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WHAT’S NEW?

Internal settings
- what was the problem, what did | do to fix it, what will happen now that is an improvement
Keywords
- Increased from 399 to 2500, including clauses which are now searchable, ‘Farm to Fork’
Metadata paragraphs — adding in contextual information
- Paragraphs for each scenario that can be copied over
Embedded file data

- Automatically grabs the file data so you don’t need to input it all
- Strip file option button

Folders
- New folder structure
Filenames

- New filename convention used to populate keywords

Changes for users

New filenames
New contextual data paragraph to add in description box
New folder structure

More keywords to select

ASSET BANK (INTERNAL SETTINGS)

AB has so many internal settings and preferences that can be modified that unless there is a schema in place that
aligns all the settings they will not necessarily sync. This is the problem that Compassion had up until now when users
entered search queries, with the correct terms. AB found the files but had not been programmed to display the
results. Many settings had been partially edited.

These settings have been reset and synchronised as part of a search-display process that is designed to simplify
searches. It does this by searching for keywords first. Compassion is a language rich environment, and the images
relate heavily to specific terms ‘enriched’ cages, ‘slatted floors’ that are specific to larger issues that Compassion
responds to. By aligning all of this, | can identify terms, relate them to the keywords list, cross reference them, and
then map them to practices and locations. These then map to documents, reports, policy, and legislation. Now, AB can
see the entity relationships between the assets, and it has some internal mapping. This conceptually orientates us
within AB so that we can identify how it uses its tools.



Diagram 1: Previous Asset Bank Internal mapping. Terms were not related and existed outside of an entity relationship
framework




Diagram 2: Terms have been grouped into an entity relationship framework.
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Search order sequence

https://ciwf.assetbank-server.com/assetbank-ciwf/action/viewManageSortAttributes

Search Ordering Browse Ordering

Sort Attribute Sort Type Reverse Sort?  Actions

Title Alphanumeric or date No Up Down & Edit i Delet
Heywords Alphanumeric or date Mo p Down # Edit W Delet
Description Alphanumeric or date Mo ¥ Down # Edit mw Delet
D MNumeric Mo E Down # Edit i Delet

Alphanumeric or date No p Down # Edit & Delete
Resoluticn Alphanumeric or date Mo UE Down # Edit W Delete
Folder Alphanumeric or date Mo p Down # Edit w Delete
Qriginal Filename  Alphanumeric or date Mo p Down & Edit & Delete

Browse Ordering

Search Ordering Browse Ordering

Sort Attribute Sort Type Reverse Sort? Actions

Title Alphanumeric or date No Up Down # Edit W Delete
Heywords Alphanumeric or date Mo Up Down # Edit i Delete
Description Alphanumeric or date No p Down # Edit w Delete
D Numeric Yes Jp Down # Edit & Delete
Resolution Alphanumeric or date No Up Down # Edit w Delete
Aszet Typs Alphanumeric or date Mo Jp Down # Edit W Delete
Format Alphanumeric or date No Jp Down # Edit & Delete

Original Filename Alphanumeric or date Mo Up Down 4 Edit i O




KEYWORDS

Increased from 399 to 2500, including clauses which are now searchable, ‘Farm to Fork’
A full list of the keywords as an exportable file is available in Asset Bank.

It is possible to add keywords to this list https://ciwf.assetbank-server.com/assetbank-
ciwf/action/viewKeywordAdmin?categoryTypeld=3&attributeld=701

CONTEXTUAL PARAGRAPHS

200 of the most used/searched for assets were selected and new ‘contextual paragraphs’ were added in the
description boxes.

These paragraphs are available at the end of the user guide. They cover all the practices and legislation

Compassion deal with and can be copied and pasted into the attribute page where necessary. They are a
template to follow and a guide for when uploading new assets, so the paragraphs need to be modified.

EMBEDDED FILE DATA

AB has an embedded file data option (called Embedded Metadata Mappings)

that was disabled. From now onwards, this embedded file data option will be enabled on all uploads so that
AB automatically extracts information from the asset. The kind of information it extracts is size of file,
resolution, date, location and any other information the photographer has set. The user does not need to
enter this information anymore.

Strip file option button

Activating the embedded file data option means that some files will have time stamps on them. There is a
button that ‘strips’ this data off an image before sharing/sending.

Location: Download — advanced download — convert panel 7advanced options

Density (DPI)

JPEG Cuality

Rotate:

Strip Remove embedded metadata


https://ciwf.assetbank-server.com/assetbank-ciwf/action/viewKeywordAdmin?categoryTypeId=3&attributeId=701
https://ciwf.assetbank-server.com/assetbank-ciwf/action/viewKeywordAdmin?categoryTypeId=3&attributeId=701

Attribute Embedded data type / value Mapping Direction?

Orientation [Other] / Auto-rotate from camera Upload
Date Created EXIF / DateTimeOriginal Upload
Format Other] / Filename Extension Upload
Resolution [Other] { MAXwidth height) Upload
Keywords [Other] f Filename Extension Upload
Photographer [Ary] f Keywords Upload
Country [Ary] f Keywords Upload

FOLDERS

There is a table at the end of the user guide that shows the old file path and new file path so that you can easily locate
a folder that has been moved.

FILENAMES

New filename convention. AB generates its Title from the filename. The filename is the number from the camera plus
format so 456.jpg or 0678.jpg. There is no information in this for AB so we need to create filenames that are
meaningful in the Title tab.

The sequence for the filenames is Animal_/ practice_/country
Example: pig tailbiting UK.jpg

This sequence should be adhered to as much as possible unless the file relates to a piece of legislation in which case,
enter the legislation first

Legislation_ / animal_/practice  /country)
Example: EUAct2017_tailbiting_france.jpg

Filters

https://ciwf.assetbank-server.com/assetbank-ciwf/action/viewManageFilters?type=1

More filters can be added and it is possible to add category filters for example: ‘Media’ ‘Campaigns’. A default filter
can be set by admin.

FAQs

Example: | search for an image, use correct terms, and still get loads of text based documents (reports, magazine
covers) in my results

Solution: Select Attributes only in the MORE tab

Search Asset Bank. . lore w B


https://ciwf.assetbank-server.com/assetbank-ciwf/action/viewManageFilters?type=1

Click on MORE

@ Attributes & file content Atributes only File content enly
Format Any -
Keywords:

Include previous versions?



What is Asset Bank?

A digital repository that Compassion uses to store images. Image files are dense and large so can take a
long time to load and retrieve. AB does this quickly and accurately. It can only find what we ask it to find
based on the terms we use to label our images.

Assets, images or files?
Asset Bank considers all files ‘assets’. These could be document files- .doc, video files - mpg, audio files —
mp3. Most of our files in Asset Bank are image files.

What is an asset?

An asset in Asset Bank is a digital object with unique features or “attributes”. These attributes are known
as the file metadata and they are measurable qualities such as the size of the file, the date the image was
taken or the name of the photographer. Keywords associated with the file are also considered part of the
metadata.

What is Metadata?
Metadata is data about data. It is the information that is unique to each file. In Asset Bank, all the
metadata is on a file attached to each asset called the attribute page.

What are Keywords?
Keywords are terms that relate to the file in some way. They give users some idea of the file’s content.

What are Attributes?
Attributes are the unique elements associated with each file. Asset Bank uses the term attributes to
frame the information we need to input for each file.

