists all media formats. It is also possible

ImageVault | User Manual

to see how an existing

media format is setup in the list view. A media format can be used to easily make

exported media files comply with a standard size or file format.

Advanced settings x

Glebal rights Metadata definitions Medla formats Categorles
oy
Media formats | Add |
NAME WIDTH HEIGHT DRI RATIO KEEP RATIO FORMAT
Super conversion 400 Yes Original Edit
600x400 600 400 32 Ne Orlginal (100%) Edit .
v

Media formats

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

Media formats

NAME WIDTH HEIGHT DPI RATIO KEEP RATIO FORMAT
™ | Websafe & !
Add media format
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The following properties are displayed:
Name  The name of the conversion setting

Width  The width of the image
Height  The height of the image

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

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

See examples below:

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

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

800 px 800 px

600 px 600 px 533 px

K_ __________ i

Resize 6007400, JPEG 80%

600 px
JPEG 80%

400 px

Image conversion 600400

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

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

800 px 800 px 800 px

600 px 600 px 600 px

K________

Resize 300°300, PNG

300 px
PNG

300 px

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

The available file formats are:
Websafe The websafe format setting will keep the original format for a file if it is
jpeg, png or gif. Other formats, i.e. Photoshop, will be converted to jpeg or png. A CMYK
file will be exported as RGB.

Jpeg The file is converted to jpeg
Tiff The file is converted to tiff
PNG The file is converted to png
GIF The file is converted to gif

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

+ Websafe o
Jpeg
Tiff
Png
Gif
Original

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

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

Note! It is not possible to edit or delete a media format once a media file has
been published using this format.
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18.4. Categories

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

Main category Second level sub Third level sub

Advanced settings

Global rights Metadata definitions Mediq formats Categorles

Categories
s =S " . T - IR e - el e e
Business
Animals
Food
Technology

Nature

|
|
1
|
|
|
1
|
|
|
1
|
|
1
=

Add main Add second level

Add third level sub
Categories

18.4.1. Rename or delete a category

Select a main category by clicking on the category name. The category will become
highlighted. Either press the x to delete the category or press the page symbol to edit the
name. Change the name and commit the change by pressing the check mark symbol.
Cancel the operation by pressing the x.
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Animals

Edit category

Commit Discard

. 1
Animals 1
Save or discard category change

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

18.4.2. Add main or sub level category

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

18.4.3. Add a category from the main user interface

Categories can also be added by pressing the plus sign at the bottom left side of the main
page.

Sort: Newly added first +

CREATE NEW
Create category

Create new category

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

Organize your uploads @ Cancel and delete files

For all items = Metadata | Categories

T 7* Title Categories
" R - Field Select categories <
Description
Beautiful field @ Business
» @ Animals
» @ Food
» @ Technology
B Nature
y Select categories..

ﬁ Cancel and delete files

Add category
Add

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

All users with sufficient privileges can add or modify vaults.

19.1. Add vault

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

Sort: Newly added first +

CREATE NEW

Category

Create new vault

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

General Access rights Metadata definitions

Name

Description

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

access rights.

General  Accessrights  Metadata definitions
Add user or group
Who has access
NAME ACCESS RIGHTS REMOVE

Vault access rights

The user or group name can be added as a partial name. The system will automatically

make a wildcard search based on the added name and present matching users or groups

as a dropdown menu.

Select a suitable access right in the dropdown menu.

Who has access
None

MNAME Wiew REMOVE
Contribute
Uszer + FullControl Remove
Add user

The following settings are available:

None No access

View See content, but not add

Contribute Upload content, delete content and modify metadata

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

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

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

General  Accessrights  Metadata definitions

Select global metadata definitions

Use the administration dialog Advanced settings to create and edit global metadata definition
NAME DESCRIPTION

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

Create the vault by pressing the button Save and close.

Modify Vault

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

Sort: Newly added first +

en Vault 1
:n Vault 2

+ | %

Modify vault

This will open the vault settings.

General  Accessrights  Metadata definitions

Name

Vault 2

Description

N S—

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

modifications.

Add user or group

Who has access

NAME ACCESS RIGHTS REMOVE
User FullControl 14 Remov

Vault access rights

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

Vault 2 x

General  Accessrights  Metadata definitions
M
Select global metadata definitions |
Use the administration dialog Advanced settings to create and edit global metadata definition |
NAME DESCRIPTION TYPE REQUIRED ||
|
O AltText String [m] |
|
® Number of downloads Integer =] |
|
[ Description LongString =] |
|
[0 Favourite Boolean =] |
|
by
™ Photographer String =]
 Name String B

S

P ——
Delete this vault Save and close
"

Vault metadata

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

Press Save and close to commit the vault modification.

