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Dashboard elements

l;i UNIVERSITY of PENNSYLVANIA



Dashboard: navigation

Logo

Clicking either the logo or
the “Dashboard” link will
return you to the dashboard
from any page.

& Penn

Dastboasd

Collections Categories
Access personal
groupings of
frequently-accessed
assets or Global
Collections which have
been created for you

by administrators.

& Penn

menu.

Keyword search
Search in the search
bar will return quick
results from your
search terms.

T

Allow you to search in the
organized drop-down

Notifications and
preferences

View all asset alerts and
notifications, as well as
accessing your personal
user preferences.

“More” menu
Access Advanced
Search, Search Help,
and more.



Dashboard: System messages, Spotlights

System message 4—‘
System messages can include:
Helpful information on how to use the site

Quick access links to assets
Updates on new features
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Dashboard: System messages, Spotlights

“ 20 %o wero upioaded by Alyssa Kaminskl 7 minutes ago
Activity '

4 fles were uploaded by Alyssa Kaminakl 12 munutes ago

Shows recent activities including Uploads,
Downloads and shres

r -

15 Sios were uploaded by Alyssa Kaminskl 22 mnutes ago

B fles were upicaded by Alyssa Kaminakl 27 minutes ago

14 Slos were uploaded by Alyssa Kaminskl 33 mnutes ago

4 fles were wplcaded by Alyssa Kaminakl 35 munutes ago

23 Ses were uploaded by Alyssa Kaminskl 38 mnutes ago

3 fles were wpicaded by Alyssa Kaminakl 43 munutes ago

10 Assets were shaved by Johanna Humpheey an howr 890

12 Shes were uploaded by Alysaa Kamsinski 2 hours 890

UEREDRHE



Search for assets

l;i UNIVERSITY of PENNSYLVANIA



Search options

Quick search
Q' More v Quick search based on filename,

metadata values, category.

&Penn B s SR - B

Ostboard  Actwiy ~ Colectons v  Categories ~ /w Advanced searCh
— An advanced search allows a user to
Asset Advanced Search \vced seach . .
- search on a specific metadata field or

Giobal colections seach
Assat Gronp S next 5 the desired search Sekd on e et

soset Tyse P = o e e security setting. Advanced searches can be

—y Seas sawcrn - saved, for quick access to common

Cobeston Te Kl Sonh bt searches.

Date Addec

Date Created
[ - Asset Advanced Search

Cate Upoated

Asset Geoup

foSsectan | Unelet & Asset Type

Assets n Global Collections
Category

Collection Asset Flerames

Collection Tile (Global)

Crocn

required?
Date Acded
Date Greated

DOate Deleted




Search options

Quick search
Q' More v Quick search based on filename,

metadata values, category.

&Penn B s SR - B

Ostboard  Actwiy ~ Colectons v  Categories ~ /w Advanced searCh
— An advanced search allows a user to
Asset Advanced Search \vced seach . .
- search on a specific metadata field or

Giobal colections seach
Assat Gronp S next 5 the desired search Sekd on e et

soset Tyse P = o e e security setting. Advanced searches can be

—y Seas sawcrn - saved, for quick access to common

Cobeston Te Kl Sonh bt searches.

Date Addec

Date Created
[ - Asset Advanced Search

Cate Upoated

Asset Geoup

foSsectan | Unelet & Asset Type

Assets n Global Collections
Category

Collection Asset Flerames

Collection Tile (Global)

Crocn

required?
Date Acded
Date Greated

DOate Deleted




Search options

FPenn B e - Categories search
owteous ety [ Comctora ~ || camgn ~ | » Search based on how assets are organized

| —

Collection search X L
. Campaign An Evening with President Amy
Search from a group of like assets ’ Gamamn

User will only be able to search > com

CCHION

) People >
Global Collections o
Pubkcations - Print & Digital >
Homacomng
Schools and Centers >

Move-in

Spaces and Places >
[PUp— .
Pern 1o You
A - A » ot . >

Uriversity Prograers
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Search results

A

Refine search

Use the filters on the left side
of your screen to refine your
results based on all of the
metadata added

for these assets.

Filters appear above results
and can be individually
cleared at any time to adjust
results.
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Oastmart Aoty [
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CmioPfamade 20990010 TAS 001

morTwtsong
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Sortiytumanserc I Pamansic Page | o3 s

Qe @
Results
— You can review your
search results, change
preview size, view details,
and more on this page.
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Search results: Quick view

W SerwPackets 29190840 TAS W01 e

Quick view

Hovering over an asset’s preview
will open a full screen, zoomable
preview along with options to e
download, share, quickly see asset g
metadata and quick insights.