Why do | need to know any of this when | just want a picture?!
Good question! Other users need to find pictures you may upload and understanding a little bit about
how Asset Bank works may help you when you search for a file.

The main tasks with Asset Bank are

SEARCH

There are 3 types of searches available in Asset Bank: simple search, expanded search and advanced
search. A simple search uses the minimum of terms to find the asset. Expanded and advanced searches
use keywords, clauses, and the file metadata to find the asset.

UPLOAD

Files need to be uploaded into Asset Bank. Each file has an attribute page attached to it with sections to fill
in. It is crucial that these sections are filled in as fully as possible as the information entered here helps
Asset Bank differentiate amongst the files.

LIGHTBOX
Files can be shared with other people via the lightbox feature.

APPROVAL

Some files require approval before they can be downloaded. A ‘REQUEST APPROVAL’ box will appear on
the asset page. If you click the box, an email is sent to the designated approver who will respond in
accordance with the policy attached to that asset.



HOW ASSET BANK SEARCHES FOR ASSETS

ASSET BANK

Asset Bank is used to store all of Compassion’s images
(assets)

e
£

SEARCH

To find an image, enter your search term in the search bar

KEYWORDS

Asset Bank has been set to search by TITLE first, then
KEYWORDS

ASSET

It will show you all files that match the terms in your search
query with TITLES in its database, followed by all matching
KEYWORDS, then all other matching metadata

SEARCH

If the file you require does not appear in any of the results,
you can narrow your search using the asset’s METADATA

METADATA

Metadata is all the data about the asset that has been
entered into Asset Bank. It might be the photographer’s
name, the country the asset relates to, the size of the file.
Each different piece of information is called an ATTRIBUTE.

ATTRIBUTE PAGE

All the metadata is filed on to a page called the ATTRIBUTE
page. There is an Attribute page attached to each asset.
Asset Bank searches through all the attributes on the
attribute page to match any information with your search

query

ALL the attributes & the keywords = METADATA

VAN




FOLDERS

Old Structure

New Structure

Photo courtesy photos-public-domain.com

MEDIA

= LOGOS

MEDIA
COVERAGH

PRESENTATIONS,
FPTS

I SHARING

Zrd PARTY
EVENTS

INVESTIGATIONS FUND RAISING
\— MATERIALS

g VIDEOS & BOOKS

USA

SPAIN

ITALY

CZECHIA

ECI NETWORK

CAMPAIGNS FOOD BUSIMESS OTHER IMAGES.

ANIMALS
PEOPLE B
PLANET


https://www.photos-public-domain.com/2010/12/30/file-folders/

The old folders are still viewable under the new headings

Al T
Browse Categories
MED FUND RAISING o [l ALL INVESTIGATIONS 2890 INTERNATICNA 184 ALLCAMPAIGNS 5186 AGES 25571
FOODBUSINESS 379!
a8 3

MEDIA

FR A[}

THE TRUE COSTof

LS
e Pl S
I LR = I Sicziw European Parliament

‘ Presentations. 183 Video Powerpoints

ALL INVESTIGATIONS

Investigations

IMAGES

People and the
Animals 3. Planet

Categories > ALL CAMPAIGNS (5186 items & View as slidesho & Add iten

— mm%
&

ALL CAMPAIGNS

END THE CAGE AGE

IT'S TIME TO EVOLVE

END THE CAGE AGE 1902
EC! NETWORK

FOOD BUSINESS

Food B

Food Business Print
Materials




Note:
Investigations

The assets in the Investigations folder need approval before downloading

FILENAMES

Filenames in Asset Bank will be updated shortly and will follow the path

Animal/ practice/country

Example: piggestationstalluk.jpg

Exception:

Assets that relate to legislation. These files will follow the path

Legislation / animal /practice /

Example: EUAct2017pigtaildocking.jpg
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LOGGING IN TO ASSET BANK

COMPASSION £% a Assct Ba
in world farming . Search Asset Bank

X

CLICK here to Login

NAVIGATION PAGE

Search Bax/

Filter Bar

\O.mi_ogs Panel

Browse v




SEARCH



SEARCH QUERY

COMPASSION £%
inworld farming e

Search Asset Bank...

SEARCH BAR

Where it says ‘Search Asset Bank...” enter your search query®

It could be ‘pigs’ or ‘organic pigs at Worthy Farm’ depending on how
you want the results to be.

information you have and how specific

Click on the magnifying glass icon to start the search

Asset Bank will search all its files for any that match your search query.
On the right-hand side of the search bar is the MORE option. Click on the green downward arrow next to it to access
the expanded search menu

Maore s

USING EXPANDED SEARCH

COMPASSION A% S My Lichtiox ||~
in faming @ Search Asset Bank. Less A B 31 My Lightb Q > @
(® Atrijutes & file content Attributes only File content only

Home - All cagegories - v

Advanced Search Format. lanyl

Browse Keywords

Lightboxes

Approve ltems

Update ltems

Upload
My Uploads/Edits

Workbench

Resources (2

https://ciwf. v \ H;

Enter Search query here.

Clicking on the categories & format tabs brings up a dropdown menu of options to select. Clicking on keywords
allows you to enter any keywords related to your search query

CLICK Search when ready



CATEGORIES

Select the category you want to search

i‘E‘OMP'AéS'ON‘: Search Asset Bank. Less A B 31 Mylightbox ~ Q Y VR

(® Attributes & file content Attributes only File content only

Home - All categories -

- All categories
Advanced Search Animals
People and the Pla
Events
Browse Other Images
Compassion Logos & §
Investigations
Books
Video
Approve ltems Printed Materials
3rd Party Sharing
Media Coverage
Video Powerpoints
" Spain
Upload Usa
End the Cage Age UK

END THE CAGE AGE ECI NETWORK
My Uploads/Edits ECI - Internal

Lightboxes

Update tems

Presentations

A L
Workbench Fundraising Materials

Browse Categories
Resources (7'

Categories _

However, you can perform additional tasks td give Asset Bank more information to increase the chance of a more
precise result.

There is a sub folder dropdown option for ‘categdyies’. This allows you to search particular folders or sub folders to
save time. Once you have entered your search query, click on the category dropdown box and select the category
you want to search.

FORMAT

Select the format you want to find (only useful if you know the exact format of the asset) else click any or leave on
default

COMPASSION £%
in world farming .|

Search Asset Bank.

(® Attributes & file content Attributes only File content only

Home - All :ategories -
Advanced Search Format
Browse ——
Lightbores

Approve ltems

Update ltems

Upload

Browse Categories

.. W R L e O




KEYWORD MASTER LIST

(®) Attributes & file content Artributes only File content cnly
- All categories - v

Format: [any] v

Keywords:

Clicking the plus + sign at the end of the Keywords tab brings up the keyword master list (all the keywords in the
database). You can select as many terms as possible from here and they will be added to your search.

© Home Page ot Compassion In W. X [¥] ‘AssetBank Help Gentre x| + 9 = Ly ~
< c @ Keyword Chooser | Compassion in World Farming - Google Chrome - o X Q * B = » 2
B oApps @ 8 ciwf.assetbank-server.com/assetbank-ciwf/action/keywordChooser?categoryTypeld=3&attributeld=701&isEditkeyword=... @ bandintegra.. @k Evergreen - Al busi.. » Reading list
commssiol K€yword Chooser - ALL ‘
in world farmin 3 Lightb (2] X V

A B E F € a3 K \ P R T Yo F ) All 2

Home

Filter a

Advance:

Keyword Synonyms Uses
Browse

2011 20

2014 52
L 40th Anniversary 1938

abbatoir 226
Approve | 0

Africa 10
BLRERY  agricultural show 32

agriculture 0
Upload [, 4

animal welfare 338
WAAVeeE  Anna Roberts 41

annual review 55
PG antibiotics 99

Argentina 370

artificial insemination insemination 13

Browse Categories

Resources (4 -
Canegories _




ATTRIBUTES & FILE CONTENT

ﬁOMPAS”a;:E’"g e Search Asset Bank.