A vault can be deleted by pressing the Delete this vault button. All vault content will also
be deleted.
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20. Collection administration

Only users with administrator privileges can add or modify collections.

20.1. Add collection

Add a new collection by pressing the plus sign on the bottom left side of the main page.
Press Collection.
PE—

CREATE NEW
Vault
Collection

Category

This will start the collection creation guide.

New collection 1
Enter a name for the collection.
MName of your collection
Cance

20.2. Modify collection

Select an existing collection in the collection list. Press the cogwheel symbol located at
the bottom left of the screen. There is possibility to change name or delete collection.

Edit collection

Enter a name for the collection.

New collection
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21. Signing out from ImageVault

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

Sign out from ImageVault
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Appendix I, connection EPiServer

22. Start

22.1.

To be able to use ImageVault an account in EPiServer with editing permissions is needed.
Basic knowledge of page creation and editing in EPiServer is also needed. More information
on page creation and editing can be found in the EPiServer Editor’s Manual.

It’s possible to access ImageVault directly without functionality for insert files.

&« C | @ Szkert | httpsy/ivSepisiteedge.azurewebsites.net/EPiServer/Cms,

_____ - Access ImageVault

Edit Admin Reports Visitor Groups

See chapter 3 and following.

Insert media files from ImageVault

ImageVault is integrated in EPiServer and is used instead of the ordinary EPiServer image
handling function. Image Vault also offers several new page properties for display of images.

ImageVault can be used to publish media files in either a normal text editor field or the
EPiServer page properties Media or Medialist. The visual apperance on a page, of the Media
and Medialist page properties, will differ greatly between installations due to EPiServers high
degree of configurability. The method for adding or modifying the media files will however
be the identical to the description below.
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22.2. Add images to the text editor field

The text editor field is a common text field which can hold both text and images. ImageVault
replaces the built in media file insert method found in EPiServer.

. . : . '
Use the insert button to insert media files: Insert with ImageVault

Insert with ImageVault

e

8 % (=l i (O O el At | % (D O Ta G|
B J U === |iZ i= —| Styles -

L

F e E [ Q

Hello world!

Path: p » img
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This will open the ImageVault user interface.

4 Advanced settings L Sign out

B imagevault

& import files...

LIBRARY All items 0 METADATA

Flower.jpg

Vault
Date uploaded

Uploaded by

Categories

Sort: Newly added first +

ImageVault user interface
The user interface is described more thoroughly in chapter “User Interface”.

Select an media file and press the button Insert. The system will present the user with a
number of predefined media formats. A media format can be setup to both resize an image
and also to convert the image file format.

~¥ Insert o Download 4% Organize

SELECT FORMAT...

Original

JPEG

TIFF

Image conversion formats

The image will be placed on the page. The image size can be altered after the insert. Use
the image editor described in the next section.

Note! Avoid resizing the image using the image resize handles within the text field. This
might distort the image and will not alter the image size. Use the ImageVault image editor

instead.
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22.2.1. Image editor
The image editor can be started by selecting an inserted image and pressing the edit button

found in the text field menu .

Edit button

/
2B &+ 0 0%

EEwe  [oofa)

X

Bz

'Path: p » img
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Size settings fields Zoom slider Crop area

When the editor is opened, the image is shown zoomed- and cropped according to previous
operations (if any).

Use the zoom slider to zoom in or out. It is also possible to use the mouse scrollwhell to
zoom.

Move the image around by clicking and moving the mouse. The image can be adjusted on a
pixel by pixel basis using the arrow keys to pan up/down or left/right, if precise adjustment
is needed.

The width and height can be modified either by using the size settings fields. Initially the
crop area has a locked aspect ratio, so if you modify the width- or height, the aspect ratio

will be maintained. In order to define the crop area freely, you will have to unlock the aspect

QO

ratio by clicking the blue link-icon in the size setting field.
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When the aspect ratio of the crop area is unlocked, you may modify the crop area by
dragging the resize handles.

Width Height
551 ﬁ:D 367 0% CE——— 100% n Cancel

With aspect ratio unlocked, the link-icon is broken. €2 You may lock the aspect ratio at
any time by clicking the link-icon again and the new aspect ratio will be maintained.