S Pasiers_ 2090813 TAS 001 g

AsstType T €2

Acd ke

Quick view also allows you to page
through documents, like PDF files.

AS AL Selectedt ©  Memave AY

Prate crodt repired?

A v

© You must reload e page 15 view your saved changes. 3
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Save Save & Next



Review asset details

Z2Rhon 8 e A -

L R e Cwayren

Results for “All ASSotS” cuww

[ P

o (1 47) miePurade 20190012 TAS 001

Hrrwts o
e C— [ [

{1

WMibettrrmiie 190N TAS 261

View details

Some asset details are available
beneath each thumbnail. Access the
asset detail screen by clicking on an

asset’s filename.

SarahPacletti 20180813 TAS 001....

o [ o=

Usage: Penn 1o You Miami marketing

Flags: W Public Protos

 Wanch & kot Dwdate

Full asset details

The asset detail screen will allow you
to review all related metadata, file
information, comments, etc. You can
also download or share an asset from
this screen.



Downloading assets
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Downloading: single assets

Downloading
individual assets
Individual assets can
be downloaded by
clicking the
“Download” button
below an asset
thumbnail/preview.

& Penn

Fhnn B s S 8 @ Semawiron

e Acwry - a—ctra - g

Search Categories Architectural Archives

» e Coroen
-' e o deimimns B

Search Wit

Oxm ammard Saw v b

n!:" TAS T Achiechasiioshives 01010 TAS 021 Acsbiechrsiicohives X110 TAS 073

v

Acsifiechraiicsbives 011189 TAS 004 Acsbiiechursiicshives X316 TAS 009

Aciriecheraiicibives 017159 TAS OB Arbiechasiicibives X159 TAS 088 Acibievhasidcibives X119 TAS O



Downloading: single assets
FPenn B s .

Dashboard Activity ~ Collectons ~ Catogores ~

Search Categories Architectural Archives e

Schools and Centers (78

Search Within

Document Search

Search Document Text

Metadata

Crodit roquired?

no (78)

ArchitecturalArchives 20191016 TAS 077

Yoar m

2019 (78)

Download o

Download

JPEG - RGB Low Res - 800 pxel 7

JPEG - RGE Mgh Res 7
PNG - RGE Low Res - 800 plesd - ? —
transparent background

THFF -HghRes 7
191016 TAS 074

© Orgnal Format 9

& Penn

Download conversions

After clicking “Download,” you will be able
to choose which file format you would like
to download.



Downloading: multiple assets

FRnn 8 - - 8 @ semeiron

a—ee mgrren 2 < v s

ow Resuls for “All Assets”

Wonatin tn FENN 002K

4

Sefect e desred formats and cic tinue
Irrage Comversues
Applcable Selectod Items (5)
JPEG - RIGE Low Fles - 800 pisel 7 o Houston_ev PENN_ 002 jpg
FEG - RGEHghRes 7 o Houston_ev PENN 003 pg

o Houston_ev PENN (004 jpg
o Houston_ev PENN 005 jog
« Houston_ev PENN_ 006 o9

PNG - RGI Low Ries - 500 plosl - transpanent background

THF - MghPes 7

Select multiple assets

Once you have selected multiple assets

(click on each asset’s check mark, white
space around thumbnail, or drag over multiple
assets) the selection panel will appear.

Click the download button in this panel.

Download conversions

After clicking the download button in

the selections panel, you will be able to
choose which file format(s) you would like
to download.

Click Continue when ready.



Downloading: multiple assets (order pickup)

Pickup Screen &Penn B s Q. uee v
When downloading multiple assets, you will Omhbowd  Acity ~  Colections v Categories ~

continue to the pickup screen. Here you can
download images separately, or begin download

L Pickup
by clicking “Download All.”

Internet Order UPE-17
02N2020 0851 AM CST
2000 11:59 PM CST

After clicking “Download All”, assets are zipped
and download begins.

Download

Mouston_ev PENN_ 002 Mouston_ev PENN_ 003 Houston_ev PENN 004 Mouston_ev PENN_005 Mouston_ev PENN_ 006

& Penn



Sharing assets
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Sharing options

EShenn B s

Document Search

Search Document Test

Orwtatson

v

Results for “All Assats"”

“ Lol s

Hosaton av PENN 005,
v

Share

Link
640px Landscape

Intended Use
Digital Display

Hownton e PENN 00100

i
640px Landscape -
v hitps Vo widencdn et/ uaDwak Houston_ev PE
NN_OR
i I

Usage: Digial Disglay Change ths usage

Links

Share Button (below thumbnail):
Individual assets can be shared by
clicking the “Share” button below an
asset thumbnail/preview.