®) Attributes & file content MKibutes ont File content onl;
y y

Home - All categories - v
= Fe 3

Advanced Search ormat fany]

Browse

Keywords:

Lightboxes
Advanced search
Approve ltems m

Update items

Upload

My Uploads/Edits

Workbench

Browse Categories

Resources (7

; . ; , @

The default option is Attributes & file content but if you are looking for a textual document (report, magazine,

newspaper article) that has some transcription and you know a phrase that appears in the document or a slogan
relating to an asset, then you can click ‘File content only’.

For images, always use Attributes & file content or Attributes



ADVANCED SEARCH



USING ADVANCED SEARCH

;mnfga&)ng Q Search Asset Bank.. Less A B
(@) Attributes & file content Attributes only File content only i 4
Home - All categories - v b
Advanced Search Format: lany] v ".‘
RS Keywords:

Lightboxas

Approve ltems m Advanced search

Update ltems .

CLICK here to use the Advanced search feature

COMPASSION £% M L .
in world farming - e T

Search

Home

Advanced Search Saved Searches Recent Searches
Advanced Search

Browse

0 Please also see cur boolean search oprions and other search tips
Lightboxes

Approve ltems Keyword search pigs X

Update kems PIGS; SOW STALL 01; PHILIP LYMBERY C CIWF (SL 030PG).JPG

Pigs_05_cKFaulkner_CIWF.JPG

Upload

Pigs_07_cKFaulkner_CIWF.JPG

My Uploads/Edits Pigs_03_cKFaulkner_CIWF.JPG

1D,
Workbench Pigs with piglets on grass[1]_Page 2 jpg
Title: PIGS; Woodland Pigs piglet2 drinking at wallow p Phil Brooke 2001 ¢ CIWFT.JB
pigs in water eco-farm China. JPG
Format: PIGS; Woodland Pigs Boar effect of boars on woodland lands:

b Phil Brooke 2001 ¢ CIWFTJPG.JPG
Resources [
PIGS; Woodland Pigs Sow&piglets5 with dr mike king p D Brooke 2001 ¢ CIWFT.UPG

Categories
options unless you are confident with Boolean logic

Ignore the blue bar that offers Boolean sear

You can also use the search buildér — a tool in Asset bank that gives you the option to add as little or as much as you
want to a search (useful when you know a very specific term relating to an asset).



SEARCH BUILDER

Here you have options to enter general keywords and to narrow your search by using more specific terms.

COMPASSION £% Mv Liahtho
in world farming . 0 Lightbo (2] h 2

X

Advanced Search

# Home

I Browse
General Keywords v contains word v

ADDING GLAUSES

There is also gh option to add a ‘clause’ so, if you are looking for a particular asset that has a phrase associated with
it, click here.

COMPASSION £%
inworld farming %

Search
Home

Advanced Search Saved Searches Recent Searches
Advanced Search

Browse
General Keywords v contains word v
Lightboxes
Approve hems AND -
Update hems
General Keywords v contains word v emove

Upload Ar

My Uploads/Edits

Workbench
Categories:

AVAILABLE: SELECTED:

Find a category.

Resources (&
P> Animals

Categories -

Once you have clicked ‘ADD CLAUSE’, more options to enter keywords and plj rases (clauses) appear.



SEARCH FORM

Using the search form does the same thing — it gives you space to enter any information you have about the asset
that can help Asset Bank fifteN

COMPASSION £%
in'world farming “as.

Search

Home

Advanced Search Saved Searches Recent Searches

Advanced Search

Browse
General Keywords v contains word v
Lightboxes
Approve hems “
Update lrems
Categories:
Upload AVAILABLE: SELECTED:
My Uploads/Edits Find a category
Workbench P Animals
P People and jhe Planet
P Events
P Other Imfiges
Resources &' »  Compgffsion Logos & Brand @
Categories P Investfbations A
COMPASSION £% 31 MyLlightbox ~ Q T

in'world farming "

Search
Home

Advanced Search Saved Searches Recent Searches
Advanced Search

Browse

0 Please also see our boolean search options and other search tips
Lightboxes

Approve ltems Keyword search

Update ltems (@) Attributes & file content
Attributes only

L
Upload e content only

My Uploads/Edits

Workbench

Title:

Formar

[any] \ 4 @

If you are looking for afeport, magazine or textual document and know terms that appear in the document then
click ‘File content only’. If not, always use the default setting of Attributes & file content.

Resources (£

Categories

You can search by other information associated with an asset. Details about the photographer, resolution, size,
country, description can all be entered in the sections that follow.



METADATA (ATTRIBUTE PAGE)

COMPASSION £% R .
in world farming % 31 My Lightbo Q T

Formar [any] v
Home
Description
Advanced Search
Conditions of Use: [any] v
Browse
Lightboxes Country; [any] v
Approve ltems
Show more details: [any] v
Update lrems
Upload Keywords: &2
My Uploads/Edits
Size between KB and KB
Workbench
Contact for information: [any] v
Photographer: [any] v
Resources (' @

Categories

Enter any information you have here if it is specific — for example, the photographer’s name tab has a dropdown

menu, and you can select from any of Compassion’s photographers.

The description tab is the place to add a description of the image but also the place to include any contextual
data. For example: a particular practice that we are campaigning to ban, or a behaviour that relates to an ongoing
concern.

COMPASSION £% Av Liahtb .
inworld farming . 31 MyLightb (2] T

Photographer. [any] v
Home

Date Added between  dd/mm/yyyy E and  dd/mm/yyyy m
Advanced Search
B Dare Taken between  dd/mm/yyyy El and  dd/mm/yyyy m
Lightboxes
= Asset Type: [any] v

Approve hrems

Original Filename:
Update ems

Upload Resolution: [any] v

My Uploads/Edits

Completeness: [any] v

Workbench

Categories:

AVAILABLE: SELECTED:

Resources Find a category @

Categories -




COMPASSION £%
inworld farming

Home

Advanced Search

Browse

Lightboxes

Approve ltems

Update ltems

Upload

My Uploads/Edits

Workbench

Home

Advanced Search

Browse

Lightboxes

Approve ltems

Update items

Upload

My Uploads/Edits

Workbench

Resources [

Categories

Home

Advanced Search

Browse

Lightboxes

Approve hems

Update hems

Upload

My Uploads/Edits

Workbench

Resources (4

Categories

F ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ v v v V¥

Find a category...

Animals

People and the Planet
Events

Other Images

Compassion Logos & Brand
nvestigations

Books

Video

Printed Materials
3rd Party Sharing
Media Coverage
Video Powerpoints
Spain

usA

Sl v e A I

End tha Cann fina 11V

Access Levels:

Find an access level.

