NeuCanvas Training

| am Fasihah, your Trainer for today
Email : fasihah@kmlink.com.my
Tel : 03 -7957 1121
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(Introduction)




Frequently Used Terms

» User will be able to do Content Browsing, Content Searching, Resource Download, and Resource Request.
* Basic Terms :

Resource - Collection -
Digital file Combination of multiple resources that
Example of Digital File may have one or more than one
* jpg, pdf, mp4,mp3, mov resource type
Example of Collection:
* Seminar : Image, Brochure, Video

Resource type - Metadata -

A S T it sed on type @ A set of data that describes and gives

oEIeflnltlcl)n ¢ standard - information about other data
xample ot standard resource type. Some examples of basic metadata are

> RO ek (e author, date created, date modified,
* Document : pdf, docx and file size

e Video : MP4, mov

* Audio : mp3.
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NeuCanvas Overview

( Top Menu bar — Menu links to Home, Featured collections, collections, and Recent

Welcome to NeuCanvas 102

The simpin, fast, & froe way 10 organize your digital assets.

Lightbox — used
as a working
environmentin
managing
collection and
multiple resources

Featured
Collection —
Categorizing the
collection based
on the specific

or category.

pre-defined theme §

hote
ocument
Ao

wdio

AGL
Damansama il

Potaling Jaya

Simple Search
menu —

Based on a simple
keyword search and
can set general
filtering.

User can also
perform a complex
or specific
Advanced Search
option based on
available metadata.




User Search

Search

* There are 2 different ways for a user to do content searching in the NeuCanvas, that is via;
» Simple Search - The basic panel features a general search box for quick, free text searching across all indexed fields,
along with resource type and date.
* Advanced Search - The advanced search page provides access to a wider selection of metadata fields, making it possible
to create very refined searches. User able to set the condition or filtering from multiple available metadata field that has
being index

Advanced search
Search Tip

Ay aaction that you leave blank, or unticked will inclutie ALL thoee 1enmia in the e2arch. For exampie, Il you leave alf the country boxes empty,
countries, If you select onky ‘Africa’ then the ressilts will ONLY contain resources from ‘Africa’

Search for Resources of all types Photo Dacument Video Audic

All fialds raya

'. v Global Fields

Resaurce ID|s)

Clear Search

Keywords « Other
Q& Advanced search

Country STEL Ty keyword

w View 1,764 masching results

r c..mh
Lo Bl aats g e b 0




Featured Collections

Featured Collections

» Featured Collections are a good way to showcase your best and most in-demand content.
» They may contain only a select number of resources, but Featured Collections encourage users to browse content by directing

them to tags or ideas that they may find useful elsewhere on the system.
» From the landing page, click on Featured Collections from the Top menu link.

2t Dash I Featured collections Collections @ Becent
Featured collections D KLCC

Do
’

. CO"eCtlon 2023 Actions_ v

I Collection Private
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(Workflow)




Training Syllabus

Contributor Overview

NeuCanvas Contributor’s Task

Understanding Workflow

Naming Conventions

m Resource Uploading
1

o | A
i e
m Sharing Collection with Gatekeeper




Contributor Training

Offline Task Uploading Process

Resource Selection Create Collection
Global Metadata
Resource Type Grouping Share Collection
To gatekeeper

ar bl et any bl Bl ety an i bl (et




Contributor Workflow

Contributor Workflow




Contributor Uploading Process
mCollection Creation

+ Click ‘My Collection’ and key-in new collection name in ‘Create new collection’ text box (at the bottom of My Collection page view)
Resource Type Selection & Global Metadata Creation (To Upload by Resource Type)

« Select ‘Upload to this collection’ in collection action menu to select ‘Resource Type’ and key-in collection global metadata

mﬁlel Resource Uploading Process (Based on Resource Type Selected)

« ‘Add File’ or ‘Drag and Drop File’ (Select only file that related to the selected resource type) and click ‘Start Upload’

Step 4 If Have More Than One Resource Type in the Collection Creation

+ Repeat Step 2 and Step 3 for different Resource Type (if applicable)
Updating/Editing Individual/Whole/Selected Resource Metadata Field

« Select resource and edit/update the required metadata field (where applicable and required)

mRelate Resources in the Collection

» Select ‘Relate all resources in this collection’ in collection action menu for the selected collection
Step7 Change Custom Access Permission (If required)

+ Select ‘Edit all resources’ in collection action menu and custom permission access

Step 8 Share Collection with Gatekeeper

« Select ‘Edit Collection’ in collection action menu and key-in Group name or User name in Attached Users text box

“Cha nge status from ‘Pending Submission’ to ‘Pending Review'

« Select ‘Edit all resources’ in collection action menu and change the status from ‘Pending Submission’ to ‘Pending Review’



Contributor Uploading Process

S I =W Collection Creation

e Click ‘Collection’

» Key-in new collection name in ‘Create new
collection’ text box (at the bottom of My
Collection page view)



