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INTRO

1. LOGIN
MerlinX

DIGITAL ASSET MANAGEMENT

your workflow, your way.

342711, 342720, 342724, 342718 - a photas CHarvard Business School
For any questions or technical concerns, please contact Micaela Brody.

UserlD:  Haswen
Password: s

Lagin

© 2017 MerinOne

Opening screen for HBSweb users:

ITTER Gallory * \
* "\E," nna mearlinons. nat M Profiles/enjdefault//main/featuned c Q, Se
ﬁ Store It. Find It. Manag, grGestured Contant
#Yr% Q7 me B
777 "7 SELECT A USAGE RIGHTS CATEGORY <.
- - FROM SAVED SEARCHES AT RIGHT:
Ploasy choves  fukd B
School marketing use, or for use
e - within HBS: School-wide
+ Saved Searches
@+ Sharnd Alumni & student club use: Clubs

4 Classroom Shots
©F Exterior Campus Shots
©} Faculty Headshots
¥ Featurad Contant
& ~ Private (hbsweb)

o | Each saved search includes all photos licensed for your use (i.e.,
“school-wide” rights selection includes all clubs and unlimited photos.)

Media or third-party use: Unlimited

- Collections
&~ snaned
Flaase use the order form (shopping cart icon) to request photos. For any questions, please contact Micaela Brody.

¥ Featured Content
28 Mewsroom Media images

& = Private (hbsweb)
P Clubs_GNN
¥ Culture and Community 2015
* HBS Clubs Team
k HBSCS2015
* temp

lons o]
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Login page:
Username: HBSweb

Password: schOOlI
(the password ends with two zeros
followed by a lower case L)

TBE 9+ # =

MerlinX

THGITAL ASEFT MANAGENENT

Couniry

sl Instnactions.
Copyright
Copyright Year
Sarvies ID
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2. FEATURED CONTENT

To begin, select the
appropriate usage rights
filter from the Searches
at right, described in the
accompanying graphic.

The images shown will
be filtered by the usage
rights you selected.

Searches

SELECT A USAGE RIGHTS CATEGORY - :"...
FROM SAVED SEARCHES AT RIGHT:

School marketing use, or for use
within HBS: School-wide

Alumni & student club use: Clubs
Media or third-party use: Unlimited

Each saved search includes all photos licensed for your use (i.e.,
“school-wide" rights selection includes all clubs and unlimited photos.)

£+ Store . Find ||.Mm||.9.¢_.i;_-'i Merhnx
AN Era v I )

Search eaans

---------

@ = Soarch raturmed 2500 recors (of 15858 hits); Sartud by mcantly input first €9 o]



3. ICON GUIDE

Look for these icons in the sections below.

HOME FEATURED EXPORT

Show all  CONTENT COMPARE Page 9 SELECTION

photos  Shows saved Page 8

in library  searches
(filtered by
usage rights)

Page 7

ORDER FORM
Page 10 SINGLE
VIEW

4. COLOR CODE GUIDE

Color codes are being used as a quick visual reference for the usage rights attached to a photo.

They are as follows:

i

o w swhw Rk w prdwdwdw b S TTEr I

e

E
1
4

170504-EE-143K.]pg 160604-SR-sr hbs sp. .. 170418-SY-SYP_184. .. 1607 29-BK-ExEd-Da. ..
H.H?."EIH@E AM DF"‘.‘EU1@ A 4;‘1&'2D® P %‘1&'20@2 FM
GREEN ELLEIW TEAL RED
Unlimited Rights  Seiesluiids s School-wide & Clubs  Restricted Rights
Rights
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SEARCHING & VIEWING

1. TEXT SEARCH

- Search

Q) ~ shad hall

2
(3
7
I
o

Plain text search will search all
keywords, photographers, Merlin
IDs, captions, and filenames.

K-

2. ADVANCED SEARCH

- Search
Q-

Clear

This will probably suffice for most
searches.

Search | '

B8 0L =

[ + Please choose a field
| Byline

City

Collection Member
Country

Credit

Date Created

Date Input

Headline

Keywords

Merlin 1D
Publication Date
Reference

Search Trash

Select Usage Rights
Source

T P —

I

4]
=

Try |

Search | |

I"__IT'l

i Shots
s

it

HBSweb

Use the “Please choose a field” dropdown to search a
specific field. Click the plus button on the side to add
another field to your search.