Standard

Archive

Approval - Research

Approval - Administrator
Approval - Campaigns

Public

Approvél - Head of Food Business
Approval - Food Business Caroline
Approval - FB Mkig

Approval - Investigations
Approval - Media

Approval - Print

Approval - SET

Approval - USA

External

Education

Approval - Pru Elliott
Approval - FB Nathan
Approvél - FB Bronwen
Approval - FB Vicky

Approval - Eilisa Bianco

Media view only
ECI

ECI Network

witems thatarein| any

w | of the selected categories/

[E search subcategories of the selected categories

w itams matching | all

w | of my attribute criteria

Accessibility Statement  Terms & Conditions  Privacy Policy About Comactg



SEARCH RESULTS DISPLAY OPTIONS (RHS)

COMPASSION £% Search Asset Bar
in farming & Search Asset Bank.

Search Results

Home
Contact for information Photographer Country Date Taken Video resolution Asset Type >

pigs x Title
u! 0 /5000 Selected Layout:

Lightboxes mene

Advanced Search

Sortby: Default~ Az ZF
Browse

Approve ltems [

Update items EN=m T

Upload

My Uploads/Edits

Workbench

Resources (4 N @
Categories _ IA‘ ' L V 7

Here, you can refine how the results are displayed by selecting the assets you want to retain. Ctick on the green box
to select all assets or click on an asset to select it.

REFINE RESULTS

Clicking ‘refing’ results takes you back to the attribute page — the page that has all the information associated with

the asset

COMPASSION £%

Search Asset Bank

inworld farming .

Search Results & Vie e e

Home
pigs x Title Description Contact for information Photographer Country Date Taken Video resolution Asset Type >

Advanced Search

u‘ 0 /5000 Selected Layout: mE = Sortby: Defaultv Az ZF
Browse

Default
Lightboxes e |
specTs AN Lra Number of Views

Approve ltems il Number of Downloads
Update ltems EN= Active Status

Added By

Upload

My Uploads/Edits Searc Associated web link

Average Rating

Workbench




FILTER



FILTER

-
Clicking on this icon changes it from greento black . and shows the dropdown menu. Here you can
filter your results by country, restrictions, year, copyright, size and type
CommassION @ Search Asset Bank tore v B 5 Wigie -+ @ Y
@ You have 4 unsubmitted items e
Home INo fittering] v
Advanced Search Country:
[No filtering] v

Browse

Restrictions:

Lightboxes

INo filtering] v
Approve ltems

PP Size/Type:

Update items INo fittering] v
Upload ‘ Year:

[No fiitering] v
My Uploads/Edits

Originating Team:
Workbench

[No filtering] v
-
Copyright:
[No filtering] v
Resources (7'
By country... By Year... By copyright... By size /type... By restrictions...
Filter: Filter:
Filter- Filter: Size/Type:
[No filtering] [N filtering | e fidering] - i inal No ﬁ.tering: M
Irering v Itering] v [No filtering] v
Counry. Country: Country: [No filtering] Country:
e h INe filtering] v [Ne filtering] v Only II;nagES )
[No filtering] Only vidzos [No ﬁ.tering_ v
8elgium Restrictions: o _ Size less than 1mb
crine : Restrictions: Size more than 1mb
S ) Mg g iR Restrictions:
:tlifherlands e fitering v | Ne ﬁ.tering_ b
Poland 3 Tarell . P
o Size/Type ) [No filtering] v [No filtering] -
United Kingdom | Size/Type:
usA [Mo filtering] v Copyright:
[No fitering] - v [No filtering] v Administrator approval
orieinating T = [No filtering] v Campaign approval
riginating Team: ear: .
[ [No fittering] v INo filtering] Food Business approval
Mo filtering] v o igati
g NG filtering] CIWF Inue;tlsatlons approval
Copyright CIWF/Amit Pasricha Media approval
) CIWF/Juhann Kuus NOME (no DR)
[No filzering] M CIWF/Martin Usborne Research approval
drewphotography/ciwt
Getty N
istockphoto Originating Team:
Pre-2010 Xiao Shibai )
[ - [ [Ne filtering] v
[Me filtering] v
Copyright:
[No filtering] v




BROWSE



BROWSING FOLDERS

Browse Categories

[ias i

END THE CAGE AGE

IT'S TIME TO EVOLVE

Bssion Logas AN 555

ECI - Internal 0

The BROWSE section is designed for users to search by images rather than terms. Compassion’s assets have been
organized into folders that you can browse directly.

NEW FOLDER STRUCTURE

MEDIA INVESTIGATIONS [l FUND RAISING [ INTERNATIONAL CAMPAIGNS FOOD BUSINESS [l OTHER IMAGES
™ LOGOS L MATERIALS = UsA ETCA ANIMALS
MEDIA s . PECPLE &

COVERAGE

PRESENTATIONS,
PPTS

an  POLAND

i VIDEOS E: BOOKS — ITALY

md  SHARING ol CZECHIA

3rd PARTY
EVENTS



BROWSE OPTIONS

I([.]OMF"ASSION‘: Search Asset Bank. More v B 31 Mylightbox ~ (2] Y VR

Browse

Home
Browse Categories Browse Access Levels Browse Keywords Browse by Popularity

Advanced Search

Browse

Lightboxes

Approve Items

Update ltems

Upload

My Uploads/Edits

Wty

mmuz cug,

Workbench

Investigatioris

Meat consumption has been steaciy deciiing 1

e US by 0% por capts s 2007 ', 1 == I@
o~ RN = o
g “ END THE CAGE%

Waiting for ~west-1 3.eu-west-1 IT'S TIME TO EVOLVE

Click into the folder that matches your search query or search by option

Users can browse 4 ways: by categories, access levels, keywords, populari

Browse

Browse Categorics Browse Accesk Levels Browse Kezwords Browse by P&pularity
A 4

COMPASSION A%
inworld farming “es

More v E 31 Mylightbox (2] Y

Browse

Home
Browse Categories Browse Access Levels Browse Keywords Browse by Popularity

Advanced Search

Browse

Lightboxes

Approve Items 3

pp X Approval - Head of,_ 1474

Food Business

Update ltems
1aca consumpron has e steaciy aecimng

the IS —by 10% per capita since 2007

Upload
My Uploads/Edits

Workbench Approval -

Approval - FB Mktg Investigations . Approval -“Media

Resources (7

Waiting for www.google-analytics.com...



KEYWORD BROWSE

Browsing by Keywords is the preferable option for Compassion users as Asset Bank has been set to search by
Keywords first.

ir'_‘ommf:?r:&)ngc Search Asset Bank.. dore v B 31 MyLlightbox ~ (2] T

Browse
Home

Browse Categories Browse Access Levels Browse Keywords Browse by Popularity
Advanced Search

Browse A

Lightboxes

Approve lrems

PR

Update kems « an
Upload
My Uploads/Edits

Workbench
There are no items here

Resources [ @

Categories -

Clicking on the Keywords tab brings up the Keywords master list, in alphabetical order. Users can select as many of
these terms as necessary.

Example: | selected the term ‘antibiotics’ in keywords
Here are the results:

i%OMPAfSSI?nr;‘: Search Asset Bank Aore v B 1 Mylightbox ~ (7] Y
Search Results Y Refine results O Viewass =
Home
lpntibiotics ® Title Descriptiol Contact for information Photographer Country Date Taken Video resolution 22

Advanced Search

- 0 /346 Selected Layout

Sortby: Default v Az ZF

Browse

Lightboxes

Approve ltems

Update Items

Upload

My Uploads/Edits

Workbench

Click in the green'box above any of the assets you want to select.