The “Share” button will give you
options to copy an asset’s share link
and embed code.

NOTE: Users do not have to have Collective
accounts to access assets shared with
share/embed codes.

Sharing via email

After selecting one or multiple assets,

click the share icon in the selections panel.
This method gives the option of emailing
the asset.



Sharing: share via email

ZRon B
Swarcn Caregorens
ow Resuls for “Al Assets™ ..
PRR—
Oocmene Sewcn
Y
P
ey Wi v PN 08

2@+ /7 i

~ Share a3 collection

—~———

= e ==

Select multiple assets

Once you have selected multiple assets,
the selection panel will appear. Click the
share button in this panel and choose
“Share via email.”

Add recipient information

New contacts will remain available for
future sharing. Add new recipient, email
subject, and note.

After clicking “Continue”, select the file
format(s) you would like to share with your
email. The recipient will receive an email
with a download link.

Note: recipients do not require a Collective account.



Creating collections
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Collections: menu

& Penn Aases - a wew v 2 @ swrerow - ©

Collections
Users can save groups of assets i BTN Y o

into a collection, so they can
quickly find and share them.
Click the Collections menu. andead I —— = e [ laaid by s Pttt 88

Welcome 1o e Uriverstl

+ eskdertial Porats 20
Architectursd Archves Ll o ats 2018 Fob 12, 8 28 38 PM jog downioaded

" via Collection 2 hours sgo
Bangkok - An Evening Weh Presicential Porvats 2019
Prascent Amy Gutmann

List

Users have access to “Global Bchnd s Jumen G Kaskey  The Pk o e Hospl f v
collections,” shared by the SO0 Mot Lamchoon e e e ENSS——

administrator and “My collections,” . o Contarpnry A

which are personal to each Lster Coge Honne o o9 wen wiouted y Youn Yoo 2

user account. Lo Wes

hrou Miams VideoTop 01 tweeh pag

Penn Paserts Magarine Spring facied for “Emal va Collection 3 days
2000

Perv 1 You Miarms o Penn Parents Magadine Spring 2000
Wred by Jane Pumtaseiah 6 ey a0
Prosicental Portrats 2016

eSULIng wins wpioated by B0 Seoer 6
oo

B9l wins uploaded by Erie Sucer &
hoo
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Collections: create

. ARnn B -e 3 e
Creation . e l:o} <4
To create a collection, s

search for the items in =, S —

the site that you want to o —

save. Use the check R | 1

mark to add assets to — l m ﬂ

your selection panel. M ' )

ol

P AT A

e )
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Collections: create

11 selected ¥ < |+ 2 ¢

Once all assets are in the

selection panel, click the + '
button in the top right to add

it to a collection.

ARnn 0 -
Add assets ‘ S [1® Add to collection

Bt et a0

P Mu

--ﬂllﬂ
L

et et o0
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Collections: create

Add to New or Existing Collection o

Create collection Select Collection
Add a title and description to your
collection. You can also add files to
an existing collection, instead of
creating a new one. Title €0

Description

© New Collection

Existing Collection

Add Cancel

& Penn



Collections: edit

Editing

Using the Collection menu,
choose the collection you would
like to edit. After the assets load,
click the Edit button.

& Penn

Collections x

View of

Ouwinen 201009

VI P el eedontET 208 BV P el eedootET 208 21 Perel eedurt LT 200
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Collections: edit

Shnn B s
Editing S
On this screen you can
rename, change the -
description, remove assets '
or copy the URL to share
-

the collection with others. <
e

& Penn

Metacdats

Tiee =2

Owsirgtan

Assets i Cobectan
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Collections: View all collections

View All
This screen allows you to view, edit, share and
switch in between Global or My Collection.

& Penn

Global collections

P2U London

My collections

Collections



Upload process
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Dashboard: Upload Wizard

Upload Wizard

Locate and click the Upload
Wizard button on the right
side of the dashboard.

Then chose Assets

& Penn
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Upload Wizard: choose upload profile

Begin Upload Wizard

After clicking the button on the dashboard, [
the Wizard will open a new window. © s

Choose Upload Profile e

Upload Profiles determine the security R

settings for your assets and do metadata e s Protte detats

tagging automatically, if configured. R et g et et et b i e

Design Assets Uploads
External Vendor

New Uploads

Private photo with licensing
Private Photos

Private Video Uploads
Public Photos

Public Video Uploads

Click the Next button to continue.

