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Viewing your Media Library

Go back to the home page

Click on the logo or name of the
Media Library to go back to its
home page.

Browse media

View the media files available in the
Media Library and use your mouse
wheel to scroll through them.

Display media in full-screen mode
Switch a media file to full-screen
mode for better viewing. If it is a
video, you can play it in full-screen
mode.

Select media files

Click on a media file to select it.
Hold down the Ctrl or &8 key to
select several media files. Press the
esc key to deselect everything.
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v architecture (50)

sky (46)
nature (36)
city (34)
clouds (26)

Browse the Media Library

Click on theicons in the header bar
to access all media files or
selections. Search for a media
using the search bar.

Choose the order of appearance
Display media files by the date
they were added to the Media
Library, from the most recent to
the oldest, or vice versa.

Filter media

You can use the side panel to
refine  your search by only
displaying media files that meet
specific criteria.

Select a tag to display the
associated media.



0 Log in to your workspace @ Access media files

. . .
First login 1. Click the All media icon m to display all media files available in the Media Library.

1. Retrieve the username emailed to you when your account was created. Tip: You can also click the Search icon O\ and search for media files by keyword.

2. Click Set my password. —
2. To change the display order, click the sorting icon =~ in the side panel on the right

and select the media files you want to display first: The latest or The oldest.

Hello Elizabeth Campbell,

A tseraccount has been created foryou by Amandine Girard 3. Torefine the results, select one or more tags in the available categories under Refine
Workspace: https:// ol e N
] your search.
Your username is: e.campbell
« If you select several tags in the same category, media files matching at least

one of these tags will appear.

Link expires on: Sunday, August 14, 2022, 10:00 AM

« If you select tags in different categories, the results of these different

3. You will be redirected to a browser page asking you to set a password and confirm categories will overlap.

before clicking Validate.
For example, if you select three tags in two different categories, the Media
4. Click Log in to access the login page. Library will display media files matching the following rule: (Tag A OR Tag
B) AND (Tag C).
5. Enter your username and password, then click Log in.

. i 18 medias
After the first login S
Y REFINE YOUR SEARCH
1. Retrieve the username emailed to you when your account was created. PRYS N
2. Inyour web browser, go to the login page for your workspace: Japan (12)
United States (4)
Kenya (1)
« > C ﬂ' [=,} https://sharing.oodrive.com/auth/ws/the-name-of-your-workspace MAIN COLORS v
KEYWORDS ~
Paris (18)
3. Enter your username and password, then click Log in.
city (13)
. monuments (7)
If you have forgotten your password, click Forgot your password?




9 View media file information 9 Share media files

Viewing information about media files can help you identify important data about its usage, The Media Library Administrator can choose whether or not to allow you to share media files.
such as copyright information or usage rights linked to the specific media.
1. Select the media file you want to share.
1. Select the media file whose information you want to view.
gL 2. Inthe side panel, click the Share icon ’<: to access the media file sharing window.
Tip: Double-click on the media file to view it in full-screen mode. Click the = r icon in

the upper-right corner of the media file to exit full-screen mode. 3. Click the toggle switch below the media file preview to access sharing options.

@ Change the link

2. View information about the media file in the side panel on the right. @ s

[] Allow media download

Reference: RPH 1058

Copyright: © A Miller > Get the link Send the link <> Embed the media

Rights usage: Commercial, modification
allowed

S e e e 4. If this option is available and you want to allow downloading of the shared media file,
Country: United States select Allow media download.
Main colors:
White 5. To share the media by email:
Keywords: « Click the Send the link tab.

Astronaut Snow
« In the Email field, add recipients by entering their email addresses and
pressing Enter.

Stock: Stock d'import

« You can enter a message for the recipients if you want to do so.

» Click Send.
The available information can vary according to the configuration and classification work Your recipients will receive an email containing a link to view the media file that
done in the Media Library. you have shared.
Good to know: Click on a keyword or link in the media file info to display all media files To use the media in web publications:

matching that tag.
» Click the Embed the media tab.