Search Results Y Refine results O View as slid

antibiotics ® Title Description Contact for information Photographer Country Date Taken Video resolution >

- RCTETl coviom | susc - | veonr - | won: - [RTONEESR Sonby: Dot AL 77

POPULARITY

Select any of the 4 options:

hommégﬁ)ng‘: Search Asset Bank... More v a 31 Mylightbox ~ (2] T VR

Browse
Home

Browse Catdgories Browse Access Levels Browse Keywords Browse by Popularity
Advanced Search

Browse

Lightboxes

Approve ltems
© Asset Bank 2021 Accessibility Statement  Terms & Conditions  Privacy Policy About Contact Us

Update ltems

Upload

My Uploads/|

Workbench

If you select many files, Asset Bank will compress them into a zip file. If you cannot unzip files on your computer,
return to the previous page and download each item individually.



DOWNLOAD ASSET

i‘ﬁommé?rlfnge Search Asset Bank.. More w B 31 My Lightbo = 2] T

Download assets from search
Home

Advanced Search

Eisroe Download items as a compressed zip file

If you are nat able to unzip zip files then please return to the previous page and download the items individually
Lightboxes

stressful, 40th Anniversary, South Africa, Juhan Kuus, slaughter, abbatoir

Approve lrems

Format
Update tems Resolution High Res
Show more details: ® Juhan Kuus/CIWF

Upload

stressful, 40th Anniversary, South Africa, Juhan Kuus, slaughter, abbatoir
My Uploads/Edits

Format:

Workbench Resolution: High Res

Send this file in an email

Download Originals @

Caregories -

Resources [

To unzip a file, you need to extract the files to a place on your desktop. Any user with MS Office can unzip files. Right
Click on zip folder, click extract, select location on PC, and then open extracted files folder to view files.

Compressing files and sending them via a zip folder does not change the files — it ‘compresses’ the information in
the file so that it is smaller to send, then restores the information once it has been received.

Downloading Images

Users can download directly to their own desktop but can also send the downloaded asset directly in an emai

Show more details: D Cgaflassion in World Farming

Guick Download Adv, Download
#=nd this file in an email
Download Original
File Format: JPEG
File Size: 10.28 MB
Size: 3608 [w) x 3739 (h) pixels

There is a quick download option (download the file as it is to your desktop) and an advanced download option
where you can change the size of the asset before you download it or crop the image so that you only download
part of the asset.



COMPASSION £% b Aseet Bar S e | ;
in world farming Search Asset Bank ore w B 31 My Lightbo (2] ¢ y

Resclution High Res
Show more details: © Juhan Kuus/CIWF

Home

Quick Download Advanced Download

Advanced Search

Send this file in an email
Browse

Lightboxes Download Original
File Formart: JPEG
Approve lems
File Size 10.69 MB
Update ltems
Size: 3733 (w) x 2483 (h) pixels
Upload
Workbench
Resources
© Asset Bank 2021 Accessibility Statement  Terms & Conditions  Privacy Policy About Contact

Categories -

To perform an Advanced download, click on the Advanced download

#‘OMPl\fhaz:’:_JnI;Q Search Asset Bank.

Quick Download Advanced Download

Home
Send this file in an email

Advanced Search
Download Original

Browse File Format: JPEG
Lightboxes File Size: 1069 MB

3733 {w) x 2483 (h) pixel
Approve ltems Size: 3733 (w) x 2483 (h) pixels

Update hems
DOWNLOAD ORIGINAL

Upload

My Uploads/Edits

Convert
Workbench File Format: JPEG - Presentations or Web w
Crop
Resources (4 6
Categories Crop undefined -

Select a particular format to download JPEG, GIF, PNG, TIFF

Unless there is a particular reason you have for selecting the GIF, PNG or TIFF options, select JPEG. A useful guide to
image formats is https://matthews.sites.wfu.edu/misc/graphics/formats/formats.html


https://matthews.sites.wfu.edu/misc/graphics/formats/formats.html

%\OMPA&Haz':'?nI;“: Search Asset Bank. More » a 31 Mylightbox ~ 0 T

S

File Format: JPEG
File Size: 10.65 MB
}  Home
Size: 3733 (w) x 2483 (h) pixels

Advanced Search

Browse DOWNLOAD ORIGINAL

Lightboxes

Approve ltems Convert

Updare kems File Format JPEG - Presentations or Web w

JPEG - Presentations or Web

Upload GIF - Diagrams or Web
PNG - Web
Crop TIFF - Print
My Uploads;
Workbench Crop undefined

Select crop area...

Resources [

Resize @

CROPPING ASSETS

Click Select crop area
An image window will open

Drag with your mouse to select the crop area. When you have finished. click "Crop & Close” CROP & CLOSE

v

A cross T+ will appear on the image. Position the cross where you want the crop to start and slide the cross over
the parts of the image you want to select.



Select crop area

CROP & CLOSE

Click CROP and CLOSE to confirm selected area

The Resize option is here

E‘Ummfaz‘lﬂong“: Search Asset Banl

SRR FE

File Forfnat: JPEG
File Sizg- 1069 MB

Size: 3733 (w) x 2483 (h) pixels
ced Search

DOW! ILOAD ORIGINAL

Lightboxes

Approve he Convert
Update kems File Fgrmat: JPEG - Presentations or Web w
Upload

Crap

My Uploat

Wol rop defined: X: 2095 Y: 8 Width: 995 Height: 2468

hange crop area... | Clear crop area

Rj \'ze




{;‘OMPA':;a_:,&)ng Search Asset Bank.. lore v B 31 MyLlightbox ~ e T

Convert
File Format: JPEG - Presentations or \Web w
Home
Advanced Search
Crop

Browse

Lightboxes Crop undefined

Approve tems

Update lrems
Resize

Upload

Width: 3733 pixels

My Uploads/Edits

2483 pixels
Workbench

Resources [
,
Categories

Click on advanced options only if you need to rotate the image. Leave the JPEG Quality at default and Density at 0.
At present, we do not have embedded metadata on our files but will in the future. If an image has a time stamp on
it that you want to remove, then tick the ‘strip’ box to remove the embedded date. For anything else, leave

unticked.

COMPASSION £% Search Ascet Bar
in farming . Search Asset Bank..

Height: pixels
Home
Advanced Search .,
Advar
Browse Density (DPI):
Lightboxes
JPEG Quality:
Approve ltems
_ Rotate ratation v
Update ltems
Upload
ploac Strip: Remove embedded metadata

My Uploads/Edits

m DOWNLOAD NOW
Workbench

Resources @



LIGHTBOX



Lightboxes are used to send large files via email or links to internal & external personnel. Users can ‘share’ a file via
a lightbox and the recipient can download the file directly to their computer. Large files, particularly image files,
need to be sent this way as they have so much information in them that they cannot be easily compressed without
losing some of this information. High resolution images are used for printing, low resolution is adequate for web.
Typical values are:
70 dpi = low res = web
300 dpi = high res = print

I‘ﬁmfg;ﬁn‘;e Search Asset

You can find your Lightboxes on the
Options bar and at the topf your screen Browse
on the right-hand side Home

Advanced Search

Crowse

Lightboxes

Approve ltems

Update ltems

'nload
My Uploads, =dits
9O L @ zesic vezet SoUK- prpo & 41

COWbYe2I0MN s

SETTING UP A LIGHTBOX

Click MY LIGHTBOX in filter bar at top of screen on right-hand side

31 MyLightbox v (2] T VR

A dropdown menu will appear

1 MylLightbox ~ © Y ™

® My Lightbox

Test

Enter name of new Lightbox in the Create new search bar and Click ADD



Figs eating Cake ﬂ

Your Lightbox has been created and should now appear in the dropdown menu

ADD AN ASSET TO LIGHTBOX

Click the circle to the left of the Lightbox name and a black inner circle should appear.