Press the Ok button to commit the change or cancel to abort. The top right x will also
abort the edit.

© Meriworks AB 72



i< 1magevault

ImageVault | User Manual

23. ImageVault page properties
Image Vault adds two new types of page properties; Media and Medialist.

23.]. Media property

The Media property is an EPiServer page object that can be added to a page and can be
used to select etiher an image or a movie. Press the plus sign or press Insert new file to
add a media file. This will open the ImageVault user interface. Locate and select the file in
ImageVault. Selection can be performed with single click on a media file. Press Insert to
add the file.

@ imogeVOUH Search any metadata. 0

& import files... ~ insert € Download 4* Organize

LIBRARY All items Insert button

Selected image

Insert image

The file can be removed by pressing Remove file.

Insert file

Edit file

N '

Remove file

Media property
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23.2. Media list property
The Medialist property is an EpiServer page object that can be added to a page and can be
used to select single or multiple images. The Medialist object is typically used for an image
gallery or a list of files. Press the plus sign or Insert new files to add a single or multiple
image files. Locate the image in ImageVault and press Insert to add the media file.

8 imagevault Search any metadata Jo)

& import files... A insert € Download 4* Organize

LIBRARY All items Insert button

Selected image

Insert file

Remove all files

Media list property
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23.2.1. Batch insert images into a Medialist

It is possible to insert multiple images into a Medialist by using the functionality Mark several
files. See chapter “Working with several files simultaneously”

23.2.2. Rearrange Medialist images

The images in the Medialist can be rearranged by simple drag and drop. Press and hold an
image and drop it to a new location. The sort order is from left to right where the leftmost
image will be the first image in the Media list.

MediaListProperty @

Rearrange Medialist images

Images can be removed either by pressing Remove all images, which will delete all images
in the Mediallist, or by pressing the X on individual images.

Remove image
_/

Remove image

23.2.3. Edit images in a Media or Medialist object

Images in a Media or Medialist object can be modified in size in a similar way as in the text
editor. Press the edit symbol on the image.

Edit image

Edit image
This opens the image editor.
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Image editor

The image can be modified in the same way that is described in the text field editor found
previously in this chapter, se section “Image editor”.

Note! The Media and Medialist page properties have settings that under certain conditions

will prevent a user from resizing the image using the size setting fields. More information
about this can be found in next section that handles administration.
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23.3. EPiServer Gadget

In addition to the above it is also possible in EPiServer to use the ImageVault Media
Gadget to find and select files.

Open up the asset pane and use the ImageVault Media Gadget to search for the files to be
published. The gadget will offer search based on a combination off categories and text.

Select the files to publish and simply drag and drop it to the desired Media property.

+/[e|@|ka 2+ O
8:50 Mgada? o s to publish s F

start
Test 1

-

Drag your ImageVault media here.

Drag and drop file to Media Property

If the property is placed within a block, the block has to be opened first by clicking in it.

MediaBlock x

Insert new file
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24. Administer Media or Medialist page properties

The Media and Medialist page properties have administrative settings which controls how
an image can be edited and how it will be published. Navigate to Admin mode and Page
Type settings.

BN - B

Edit Mode Admin Mode Reports

Admin || Config || Page Type

Administration mode

Note! Not all users have access to the administrative settings.
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Select which page to change settings for. The different page elements that the page consists of are
displayed in a list.
Setting links

E's RIS I MediaProperty 1

4+ LI‘h’lediaListh aer'ts-JMediaList Content Mo MediaListProperty

Media Content Mo MediaProperty
Page properties list

Press the settings link to administer a page property. This will open the Edit Property page.
Activate the Custom Settings tab.

Edit Property

Common Settings || Custom Settings

Media

_ Use global settings | Use default settings Manage global settings
@) Use custom settings

Settings

These settings adjusts the preview size of the property and default display size if not overridden in the view.

Width 300
Height 300
Resize mode Scale to fit |z|

Custom settings
Values in the width and height settings will lock the image size to this specific value. A filled out

value will restrict the editor from changing the value in the image editor, whereas a blank field will
permit the editor to change the value.
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The resize mode is either Scale to fit or Scale to fill. See example below. The image in the example
is 600 pixels wide and 400 pixels in height, and has an aspect ratio of 1.5:1.

600 px

400 px

The examples show an image where the width and height settings are both set to 300 pixels.
Width 300
Height 300

300 px

Scale to fit
The image will be scaled to fit within the given width and height boundaries.