The relevant fields are:

Byline: photographer

City (in which the photo was taken)

Country (in which the photo was taken)

Date Created: date photo taken

Date Input: date photo was uploaded

Headline: persons featured in photos (where applicable)
Reference: department that uploaded the photo

® Select Usage Rights: Instead of using this filter,
use the saved searches under “Featured Content” in
the Saved Searches module.

- Saved Searches
ﬁ' ~ Shared
' ¥ Classroom Shots
% Exterior Campus Shots
% Faculty Headshots
* Featured Content

% Clubs

£ School-wide
£ Unlimited
|& ~ Private (hbsweb) |
|© e & e/




3. SELECTING

Hover over photo or click photo to
see metadata preview below the
image.

Double click to view in single
image viewer, or use the single
viewer button in the icon bar (see
icon guide on page 4).

170325-EE4-1275.]pg 170325-EE-4-1210.jpg 170325-EE4-1190.jpg

252017 11:44 AM 2572017 11:20 AM 32572017 11:28 AM
L] L] L]

friwgwgwdw &

170325-EE-4-1210.jpg

2572017 11:39 AM

Evgenia Eliseeva

Unlimited

3960 x 2640 4.58 MB

@ Select Usage Rights/UNLIMITED

170325-EE-3-1133.jpg =-3-1048.Jpg

32572017 11:30 AM 252017 11:21 AM 2572017 11:17 AM
] ] ]

4. SINGLE IMAGE VIEW & FINDING FILE NAME

= | W B

17-520-NH-OneYear2017_412.jpg

AL s PRI v
G O

= Search eaansa

Full and selectable filename can
be found in single image view,
above the photo.

W~ Shard
& Classroom Shots
O Extoricr Campus Shots
©F Faculty Headshots

To return to your search, click the
grid view button (see icon guide
on page 4).

One-Year Rsunion MDA 2018, spring 2017, HBS campus.
e

B m- Search returned 2500 records (of 37481 hits): Sored by recently input frst @) 2]

HBSweb 6



SELECTING

1. SELECTING

O

‘9 Click check mark to select all photos in search or in collection.

v

2. SELECTING MULTIPLE PHOTOS

Select multiple photos using the Ctrl key on a PC,

Cmd key on a Mac.

iy vy ir o7

170325-EE-4-1299.jpg
2E2017 11:45 AM
L]

Trirriris

170325-EE-4-1162.jpg
252017 11:35 AM
L]

HBSweb

e iy

170325-EE-4-1275.jpg
W2E2017 1:44 AM
]

< U OF 31 17

el

170325-EE-4-1210.jpg
2E2017 11:30 AM
L]

T irorr iy

170325-EE-3-1133.jpg
252017 11:30 AM
[ ]

170325-EE-3-1078.jpg
W2E2017 11:21 AM
L]

Number near check mark in icon bar shows how many photos are selected.

Click check mark again to deselect all photos. This will NOT save your earlier selection.

To select consecutive photos, you can also use the

Shift key.

p"ari=g=ar]

170325-EE-4-1162.jog
WRSR04T 14:35 AM
a

170325-EE-3-1133.jpg
W07 14:30 AM
]

170325-EE-3-1078.jpg
MRG0T 11:21 AM
L]

170325-EE-3-1048.jpg
WRE2017 11:47 AM
o




4. COMPARE PHOTOS 3¢ et compar con

Select multiple photos (see page 7) and press the compare button to view in compare mode, below.

Compare

e prgrgudvdng

-

170325-EE-3-11... | | 170326-EE-3-10... | | 170326-EE-3-10...
252017 AIE2MT a25/2017
° E} [}
M 103 > M M o4 203 > W
g e duarav N prpeptatat S J
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EXPORTING &

ORDERING

1. EMAILING A CONTACT SHEET

After selecting photo(s), click the share
icon (see icon guide on page 4).

Email a collection or multiple selected
photos as a contact sheet by selecting
Email Previews.

View preview of contact sheet & send:

Preview

Send Cancel

Collection "tata hall™

frargngedng todad

318387 318391 318401
140507-RB-Rawn_Ta... 140507-RB-Rawn_Ta... 140507-RB-Rawn_Ta...
5712014 8:23 AM 5772014 7:50 AM 712014 2:36 PM

HBSweb

[ 111 2 :
HHH Email Previews

An email with a link to a static grid view will be emailed to the
address(es) below. Default email subject and the grid description can
be edited.

Email To {separate with commas):
johndoe@hbs.edu

Email CC (separate with commas):

Email ReplyTo (optional):
mbrody@hbs.edu

Email Subject:
Tata Hall photos

Description:
‘Gallemian “tata hall’|. J

Email Text (The automatically-generated url link may be
positioned by entering "$$insertUr$$", otherwise it will
be added at the end of the text provided.):

| 4

Generate Preview

Recipient will receive link to contact sheet.