Figa u
8 Pigs =ating Cake a
Test 3
-
Create new... ﬂ
£ Manage Lightboxes

[=] Expand view

Any assets you add to a Lightbox will now go to this particular Lightbox. To send assets to another
Lightbox, just select the circle to the left of the Lightbox name and click in it.
Adding an asset to a Lightbox

Once you have found the image you want to send via a lightbox, click on Add to lightbhox

ﬁOMPAé;:EJnI\;‘: Search Asset Bank. More v m

Browse © free range, organic. piglets

Home
Advanced Search
Browse

Lightboxes

Approve ltems

Update ltems

Upload

My Uploads/Edits

Workbench

14/07/2016 15:17:38

Dimen
% () Support @

Dashboard

Resources ('



C

an’t see it?

On the right-hand side of the screen, you
can see 3 green tabs and 4 further options.

< 2 of 291 | »

oy DOWNLOAD

# EDIT

Click on Add to lightbox \

\Add . [|ghtb.0:(

W Delete
B4 Send as e-card

= More

Add to lightbox changes to X Remove from lightbox

< 2 of 291 »

oy DOWNLOAD

# EDIT

Remove from lightbox
il Delete
f4 Send as e-card

= Maore



DOWNLOADING AN ASSET

Select the asset in the Lightbox by clicking on the green box above it

My Lightbox

Home

Current Lightbox
Advanced Search

Browse Lightboxes:| My Lightbox v | contains 1item & EM of Share With Users | @

Lightboxes

Approve ltems

Update ems
Upload
My Uploads/Edits

Workbench

Sheepdrove organi
and

Dashboard

a6

&
D
E

Resources (7

My Lightbox

Home

Current Lightbox Manage Lightboxes
Advanced Search

Browse Lightboxes:| My Lightbox (1) w | contains 1item & EMPTY | «f Share With Users

Lightboxes
Ready to download

on e ISR

Approve ltems

Update lkems

Upload

My Uploads/Edits

Workbench

Sheepdrove organic pigs 2016
Berkshire pigs and Berkshire x
Duroc piglets on organic farm.

Dashboard Show more details: Natasha
_ Boyland
Resources (' | SA4AR

SHARE THE LIGHTBOX

To share the Lightbox with an internal member of Compassion, click Share with Users next to the lock icon. It will
turn black once clicked.



SHARE WITH EXTERNAL STAFF
|

To share the Lightbox with an internal member of Compassion, click Share with Users next to the lock icon. It will
turn black once clicked.

COMPASSION £% G
5 g - Search Aszet Bank..

My Lightbox

Current Lightbox Manage Lightboxes

Lightboxes:| My Lightbox (L) w |contains 1item & o shapfwith Users

Ready to download

0 e Emeicmen erm

anic pigs 2016

ige and Berkshire x Duroc

Accessibility Statement  Terms & Conditions  Privacy Policy About Contact Us

A search tab for users will appear that allows you to search for the person you want to share the Lightbox with. Click
on their name

Lightboxes

Current Lightbox Manage Lightboxes

Share: Test

Sharing a Lightboxes allows other registered users access to this Lightboxes to view and optionally edit it. (If you want 10 share this Lightboxes with external people then you can use the share
button on the Lightboxes or publish it}

Mame Email Address Canedit?  Actions
Richards, Vickie  vickierichards@ciwf.org no [removel]
Remove all users | Add more users »

If the person you want to share the Lightbox with is external staff, then you can not use this option. Instead, you

need to click on the share button in the green options tab
o~ ore -

- 3 [ 3 selected




There are two options for sharing: share by email and share by URL

COMPASSION €% Search Asset Bank More v n

My Lightbox

Current Lightbox | Manage Lightboxes

Lightbaxes: | My Lightbex (1) ¥ |contains Litem

Lightbozes

Ready to download

o R

& Share by emai

% Share by URL

s: Natasha Boyland

Sortoy: Defautt v

Accessibility Statement  Terms b Conditions  Privacy Policy  About  ContactUs

Lo—J

htps://ciwfassetbank iwifacti Box®

SHARE BY EMAIL

Click on Share by email

Share by TW

| IMGP3016.JPG
iginal e
2624 x 3936 pixels

Email to

te muttiple email add

Message (optienall




SHARE BY URL

Share by URL

Sharing URL

R s i sssetaniser

Assets can be updated (in batches) here if there is new information to add to the files. Click on update

Search AcsetBank o < |

My Lightbox
Current Lightbox | Manage Lightboxes

Lightboxes:| My Lighbax {1} v | contains 1item & EMPTY | o Share With Users | G Publis

Ready 10 download

(o QRO e

=

Sortby: Defautt~ AL ZF

Accassibility Statement  Terms & Conditions  Privacy Policy About ContactUs

Assets can be updated by batch or by bulk. Bat§hing assets means that they are selected in Asset Bank by some
common feature in the metadata (photographen country) and then each file is changed individually. Bulking
updates apply changes to all selected files at once\— the same change is made on all the files.

EDIT ASSETS

Assets can also be edited from here. Click on edit in uploader, select asset and a simple metadata page appears



Edit metadata X
* Indicates required field
1 Indicates field required for item to be considered complete.
Title: * Sheep & lambs in field
Description:
4
Active Status: - Please Select - w
Date Created 25/04/2014 12:16:39 =
Activation Date: dd/mmiyyyy (5] =

cancel /3

Any edits here apply to the asset in the Lightbox only. The asset in Asset Bank retains the original metadata.

The MORE option

1239 x Title mascription Caontact for information Photographer

- 1 /1Selected DOWNLOAD

Delets

Add to Lightboxes

Remove from
Lightboxes

Heywords: sheep, staff farm
wisit

Title: Sheep & lambs in field

DELETE ASSET

To delete asset (Are you sure you want to permanently delete an asset? Have you checked with others? Do you just
want to remove it from the Lightbox? If so DO NOT DELETE!)

- click delete

- Tick box next to statem

ut to permanently delete 1 items. Are you sure?

A You are

understand that the selected assets will be permanently deleted.