300 px

Scale to fill
The image will be scaled in such a way that it will fill the entire are. This will in most cases lead to
some degree of image cropping.

300 px

-
| 1
1
1

300 px

The image will be scaled to a suitable format based on the width and height aspect ratio. Both
height and width values must be specified.

A developer can override the settings set in admin mode when creating the

page template. The size settings will however still be used while editing the
image.
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Appendix I, connection SharePoint

25. Start

To be able to use ImageVault in SharePoint an account with editing permissions
is needed. Basic knowledge of page creation and editing in SharePoint is also
needed.

Editing Mode in SharePoint is used to create and edit pages. Image Vault is
available during editing.

It is also possible to access ImageVault via Settings =» Site contents:
b e

Office 365 settings %

Provider Hosted Ny # EDITUNKS Sites settings

Site Contents

Add a page
ts, Libraries, and other Apps 9
Lists, Libraries, al ther Ap & SITE WORKFL ARG
’ ImageVault Connect

Site contents
& add an app i ‘ 'd 8o i "M Change the look
ite Pages

Chose ImageVault

Shared with...

Site settings

Getting started

Stihsites

Return to SharePoint Information Configuration

Welcome to ImageVault Connect for SharePoint

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

ImageVault Ul

Visit the ImageVault Ul to upload and manage your images.

™

Open Ul Chose Open Ul

App usage

e Add AppParts to your pages.
e Modify AppPart settings and select a datasource from ImageVault.

About

e Version: 0.0.40.0
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25.1. Insert media files from ImageVault
ImageVault is integrated in SharePoint and used as complement or replaces the
ordinary SharePoint image handling function. Image Vault also offers several new
web parts for display of images.

ImageVault can be used to publish media files in either a normal text editor field
or the web parts ImageVault Image, ImageVault Gallery and ImageVault Slideshow.
The method for adding or modifying the media files will however be the identical
to the description below.

25.2. SharePoint text editor

The text editor field is a common text field which can hold both text and
images. Access ImageVault Media in the toolbar and then press Open
ImageVault.

Insert item from ImageVault

-w--ﬂ-Ewﬂm
mErTr ™ EE

ImageVault user interface
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Select an media file and press the button Insert. The system will present the user
with a number of predefined media formats. A media format can be setup to both
resize an image and also to convert the image file format.

~ Insert ) Download 4* Organize < Share

SELECT FORMAT..

Original
TIFF

JPEG
300x250

Image conversion formats

The image will be placed on the page. The image size can be altered after the
insert. Use the image editor described in the next section.

Note! Avoid resizing the image using the image resize handles within the text
field. This might distort the image and will not alter the image size. Use the
ImageVault image editor instead.

25.3. Image editor
The image editor can be started by selecting an inserted image and pressing the edit

i~

button ~ " found in the tool bar in Tab Image.

Edit button Tab Image

- —

BROWSE PAGE FORMAT TEXT NSERT ‘I‘»,’v‘.AGE IJ WEB PART 1

[:_‘J z__‘ =1 B Address: htpsy/sharepetrentedi D E| oy Horzontal Size: | 500 L
= ¢ ¢ . T
Gal | I Ry Alt Text: & &l vertical Sze: | 500 px
Change Redigera Image  Position .
Picture » ImggeVault-bild Styles » - (¥ Lock Aspect Ratio
—
Select Properties Styles  Arrange Size Spacing

:‘ I]HI] Horizontal Space:j 0 px
=

i IZ Vertical Space: | Opx

i

mne

:ebook

uments

ent

ImageVault Connect

+Contents

EDIT LINKS
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Edit an ImageVault Media

Width | 960 Height | 639

Image editor/

Size settings fields Zoom slider Crop area Resize handles

When the editor is opened, the image is shown zoomed- and cropped
according to previous operations (if any).

Use the zoom slider to zoom in or out. It is also possible to use the mouse
scrollwhell to zoom.

Move the image around by clicking and moving the mouse. The image can be
adjusted on a pixel by pixel basis using the arrow keys to pan up/down or
left/right, if precise adjustment is needed.

The width and height can be modified either by using the size settings fields.
When the aspect ratio of the crop area is unlocked, you may modify the crop
area by dragging the resize handles.

Press the Ok button to commit the change or Cancel to abort. The top right x
will also abort the edit.
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26. SharePoint web parts

Image Vault adds tree new types of web parts; ImageVaultMedia, ImageVault
Gallery and ImageVault Slideshow.