LN ] Tata Hall photos - Inbax
®Bo&H i &

|~

€30 Tata Hall photos
hbs@merinone.net
Sent: Fridoy, May 12, 2017 at 11:30 &M
Ta: Brody, Micasls

hitpei b li ny It 774 .heml




2. ORDERING PHOTOS =

After selecting photo(s), click the
order form icon (see icon guide
on page 3).

Fill out the form that pops up.
Name, Email, and Delivery
Request are required fields.

Delivery Request is set to
Standard (1-2 days) by default.

Please restrict Urgent orders
to under 5 photos. Select Low
Priority if you are able to wait
3-7 days for your request.

Order Form

Flease confirm you have the appropriate usage rights prior to ordering yvour photos to avoid delays.

Four files

* Name

* Email

| Address

Phone

1 Delivery Email

. Billing Code

Delivery Request
Qsta ndard (1-2 business days) Low Priority (3-7 business days)

Urgent (please restrict to under 5 photos)
For immediate assistance, please email Micaela Brody (mbrody@hbs.edu)

Comments

Submit Order

10



COLLECTIONS &

SAVED SEARCHES

Saved Searches and Collections modules can be found in the

~ Saved Searches left sidebar.

48 v Shared
£ Classroom Shots
2 Exterior Campus Shots
£ Faculty Headshots
» Featured Content
& » Private (hbsweb)

&

- Collections

%% v Shared

b Featured Content

=8 Newsroom Media images
& ¥ Private (hbsweb)

=8 mbrody nve photos

O b % &

1. CREATING COLLECTIONS

Select either Shared or Private to create new Name collection with the following naming
collection in that folder. Press the + icon. convention:

[username/last name/organization] [subject]
+ Collections

- 22 |mbrody nvc photos|

b  Featured Content
b Orders

a8 Newsroom Media images Double click name of collection to view.

& ~ Private (hbsweb)
a= mbrody nvc photos

ene s )

HBSweb 11



2. ADDING TO & EDITING COLLECTIONS

Remove items by dragging them to the small

Select the photos you would like in your collection
cancel button in the collections module.

(see page 7). Drag and drop photos into the

- . w —

collection: I
- Search o] e @ = prRwgagdwing
¥, Classroom Shots
Qg Exterior Campus Shots 170425-SY-SYP_157... Q-
£ Faculty Headshots SESEML Soa P |
» Featured Content Select Usage Rights B
Trireririy
& » Private (hbsweb) UNCMITED
&
170425-3Y-SYP_194...
~ Collections & Clear Try | Search 4;'25.'201?::53 PM
%8 » Shared WA R
~ Saved Searches WL

» Featured Gontent
88 Newsroom Media ifiages 170425-SY-5YP_128... 8% v Shared

| A25/2017 510 PM
& v Private {hwacb]-‘J LA ® 0: Classroom Shots
[ % Exterior Campus Shots

28 |mbrody nvc pnotos i
onH o £ Faculty Headshots
Y » Featured Content
& > Private (hbsweb) 170425-SY-SYP_157...
ﬁ 4/25/201 ?222‘1 Ph
- Collections
&5~ Shared

» Featured Content
22 Newsroom Media images
& ~ Private (hbsweb)
28 mbrody nvc photos

N+ K-

3. SHARING COLLECTIONS

Shared collections can be sent
via email to other users by using

the email link button under the 1 Email Link for Collection "Newsroom Media images”

Mote, the url sent will require the user to be able to log in.

gear menu: In order to be able to open this collection, they will need to have access permission to it.
The url can also be copied from this form and used separately.
~ Collections i )
| Url to send:  hitp:ifhbs.merdinone.netfmx/?path=%2Fcollection%:2F200000130
&~ Shared i ) )

Cmail To (separate with mbrodyg@nbs.edu
» Featured Content commas}:
» Orders Email CC (separate with
&2 |Newsroom Media images| exnmesk

& ¥ Private (hbsweb) Email ReplyTo (optional):  brady@hbs.edu

28 mbrody nvc photos

cuc@ 2o

Email Subject:  Newsroom Media images Collection

Email Text {use $$insertUrlSS to indicate where the url should be inserted, otherwise will be automatically added at the end of
the text provided):

Here's a collection of the images found at hitp:/iwww.hbs edu/news/Pagesffor-the-media.aspx

Expiry...
Email Link...

View groups...
Send

12