Backup the assets you're about to delete by exporting the files and their metadata | ¥ View and refine the items being delered

Cancel

Click DELETE 1 ITEMS



There are other options here that allow you to export and refine the metadata associated with the asset however if
this is something you need to do, then it is better to simply remove the asset from your Lightbox and alter the
metadata in the master copy. To do this, return to the MORE tab and click REMOVE FROM LIGHTBOX

11239 ®  Tis Description Contact for information Photegrapher

O T B B < -

Delets
Add to Lightboxes
Remove from

You can also add this asset to another Lightbox from here by clicking ADD TO LIGHTBOX

m
a

1

I

MANAGE LIGHTBOXES

Click on the Manage Lightboxes tab

UG, s =~ &Y it

Manage Lightboxes
Home

Current Lightbox Manage Lightboxes
Advanced Search

- Here you may add, remove, rename and recrder Lightboxes. You can also share your Lightboxes with other users
Jrowse
Note. when you only have one Lightboxes it will appear as "My Lightbox". You may rename it if you wish any sharing users to see a different name.
Lightboxes
# Last
Name Owned by Editable  Sharing  Created modified Published?  Actions

Approve ltems

11/12/2017 17/10/2019

My Lightbox (31) You Yes o] - . No [edit] Icopyl [publishl
Update ltems s 125450 145549 : ‘
share
Upload Images for Josie . e B 11/01/2018 11/01/2018 i P deleral itk ublish
Coliins () oul EH 1 105401 . Mo [edit] copyl [delete] .Jsiw ] [publishl
My Uploads :
share
/01/2018 8/oy/
Images for Ali {25) You Yes 2 15.‘ U]_' 2at d R U_l_ 2o No ledit] Icopyl [delete] with [publishl
. 11:21:44 11:35:22 g
Workbench users]
Zoe B Caged Hen (8) You Yas 0 07/02/2018 07/02/2018 No [edit] [copyl [delete] s'-;l: [publish]
OF B Laged men (5] : 09:14:50 16:54:19 TR e e
TS (6 ebene (11 . 07/02/2018  07/02/2018 - S e
Webnews (1) You Yes 0 e TS No [edit] Icopyl [delete] [publish]

Categories

Lightboxes can be edited, deleted, shared and published from here



PUBLISH LIGHTBOX

To publish a lightbox requires a password and expiry date. Click on Publish in the manage Lightboxes tab and this
window will appear

Enter the details here

Click RUBLISH MY LIGHTBOX

COMPASSION,
ar

o~
inworkd farming e

Lightboxes

Mahage Lightbaxed

Current Lightbox

Publish: My Lightbox

Browse
Publishing a Lightoo you can share with anyone

Lightbazes

Password:

Approve hems

Update tems

Accessibility Statement  Terms & Conditions  Privacy Policy About Contact Us

@ support e



APPROVING ASSETS



REQUESTING APPROVAL

Some files require approval before downloading. Compassion has designated staff for authorizing approvals.

If an asset you want to select requires approval, you will see ‘approval required’ next to the conditions of use

Conditions of Use: Investigations approval required

On the right-hand side of your screen, you will see a blue square box

& o Les F

You can request
permission 1o
download this item by
adding it to your
Lighitboxes.

Click Add to Lightbox underneath the blue box

© Add to lightbox

Go to My Lightbox at the top of your screen

1 My Lightbox =

Select Lightbox that contains this asset and this page will appear

My Lightbox

My Lightbox Manage Lightboxes

My Lightbox comtains 1item @ EMPTY | &' Share With Users | @ Publish

Approval required [l oGV

iters requiring approval to download.

Click REQUEST APPROVAL and the request will be sent
They will either approve or not, depending on the policy relating to that asset.



APPROVE ITEMS

To approve an asset, select APPROVE TEMS from the Options bar on the left-hand side of the screen

Lighmboxes

Approve lrems

Approve ltems
Uploads (0) Edits (0) Downlo

Approve items for download

The following users have submitted items for download approval:

Mame: Date: Crganisation:
& clenaartico 08/11/2019 Ciwf [P
& Lucille Bellegarde 06/01/2020 - [view]

This will show a screen with the requested asset and any messages from the user who has requested
the approval.

=2 < | e - @ (T

COMPASSION A%
inwerkd farming .

Home

Advanced Search

Lightboxes

Approval type:

Approve ftems

Update ltems Intended Usage:

animerview today. They need good examples of farms t

Upload Message from the user: rogram 1 go on aif tomorrow evening. A
caricon ion:

with images coming from our pigs anc

MyL
Your message to the user

Dashboard Approval expires on ) | flesve blank for the default of 30 days)

Resources (@

a6

Your screen will show the options to Reject, Skip, or Approve




You can add a message if you wish

Message from the user: To use ina TV program to go on air tomorrow evening. Annamaria gave an intenview today. They need good examples of famms to
make the comparison with images coming from our pigs and cows investigations

Your message to the user:

And set a date for the approval to expire (default is 30 days)

Approval expires on: "" [leave blank for the default of 30 days)

Select SUBMIT at the end of the page



UPDATE ASSETS



SIMPLE UPDATE/EDIT

Select asset

COMPASSION £
in world farming e

Place Farm UK 2014

Home
Advanced Search
Browse

Archive

Lightboxes

Approve ltems

Update Items

Q Title Description Contact for information Photographer Cour

Upload

Uploads/Edits

Workbench

Dashboard
Resources (7
Asset Types
Approve Users

Users

Groups

Search Asset B

Browse » sheep. staff farm visit

Lightbos

Approve items

Upda

Upload

My Uy

09/05/2014 13:11:18

ag o

84 x 3456 pixels.

@ 7vie
Rl (@ support e

Groups




This takes you to the attribute page — the page where you enter all the identifying features of the asset. You can
change any of the information on this page.

Update =

°

Edit metadata

At the bottom of the page is the Workflow option. Select Submit to live if you are authorized to make these changes.
Select Submit for approval if the file needs to be authorized by a designated approver.

Workflow submit options:
® Submit to live

Submit for approval

VERSIONING

If you want this version of the file to overwrite the original, click Save changes. If you want to retain the original file,
click Save as a new version.

Versioning
(® save changes

Save as a new version

m Cancel



BATCH UPDATE

If there are several files to be updated, we can use either the BATCH or the BULK function.
BATCH update is used when several related files need to be changed individually. BULK update is used to make the
same changes to several files.

Select Start a new batch update

COMPASSION A% Search Accet Bar
in world farming . Search Asset Bank.

Update Items
Home

Batch Update Bulfk Update

Advanced Search

Update a group of ghsets, one at a time

Browse
The batch update feature effebles you to search for items and then update their metadata quickly.

Lirisie If another user has started § batch update then you will not see the items that are in their batch. to stop you from updating the same item,

Each batch is limited to 5P items — once you have finished updating the items in your batch you can start a new one.

Approve tems

You currently do not havga batch update in progress.
Update kems Start a new batch updatd

Upload
My Uploads/Edits

Please note that you can only run one Batch Update or Bulk Update operation at once. These functions lock the items in the batch 5o that they cannot be used in another user's batch

Workbench

Resources ('

Categories

Accessibility Statement  Terms & Conditions  Privacy Policy About  Contact Us

We are taken to the attribute page where we can enter the specific information that will selects the files we want.

COMPASSION A%
inworld faming -

Batch Update

Home

Specify the criteria for the ftems tha

Advanced Search Alternatively, you can use yor

Browse - .
0 Please also see our boolean search options and other search tips

| be included in the batch using the form below.

Lightboxes
Keyword search: |
Approve hems
@ Auributes & file content
DRKsiEbE Attributes only
— File content only
My Uploads/Edits D
Workbench
Title:
Formar lany] v
Resources [
Categories Description

The files that match the information you have entered, will appear individually and you need to check each one
before saving and continuing to the next file. You can delete and skip files. This can be a long process!



Once complete, you will see this page

Batch Update Finished

You have finished updating the items in your batch.

Start a new batch update »

Bulk updating allows you to select all the files and apply changes to them all at once.

BULK UPDATE

Click on Start a new bulk update

COMPASSION &% Search Asset Bank

@ ou have assets locked for a Batch Upda

X

# Home Update Items

Q@ Advanced Search
Batch Update = Bulk Upgfte
Br
Update a group of assgfls, all at once
*  Lightboes

The bulk update feature enablgffyou to create a batch of items and then update their metadata in bulk Using specified values

¥ Approve ltems You currently do not have a flik update in progress.