& Penn



Upload Wizard: choose upload files

Choose Upload files
Drop or choose files from your device
Click the Next button to continue.

& Penn

Drop files here or browse



Upload Wizard: upload files

Upload files
Wait for all the files 100% complete j¢orrinme) |
Click the Review and Edit button to continue. o 0 ==

Upicaded 20 fles to Public Photos

ﬂ eo G Bl s IS RS a0

S SR SWen MY oMM s

MT-&I [u%w@“k‘ﬂ

[
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Upload Wizard: Review and Edit

Raview and Ecit B e
Review the upload files g e — . ——
This screen will show if all the files been = — -
o - — -
successfully uploaded. B - -
| — - :
- s — -
Click the Next button to continue. = ~ _ -
— - -~
Yoe ! ~ [ R -
|
- =
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Upload Wizard: Edit Matadata

Edit Matadata

The Widen Collective site uses
information about uploaded
assets (metadata) to best
organize and provide the optimal
search experience for users. Itis
essential to provide the best
information possible at upload.

NOTE:

« If afield does not apply, leave it
blank.

+ Beaware of Replace Mode and Add

Mode

Click the Next button to continue.

& Penn

Batch Ednt

=TI B

N

Replace: replaces existing values with new
values

Add: appends new values to existing values
Clear: removes all values/text

Note: Add mode is not available for numeric
or single select fields, i.e., Autocompleter,
Dropdown List, and Date fields.



Upload Wizard: Edit Matadata

Click on the “%

&Pe

icon to see if
If there is existing field value.

3
e e e e,

Raplace Add Oew

Credit regquired?

A2 Y

Meglace Add Clear

T L

The table Delow shows the

Flename

O 100823 ranster 1. 002w
- 100823 eraster- 10030
P-100823-manter-v1-007x
P 100823 manter-v1-01 1x
£ 100823 erister.v1.0% 30
P-100823 manter-v1-01x
100823 manter-v1-0 48
£ 100823 erister.v1.021x
P-100823-manter-v1-023x
- 100823 manter-v1-024s
£ 100823 erunster v 1 -(Ma
P-100823-manter-v1-027x
100823 manter-v1-028x
- 100823 eraster . v1.G30n
-100823-manter-v1-038x
£ 100823 manter-v1-083%
- 100823 eruster v 10410
P-100823-manter-v1-042x

£ 100823 manter-v1-Odds

- 100823 runsber - v1.045«

ARMATI5561

AAED04748
440008152
ELCT A BT R]
ANLBT25501
AR40008112
SMATI5451
A9348T25416
A4GT25371
P SRR
A9UBT25351
49046725200
SHMUEG4518

AN T2

ARAET293
L tratall)
ALBT25188
404007
47872

ALY T BT

ent vahue stored I he

o
ops
opg
o
0P
opg
o
opg
opg
o
0P
op3
o
ops
opg
o
opg
o9
o

opg

Qrapier or VIGeOgrapher metacets Sekd 1or ol of the 2508 you N sebkected 10 batch et

Protogragher or Videcgrapher
Er0 Sucwr
Eric Sucar
Lric Sucar
Erc Sucar
Erc Sucar
ric Sucar

Ero Sucar




Upload Wizard: Edit Metadata

Make sure you put assets
under the correct Categories

Click on 4 to add subfolder

Categories

& Create pavent catecory

4 Expand All » Collapse Al

(s memome ")

mmc

0O000O0OO0OCOCOODOODOO 00005

» Campaign <

b Everts ¢

» Pecple @

» Publications - Print & Digtal @

4 Schocis and Centers ¢

Annenberg Center for the Performing Arts

» Annenberg School for Communication €
P Careylaw @
» Graduate School of Educaton @

Institute of Contemporary At &

-

Morris Arboretum €
Penn Arts & Sclences ¢

Penn Athietics ¢

-

Penn Dental Medicine ¢

Pern Engineering ¢

-

Penn Libraries @

-

Penn Museum ¢

Penn Nursing @

4 D'."'" Vet ¢

Working Dog Center &

Pereiman School of Medicne ¢

ool of Socil Polcy & Practice €

itonan School of Design @
Wharton @

» Spaces and Places ¢

» University Programs. @

<
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Upload Wizard: attached documents

‘:. ;5 .%. A Assets
Attach documents i
This screen allows for documents to be e wm
attached to selected. An example could be eyt
photo releasing form or licensing infomation. e

Upload document

If the supporting document is not accessible in the Attach Documents |
palette field below the Upload Document button, this 8 Attach documents ®
allows for new supporting documents to be added. #§ Delete all

Selection palette field Search Add AN Selected (0) Remove AN

Single or multiple documents can be attached using Supported-File-Types. pof .
the palette field.