26.1. ImageVaultMedia

The ImageVault Media is an SharePoint web part that can be added to a page
and can be used to select etiher an image or a movie.

Press the Chose image to add a media file. This will open the ImageVault user
interface. Locate and select the file in ImageVault. Selection can be performed
with single click on a media file. Press Insert to add the file.

4"* lmOgeVOUH Search any metadata D

Import files__. - Insert Download  4* Organize Move Share
-

LIBRARY All items Insert button

Selected item

Insert image
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Edit file

ImageVault Bild [12] - @

Remove file

New image Save image

Inserted image

The editor can be initiated using the edit buton #" to allow the selected image to
be edited as described in chapter 3.1.] above. If an other image is wanted, use
New image button to replace the selected image. If the selcted image should not
be used, it can be removed using the remove file button *.

Once any changes are done the could be saved using the Save buttom.

Tip! Alternative text provides a textual alternative to non-text content in web
pages
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26.2.

ImageVault Gallery
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The ImageVault Gallery web part is an SharePoint page object that can be added
to a page and can be used to select single or multiple images. The ImageVault
Gallery object is typically used for an image gallery or a list of files.

Choose files manually Choose files by filter

Images in ImageVault Gallery could be chosen in two ways, manually or by filter.

Font

Paragraph

ImageVault Gallery [6]

Search words

Vaults

Categories

You have chosen the following search criteria for yo

1 g 0S hrome - O X

Styles Spelling | Layout Markup

{8 https://connect-for-sharepoint.imagevault.se/test/PagesDialog/SettingGallery.aspx?SPAppWebUrl%3Dhttps%

imageVault

Personalisgtion . —,

[Neme of gallery "‘

A

Show advanced settings
Gal lery image widtl

I 175

I Gallery image height

17!
e I e

: I
\

Define size Define name

Via advanced settings there it is possible to define size for each item in the
gallery and set a personal name on actual gallery.
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26.2.1. 4.2.1. Chose files manually

Chose files manually, opens the ImageVault interface to allow images to be
choosen by either using the checkbox or drag to item to batch area. Once
selected the items can be inserted to the ImageVault Gallery via Insert button.

Insert button Check box Batch area

You have selected the following images for your gallery.
Add more files Remove all files Choose files by filter

Add more items  Remove all items  Edit item Remove item
Inserted items could be edited, removed one by one or all together. It’s also
possible to add more items. Edit item is described in chapter 3.1.1 above.
The images in the ImageVault Gallery can be rearranged by simple drag and
drop. Press and hold an image and drop it to a new location. The sort order is
from left to right where the leftmost image will be the first image in the
ImageVault Gallery.

You have selected the following images for your gallery.

Add more files Remove all files Choose files by filter
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26.2.2. Chose files via filter

Choose files by filter, opens a dialoge where it’s possible to choose items via
creating a filter, i.e. Vault, Category or Metadata. When filter is choosen, number
of avaiable items will be presented.

Search
Vault
Category
Buildings _‘Afnca Malaysia
Client project ¥ Asia P Thailand
@ Countries l5'Un|ted Arab Emirates

Nature
People
Vehicles

. Chandes madf in ImageVault will not affect the content of published AppParts unless they are republished. j

IThe current selection yields 5 iter

Chosen filter Number of available items

.
You have chosen the following search criteria for your gallery. o)

Search words

Vaults

There is no possibillity to see or edit items chooosed via filter.

Categories
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Font Paragraph Styles Spelling | Layout Markup ImageVault

ImageVault Gallery [6]
8 https://connect-for-sharepoint.imagevault.se/test/PagesDialog/SettingGallery.aspx?SPAppWebUrl%3Dhttps%

Personalization__  _|

You have chosen the following search criteria for yo Name of gallery

fy

Search words. Show advanced settings
gallery image width
Vaults I 175
I Gallery image height
S il
175

o —

\

Define size Define name  Open advanced settings

Via advanced settings there it is possible to define the size for each item in the
gallery and set a personal name on actual gallery.
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26.3. ImageVault Slideshow

Via ImageVault Slideshow it is easy to define a Slideshow. Content is added in
the same way as for ImageVault Gallery, described above.

& https://connect-for-sharepoint.imagevault.se/test/PagesDialog/SettingSlideshow.aspx?SPAppWebUrl%3Dhtt,

Personalisation

ImageVault Slideshow [2 ser ?J
Functionality

-
{5 B i &

Show advanced settings
Animation

F&demicmm — — —'Munmsomd-‘ms)— — —
5000 1000

e S —— =
Animation tvoe
Default

Covea | o

Define name  Set random  Set slide duration Set animation speed Open advanced settings

Advanced settings
Via advanced settings there it is possible to define how Slideshow wil be
presented.