Start a new bulk updace

#  Update lems

& Upload

& My Uploads/Edits

un one Batch Update or Bulk Upeate operation at once. These functions lock Ich 50 that they cannot be used In another user’s batch

& Workbench
© Asset Bank 2021 Accessibility Statement  Terms & Conditions  Privacy Policy About  Contact Us

Resources @

Categories

@ Upload session in progress.  Note: any changes will be lost if you log out.

Bulk Update: Create Batch Using Search

Specify the criteria for the items that will be included in the batch using the form below

o Please also see our boolean search options and other search tips

Keyword search: |

(®) Atributes & file content
Attributes only

File content cnly

Enter keyword or any other piece of metadata you have, to identify the assets you want

Select View and Select items in batch for update >>



Select Run an update on the selected items in this batch >>

Enter new information on page

Bulk Update: Run an Update

There are 15 items for update in your batch. Please enter the metadata below for the fields that you want to update in bulk.

Enter Metadata
For each attribute that you want to be updated in bulk, choose to either replace or append the current value, then fill in the new value in the right-hand column. Attributes will not be updated
unless the corresponding drop-down is selected.

Please note that if replace is selected and the attribute has a blank field value in the right-hand column, then the atiribute value will be set to empty on all items in the batch
Title - Skip- W

- No delimiter - w

ate Take - Skip- W

Categories

At the bottom of the page, click ‘START UPDATE’

Run changes and click FINISH when prompted. It is important to click FINISH as no one else
can work on these assets if they are still recorded as part of a batch.



UPLOADING ASSETS



UPLOAD AN ASSET

From the Home page, select ‘Upload’ on the grey panel on the left-hand side of the screep

Search Asset Bank

COMPASSION A%
inworld farming “e

@ You have 4 unsubmitted items

Home

Advanced Search

Browse

Lightboxes

Approve tems

Update tems

Upload

My Uploads/Edits

Workbench

Browse Categories

Resources (7
Caregories _

This takes you to the ‘Upload’ page

COMPASSION £% onreh Aecet Bar s .
inwerid farring . Search Asset Bank ore v B 31 My Lightbo @ T

Upload

# Home
Advanced Search
Browse
Lightboxes
Approve ltems
Update lrems

Upload Drag and drop files here to upload, or...

My Uploads/Edits

Workbench

Resources

Cartegories

Click on ADD FILES



METADATA PAGE

***Need to fill in every section where there is a red cross X

® Populate by Keyword
Title
% New born lamb, farm
x
Description
Date Taken 01/11/21
Categories
X Find a category
Animals
P Sheep
> People & the Planet
b .
X [amb, Belmont Farm, outdoors, happy, Spring, UK
Keywords
x_ Please select-
Country

Conditions of Use

x_ Please select-

Show more details

% _ please select-

Contact for information

% _ Please select-

Resolution ®  asset size
Photographer % please select-
Asset Type - Please select-
Rotate

Access levels

% Find an access level

Standard Archive

Submit




COMPASSION A% Y M. . e | -
in world farming Search Asset Bank. ore v m 31 My Lightbo: (2] T VR

Upload Success

Home
_ « Your file has been added, with an ID of 81970. | View thisitem Upload more items
Advanced Search
Browse
® Asset Bank 2021 Accessibility Statement  Terms & Conditions  Privacy Policy About Contact Us

Lightboxes

Approve ltems

Update ltems

Upload

My Uploads/

Workbench

Resources (& @
Cartegories

If you want to add more assets, click on ‘Upload more items’
Notes:

The drop down options for many sections can help you find terms, particularly the

_‘ s SRS R buttons alongside the Keywords box.

This information can be changed at a later stage.



SHORTCUTS



Search
Finding an asset by type ‘pigs’, “organic’

1. Enter search term in search bar

pigs More s a

2. Select asset by clicking on it
3. Click download on right hand side of page
4. Click download original

Finding an asset when | don’t know its name but know some information (name of farm, animal type, person)
‘Worthy Farm’

1. Enter search term in search bar

pigs eating cabbage cake More w a

2. Select asset by clicking on it
3. Click download on right hand side of page
4. Click download original

Finding an asset when | know the ID ‘70035’

1. Enter search term in search bar ‘70035’

70035 Maore s B

2. Select asset by clicking on it
3. Click download on right hand side of page
4. Click download original

Downloading assets
Cropping image before downloading
1. Select download

2. Select Advanced download
3. Select crop area



Crop

Crop undefined

Select crop area...

A cross will appear +
4. Position cross at the top left-hand corner of the area you want to crop and slide it over the image,
covering all of the parts you want in your image

. CROP & CLOSE
5. Clickon

Setting up a Lightbox
1. Click MY LIGHTBOX in filter bar at top of screen on right-hand side

31 My Lightbox = (7] Y VR

2. Enter name of new Lightbox in the Create new search bar and Click ADD

Pigs eating Cake ﬂ

3. Click on green triangle to the right of MY LIGHTBOX in filter bar at top of screen on right-hand side

31 My Lightbox -

4. A dropdown menu appears with new Lightbox. Click on circle next to Lightbox.

You should see a black dot in the circle next to the new Lightbox. Any assets you add to Lightbox will now
go to this Lightbox. To change the Lightbox you add assets to, just click on the circle next to any of the
other Lightboxes here.

8 Pigs sating Cake ]

Test 3

Craate new.. ﬂ



Adding an asset to a Lightbox

5. Select files from search

© Add to lightbox
6. Click -

7. Lightbox should appear in MY LIGHTBOX with number of files in it in brackets
1 Pigs eating v
Asset has now been added to Lightbox

To change the Lightbox, just click on the circle next to any of the other Lightboxes.




FAQs

Example: | search for an image, use correct terms, and still get loads of text-based documents (reports, magazine
covers) in my results

Solution: Select Attributes only in the MORE tab

Search Asset Bank... More B

Click on MORE

Select: Attributes only\
(® Attributes & file content Attributes only File content only
Farmat: Anty b4
Keywords: [+

nclude previous versions?



METADATA TEMPLATES

“PIGLETS IN FARROWING CRATE

Dead or dying piglet in farrowing crate. The crates are designed to reduce the risk of crushing piglets but
mortalities can still be high. This may be due to over large litters and weaker piglets. Crated sows commonly eat
less and produce less milk so there is a higher risk that piglets may not get enough to eat. Notice severely tail
docked piglets in farrowing crate suggesting that it may be likely to be reared in an inadequately enriched
environment with a high risk of tail biting.”

Terms to use

Broilers

Poor

Improving

Good

farms, selective breed, weak legs,
infections, antibiotic use

Less intensive farming, slower
growing breeds, good feed, more
space — still indoors

Outdoors, areas to move about
in, slow growing breeds, no
antibiotics, clean air, food to
peck,

Egg Laying Hens

Poor

Improving

Good

Squashed, cages, inhibited
natural behaviours

Enriched cage, perches,
scratching post, nest boxes

Outdoors, areas to find shade,
material to nest, space, clean air,
food to peck,

Ducks/Quail

Poor Improving Good
Gavage Outdoors
Turkeys

Poor Improving Good
Dairy cows

Poor Improving Good
Beef cattle

Poor Improving Good




Pigs

Poor Improving Good
Sheep

Poor Improving Good
Fish

Poor Improving Good
Octopus

Poor Improving Good
Rabbits

Poor Improving Good
Turkeys

Poor Improving Good
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