Country: « If you wish, change the media display size in the Embed options section.

» Copy the HTML embed code and paste it where you want to insert the media

Launch a search using this metadata R
: (web page, newsletter, email, etc.).

You can change or stop sharing at any time by selecting the media file and clicking the Share

icon '<: again.



6 Download media files

Depending on the permissions assigned to you by the Media Library Administrator, you may
be authorized to download media files in different formats, as well as any attachments.

1. Select the media file(s) you want to download.

Note: To select several media files, hold down the Ctrl or % key.

2. Click the Download media icon in the panel to the right.

3. Select the format you want to download:

1 selected media

A P
. Original file

¢ Original file (high

definition
) Title: Logo oodri

» Low definition

¢ Original  file
attachments

and

Reference: RPF

Rights usage: (

Low definition

Original file and attachments

@ Make an HD request

If you do not have the necessary permissions to download the original media, your
administrator may allow you to make an HD request.

1. Select the media file(s) you want to download in HD.

Note: To select several media files, hold down the Ctrlor & key.

2. Click the Download media icon in the panel to the right, then select Request

original file.
3. Inthe new window, enter the use for which you are requesting the media file.
4. Click Send.

5. Once your request has been processed, you will receive an email entitled “Your HD
request”, notifying you of the status of your request:

Hello Andrew Smith,

Your request from 30/10/2020 has been processed.

Keywords:

Media

Status

Comment

liberty It

Note: The available formats and attachments are specified by your Administrator.

If you do not have permission to download the original file, the Administrator can also
allow you to request an HD version through the Request the original file option.

4. Save the media file(s) using your browser.

You will find the media file(s) in your Downloads folder.

RPH1111
accepted | g picture.

OK for web and paper broadcast. Please do not modify

6. Iftherequest has been accepted, click See your request.

7. Hover over the accepted request and click Download All.

Request made on Friday, October 30, 2020 4:52 PM
Comment: Brochure for the Trave! fo Japan advertising campaign

Reference:

Commercial  Comment. OK for web and paper broach
use

RPH1111
Usage: Request 0. 2020 4:63 PM

odiy this picture. @, DETAILS
ie unbl Nov 20, 2020

¥ DOWNLOADALL

[ Accapsed reques: ]

8. Save the media file using your browser.

You will find your media file in your Downloads folder.




0 Organize your media

The Media Library lets you organize your media into selections. Your selections are private
and make it possible to group the media you want to use into a project to find them more
easily.

Create a selection of media
1. Click the Selections icon % in the upper-right corner of the application to access
the selections.

This menu displays the public selections provided to you by the Administrators, and
also your private selections.

() ondrive-media

1 ony my setections

Architecture Kenya Deauville = THELATE

2. Click + Create new selection in the side panel on the right.
3. Enter the title of the selection and add a description if you want to.
4. Click Create.

Once the selection has been created, you can access it by double-clicking on the
corresponding tile in the selections menu.

Tip: Click the Only my selections option in the side panel on the right to only display
selections that you have created.

Add media to a selection

1. Select your chosen media file(s).

2. In the side panel on the right, click Show selections to display the available
selections.

~ HIDE SELECTIONS

3. Use the search bar to find an existing selection.

Q park x

Present in your private selections:

CENTRAL PARK (1)
YELLOWSTONE NATIO... (1)

4. Click on a selection to add the media file(s). You can add a
media file to as many selections as you want.

Modify media in a selection

1. Inthe Selections menu % click Only my selections in the side panel on the right.
2. Double-click on the selection of your choice to display the media.

3. Hover over the media file you want to manage and perform one of the following
actions:

« To remove the media file from the selection, click

the °

¢« To make the media file the thumbnail for the

icon.

selection, click the icon.

Tip: If your administrator allows it, you will be able to share your private selections. To create a

A
sharing link. go to the selection of your choice and click the “ icon under the selection title.
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