Random order

If checked items will be presented in random order until all items have been
presented once. Default means that the items will be presented in the the sort
order selected from left to right where the leftmost image will be the first image
in the ImageVault Slideshow.

Slide duration
Time that each item will be presented

Animation speed
Time for change from one item to next

Animation type
Note! Animation type is not available in this version.
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27. Define web part

The size of actual web part could be defined when editor
initiated.
v |
Minimize

X Delete

5 Edit Web Part

No. Adjust width to fit zone.

Minimized

® Normal

Chrome Type

Default v

[ Layout

[*] Advanced

OK Cance! Apply
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r
< ImageVault Bild [12] |
= |
[=] Appearance |
|
|
Title
|
ImageVault Bild :
AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA |
Height :
Should the Web Part have a fixed height :
® Yes 500 | Pixels v |
. |
No. Adjust height to fit zone 1
.............................................................................. 1
Width :
Should the Web Part have a fixed width? L
e Yes 700 | Pixels v

ImageVault | User Manual

Define height and width on web part.

For ImageVault Media will actual
picture be in this size.

For ImageVault Gallery will actual
gallry be in this size.

For ImageVault Slideshow will actual
slide show be in this size.
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Appendix I, Connection Office

28. Start

ImageVault connect for Office is an additional service developed to make your media fies
accessible in Microsoft Office. In an easy and effective way, you can use selected files in
ImageVault and publish these in your word or power point documents.

Files displayes within a gadget and could bee selected via category and / or free text search.
ImageVault Connect for Office ™ * | ImageVault Connect for Office ~

Valkommen

Valkommen @
o . ——————
1 Sok... L - o] vatten ol | Kategorier v IQ

visa 10 [V] () ) visa10 [v] @] Arbete ()]
@ Djur
@] Fordon
@[] Naturbilder
©M Nature Pictures
[ Animal
O Flowers, plants, trees
O Landscape
O sea
Q0 Test 1
[ 7est 10
O test 11
O Test 12
O 7est2
[ 1est3
O Test4
O Test s
O 7ests
rest7
O Tests
O test9
O] vehicle
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28.1. Insert files from ImageVault to a Word document
Via Infoga and P Mina Program  golect ImageVault.

o H .
IR st OGA  DESGN  SDLAYOUT  RIFERDMER  UTSKGK  GRANBA VA

for Office

In actual document, place cursor where you want file inserted, mark file and choose format.

It’s possible to edit inserted file via word’s editor-.
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28.2. Insert files from ImageVault in PowerPoint document.

Via Infoga and B MinaProgiam qolact ImageVault.

LR
AT MO DmGN  SNAOU  RNESSE  THCK  GRA VA

Program fér Office

i

artere minapr. (G Uppedters

In actual document, choose side where you want file inserted, mark file and file will be

inserted.
i ImageVault Connect for Office ~
Sok... o ‘\[“Kahegon'er v %
Visa 10 [v] o
Fox

It’s possible to edit inserted file via Power Point’s editor.
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Appendix IV, connection InDesign

29. Start

ImageVault connect for InDEsign is an additional service developed to make your media fies
accessible in InDesign. In an easy and effective way, you can use selected files in ImageVault
and publish these in your InDesign documents.

Anvandarnamn |'rv45dk | N
Gsenord |seseseese | -

Server Address | http://demo.imagevault.se| | Kom ihda mig

Initiate connection to ImageVault via Niteco InPrint Studio =» NIS ImageVault.
. I rd A

Id Arkiv  Redigera Sida  Text Objekt Tabell Visa Fanster  Hijalp |

A EI aile

o Xt {21839 mm | B:[2]32.860 mm |

aog

v: 2164324 mm | b [2[32976mm | ¥ | 1) R L%
ﬁ *Testdokument InDesign.indd @ 72 %
i e [, e,
;
N
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29.1. Insert files from ImageVault in InDesign

ImageVault | User Manual

Files displayes within a gadget and could bee selected via category and / or free text search

Copyright Crestive Comm...
DateCreated 20071029
Byline Rizz Nugizha
TimeCreated 120706%
DigitalCreatio... 20071114

| DigitalCreatio... 011505%

Exif
Make NIKON CORP...