NOTE: Any attached documents will (1) be attached

to all assets being uploaded and (2) be downloadable

only from within each asset’s detail view. They

cannot be downloaded from portals nor collection

share pages.

Cancel

& Penn



Upload Wizard: select files to upload

Select and upload files

Files can be added using the “Add Files”
button or by dragging and dropping onto the
screen. Files will be highlighted in green and
the Review Uploads button will appear once
all have been uploaded.

Click Edit Selection if further metadata editing is
needed for the uploaded assets.

Click the Back to dashboard button to restart the
Upload Wizard.

& Penn

2 B Select al

File size

Q o
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Q-
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Upload Wizard: review uploads

Recently uploaded assets

Access recently uploaded assets in
order to further edit metadata or delete
(if permissioned). Assets can be edited
on a one-by-one basis or batched.

Use the Options section to edit
individual asset metadata or multi-select
assets to batch edit. If multi-selecting,
click the Batch ltems Edit button to
enter the batch metadata editor.

& Penn

R ly Uploaded A

Viewing Al uploads

Batch 0 Items:

Filename

IMG_1609.°G

1609.jpg

Status

Complete

Complete

Displaying 1 - 25 of 1565 1565

Release Date  Profile Used
05/16/2017 Adviscr Uploads
Adobe CC
08/09/2018
® Uploads

Uploaded By

Austin Jones

Austin Jones

Compl Batchsnems{ Archive / Edit / Delete ]

Filename

IMG_1609.JPG

1609.jpg

eudaimonia_bikes_mailer
Folder.indd

eudaimonia_bikes_mailer
Folder.indd

Status

Complete

Complete

Complete

Complete

Results/page 25 ~
Upload Date -

08/09/2018 313 PM
cor

08/09/2018 311 PM
cor

Page 1

Displaying 1

Release Date

05/15/2017

08/09/2018

08/08/2018

08/08/2018

ofE3 » M



Upload Wizard: batch metadata editor e | —

Batch Edit ot
Use this screen to update

oapoo T

Architectural Archives -«

metadata values for the selected Pyw———— E click 7
assets. g edit button,
h e e then select
Replace Mode - replaces existing == [ — | — B — | — B | ] Edit Al
values.
This is the default.
Add Mode - adds new values to existing i BOPS 1 dmatees B T fsmcteas B3
values q — [ 3 | — | ]
Metadata Fields - ignore fields that do
not apply.
Click Submit button at bottom of screen -ESEEEE - EEEEEE EEEREEm
to make changes. EROD B s € © sommwen
. «-—
Batch Eain The Edit All
o et L o o s o Sesii e i R will take
—— you to
po— Batch Edit




Upload Wizard: single editing

Single Edit

Assets can also be edited from the Quick
View screen by clicking Edit at the top.
The following can be updated:

Metadata
Asset groups
Release date

Expiration date

& Penn




Important Notes!
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Clear Selection

- . QMo v 3 user N v
Clear Selection, Clear Selection! A @ somcovran - @
Cococes Js < + ~
Make sure you clear selection every time Q. View selection ,
Sort by Date Added « L)
when you start a new search. [© o seiection )

JCD 95990R.jpg JCD 9578LR.ing JCD 9566LR.ipg

v

JCD 9548LR.jpg JCD 9547LR.ipg JCD 9546LR.jpg

v “ v

& Penn



Release Your Photos

Do not forget to release photos

When you edit the Metadata after Asset Groups/Securlty

uploading the photos, make sure
release your photos by click on

Release Date !
“Release Now” button -

mm/dd/yyyy i3 [Release Now ]

Replace Clear

& Penn



Need help?
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Need help?

Widen Support
The question mark icon in the top-right
corner of your screen provides quick

@ Contributor UPENN v @

. Support center
access to the Widen Support Center
. Chat rt
where you can search support articles, N A suppo
Activity Email support

open a chat session with someone from
our support team, or email support with New Uploads Downloads Shares Privacy policy

any questions you might have.
- DEU =S penn2you_Miami_VideoTop

Powered b N
for "Email" via Collection 2 d ’ @ WIDEN

Collection Penn Parents Magazine Spring 2020 was
shared 5 days ago
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