ivdsdk logged into http://demo.imagevauh.se:17003

5 TR
|EBISERG. Nisuanagaiau =
IC:negorvl Library i o | A Sertby | Name vit 3
Ti— — —
Ib O animal "
I> [0 suikdings 1 —— |
ID D Countries I o 1231360... 1922022... 2013-09-... 2055440...
F-—— 4 P — I
) ) I|> [ Natwe I .
Essequis molessenim v 239 pe 20041 20112 2300_15.. at u
[ people I —
= ;| 2 S
Wagna atisi D [ Transpons | fy 3"'
I, = feugi
Te ) Typografi = - F
b [ Tyvog tpraes
wulla at eum I | 2304 42..  2305.48..  2307.55..  2309.59.. ¥
lam it i feugiam sit ait isim iustio D [ urbany mo
diatum inibh ea conmod exer sim inim ex enim ip eugait aut nullandio -— o — :“e"
edclorem neautlut ver i eugait 'iﬁ
prassed dlui faccumm v
a it
magnim ad dolore molore essed magna alisim 1 Vb | Toslcoun2i4  |[Information| Metadata Hin ute
Iptc fal

|

Place cursor where you want file inserted, dubbel klick on file in gadget.

D[ Food Drnk

b [ Newee
] Pespie

b [ Transpors:

b [ Typogshi

b [ ubeny

© Meriworks AB
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Appendix V, ImageVault Media Gallery
30. Start

ImageVault Media Gallery is an additional service developed to make selected parts of
your image library accessible for everyone. In an easy and effective way, you can use
selected files in ImageVault and publish these for anyone you like.

As a user, you can choose what to display by using categories and / or free text search on
eg. metadata. The user can collect multiple files at once and choose to download them or
publish on social media, (Facebook, Twitter or LinkedIn). The same possibility is available
for individual files.
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30.1. Interface
Aimagevault (& My seoction (Vo images )

Welcome to our gallery Naturbilder.

Here we will present a selection of, we think, at least, the best scenery.

You can share or download our photos, what we require is that you accept our terms of download.
Have a nice stay in our gallery!

search images Q Categories v

D - =B

Mp=iap—b

Your files can be sorted alphabetically based on file name, or latest uploaded in ImageVault.

Easily change size of the files dispayed through toggle on this button.
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Roughly search among your files through Categories.

search images Q Categories v

~ [ Nature Pictures
- Animal
| Flowers, plants,
trees

Search: Clear all Wit andscape e
¥ Sea

A

Narrow your search further by using the free text field.

sailboat Q Categories v
~ [ Nature Pictures
) Animal
|| Flowers, plants,
trees
s R CXD oo 0 Landecape

It’s possible to serach by using the free text field without combining it with categories.
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30.2. Preview

When you click on a file you'll get to the preview mode. All information connected to the
selected file will be presented here. You can also add file to My selection or share file on
social media within this view.

Night Port
0006

Three sailboats located for anchor in a bay.

Keyword: Sailboats, Sunset, Sea
Categories: Nature Pictures, Sea

&, Original (4000 x 3000)

&, Web (1200 x 900)

==

If the files position is known and added as metadata Show on map will show. Clicking on
this button will present a map with the current position.

Night Port
37°20'58.0"N 23°20'49.0"E

View larger map oo@@

Three sailboats located for anchor in a bay.

*»
Pe

Keyword: Sailboats, Sunset, Sea
Categories: Nature Pictures, Sea

. Google -

Kartdats 2018 Anvdndanillkor Rapportera ett kartfel

add o &, Web (1200x900) [ & High(3200x2400) [ .2, Original (4000 x 3000)
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30.3. My selection

In My selection it’s possible to collect a number of files to work with. My selection will
only exist during your current session and cannot be saved for later on.

Add files to My selection by click on ikon, or click on Add to my selection in the preview
mode.

Q Categories v

Night Port
Three sailboats located for anchor in a bay.
Keyword: Sallboats, Sunset, Sea
Categories: Nature Pictures, Sea
RN ) < oot
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Content within My selection could be downloaded or published on social media.

My selection

This is My selection of images.
Here you collect a number of images that you want to download or share.

Download all
B EC S EIET oo i OO0 @ =

30.4. Create link

Via share icon, © a link can be created that can then be shared. Works both for individual file via
Preview and for all content in My Selection.
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30.5. Download files

Use the preview mode to download single files. Go to My selection to download multiple
files at the same time. The user can choose between three predefined formats.
Downloading several files at once will result in a .zip file.

Download all

m m 2. Original Remove all images

Download require acceptance of terms of use.

Thank you for downloading from our site.

Before using images and movies, you must agree to our terms of use.

If you publish or otherwise distribute downloaded content, the photographer and origin must be listed as follows:
Name of Photographer / ImageVault Media Gallery.

v [ o

Terms of use has to be approved at download.
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30.6. Remove files

Files in My selection could be removed, one by one, or all together. The files will only be
removed from My selection, not from ImageVault Media Gallery.
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30.7. Administrate ImageVault Mediagallery

Administrators interface is protected by login. At installation will a super user be defined
which could be used first time.

Logotype could be connected.
Logotyp

/Contentimages/imagevault-logo.png

B imagevault

Define Collection in ImageVault to use.

Samling

Cemo ¥

Mew collection
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For Title and Description, connect to user defined metadata definition in ImageVault. Set
value via Organize that you want to be presented as Title and Description when using

preview.
Rubrik
Titel (User) v
Beskrivning
Beskrivning (User) v
ilgelkotten Igge ! O

! information: Testar globalt granssnitt

| Kommentar: Detta ar en test av det globala granssnittet som Vast

| sveriges turistrad har bestalit

| Fotograf: Lars Dahlin

LVarning: E3r.ej anvdndas for kommersiellt biuk, — — —
Categories: Djur, Natur, Sommar

Defined metadata

Metadata att visa \
Antal (User) . Information (User)
Beskrivning (User) Kommentar (Lser)
Global anvandning (User) Fotograf (User)
Keyword (User) Varning (User)

Under “Metadata att visa” defines metadata that should be presented via preview.
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e

Under “Kategori att visa” defines categories that should be available for selection.

Kategorier att visa Defined category

Sommar Manniskor \
Vinter Djur
Natur
Fordon
—

= DByognader

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

Latitud Lengitud
GpsLatitude (Gps) v GpsLongitude (Gps)

Latitud referens Longitud referens

GpsLatitudeRef (Gps) v GpsLongitudeRef (Gps)

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

Tillgdngliga sprak

English

Auto
Swedish

There are a number of checkboxes that control how a visitor can use the content,
from being able to just view to download and distribute content.

¥ Tillat nedladdning av video Allow video downlods
w Tillat nedladdning av bilder Allow download of images
¥ Visa "My selection” Show My selection

¥ Visa dela-knappar Show Share buttons
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“Bildformat”, here defines format used at download.

Bildfermat
Hamn Beedd Had R [Bohj
Wi 2400 1800

High 3500 2400 i1
Cwiginal 12000 0000
Title, showed as browser tab.

Titel (syns bl.a i webblisarens flik)

MediaGallery Test version

MediaGallery Test version X

<« = Q (@ mediagallery.azurewebsites.net

B magevault

Format

WebSale

WebSale

WebSale

ImageVault | User Manual

Fovaingt

B0

The content of defined metadata is displayed when you hover over the image.

Bildbeskrivning i sokresultat

| Nyckelord (User)

Sailboats, Sunset, Sea
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There are a number of HTML-texts to define:
Terms of use: Text for Terms of use, to be approved at download.

Terms of use - Engelska

AmNormal Texi~ | Svariv | Fet Kursiv  Understruken =~ Small | 66 = B Bl L e

Thank you for downloading from our site.
Before using images and movies, you must agree to our terms of use.

If you publish or otherwise distribute downloaded content, the photographer and origin must be listed as follows:
Name of Photographer / ImageVault Media Gallery.

My selection: Describing text in the head of My selection.

My selection - Engelska

ANormal Text~ || Svart~ | Fet | Kursiv = Understruken = Small | €

E (= E LB

This is My selection of images.
Here you collect a number of images that you want to download or share.

My selection

Share and save your favorite images. Share with someone on social media or save them by downloading your selection.

Cookies: Describing text about using cookies.

Cookies - Engelska

A Normal Text = Svart » Fet Kursiv  Understruken = Small 114

A cookie (or cookie) is a small text file that the website you visit requests to save on your computer.
Cookies are used on many websites to allow a visitor access to various features
You can use the information in the cookie to follow how users surf.

Start page: Describing text found on Start page.

Start page - Engelska

ANormal Text~ | Svart~  Fet Kursiv  Understruken =~ Small | &

Welcome to our gallery Naturbilder.
Here we will present a selection of, we think, at least, the best scenery.

You can share or download our photos, what we require is that you accept our terms of download
Have a nice stay in our gallery!
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