Step 1: Collection Creation

= Dast

Collections

Manage my collections T~ 1. Click the Collections button

Organiseand manage your work by grouping resources together, Create ‘Collections’ to suit your way of working. You may want to group resources under projects that you are working on independently, share resources

amongst a project tearm or simply keep your favourite resources together in one place. All the collections in your list sppear in the 'My Collections' panel at the bottom of the screen

=3 =3

Viewall ABCDEFGHIIKLMNOPQRSTUVWXYZ Resuits display: 15| 30 | 60 | All

w COLLECTION NAME OWNER D CREATED v ITEMS SHOW IN COLLECTION BAR ACTIONS
Default Collection Contributor 4 13 March 23 1@ 17:05 o Ac o v
= ctions.
O 20230413 KLCC Contributor 9 13 March 23 @ 17:08 2 Private Actions._ v
O KLCC Contributor 10 14 March 23 @ 09:32 o Private Actions. v
O 12042023 KLCC Contributor 51 5 Private ‘Actions._ v

2. Key in collection
name

Total: 4 Collectior

{%& owned by you)

Create new collection

To create a new collection, enter a short nar

Collection name

3. Click create button




Step 1: Collection Creation

=0 | ! ns @

Edit collection

Ceganise and manoge your work by grouping rescurcas together. Cra ity
All tha collections in your list appear in the "My Calfoctions” ponel ot'th rean
Nsme LI Bt g o
e 030520525 Banggunan Meccakar Langt
Wl
L o

Vs

il 4. Click the Save button

IIMWMMM




Contributor Uploading Process

Resource Type Selection & Global
Metadata Creation (To Upload by
Resource Type)

» Select ‘Upload to this collection’ in collection action
menu to select ‘Resource Type’ and key-in
collection global metadata

« Key-in collection global metadata



Step 2: Resource Type Selection & Global
Metadata Creation

Manage my collections

Organise and manage your work by grouping resources together. Create "‘Collections’ to suit your way of working. You may warnt to group resources under projects that you are working on indeperndently, share résources
amongst a project tearn or simply keep your fayourite resources together it one place. All the collections in your list appear in the 'My Cotlections' panel at the bottom of the screen.

=3 =

Viewal ABCDEFGHIJIJKLMNOPQRSTUVWXYZ Results display: 15130 | 60 | All

|} COLLECTION NAME v OWNER 11 CREATED ITEMS ACCESS

0 03052023 Banggunan Pencakar Langit Contributor 53 03 May 23 & 11:5) 0 Private

[ 12042023 KLCC Contributot 5 12 April 13:09 5 Private i Upload to this collection
Copy from collection

0 20230413 KLCC Contributor 9 13March23 @708 2 Private Collectlon’.

z Select collection
Edit
Default Collection Contributor % 13 March23 @ s} Private Ldit collection
Dedete collecton
@ sriby O A A N T 53 - 0 rivats Sha'e
(] KLCC Contributor 10 14 March 23 @ 0932 o Private Create new dash tile
" " " " Advanced
1. Click Actions and select Upload to this collection view log
Total: 5 Collections (5 owned by you) ' S
T




Step 2: Resource Type Selection & Global
Metadata Creation

Upload resources

Please specity the default upload settings and the defauit values for the metadata of the resources you are about (o upload e

Resource type Photo

Copy the dats below from

resource with I

o

2. Select Resource Type

v Resource metadata ‘\_

3. Key-in Global and Local metadata

itle KLCC menara berkembar

Named person(s)

Cametaman

Publisher / Producer

Dats o3 v [l may v 2073

" This is a required field

= :

P

Resource Type will display option based on
Contributor Group
All asterisk (*) symbol are compulsory field

v Upload options

Do not import embedded

EXIF/ISTC/AMP metadata

for this upload

Add to collection

03052023 Banggunan Pencakar Langit v
equired field

4. Click the Next button to start upload process

Blapaith 11

\

[}

b




Contributor Uploading Process

File/Resource Uploading Process
SEEES (Based on Resource Type Selected)

* ‘Add File’ or ‘Drag and Drop File’ (Select only file
that related to the selected resource type)

 Click ‘Start Upload’



Step 3: Resource Uploading
i) Add Files

Upload resources :
e e s resources in NeuCanvas
i Add Files

ii. Drag and drop

Drop files here of E:ERES

o

—— | 1. Click Add Files

& v N @@ Ne. > contoh

._—| 2. Select resources to upload into
NeuCanvas system

Organize « New folder

C
[—-
# Home
| W

ww Nurul - Persona l‘.

kl tower Kl tower_contoh klcc_contoh

. | 3. Click Open

File name: [ \:' 'TAII Files

Open



Step 3: Resource Uploading

i) Drag and drop

1. Browse and

open folder 2. Select resources

to upload

Jo

Upload resources

3.

Drag and drop selected
resources to upload box

P e e o

There are 2 methods to upload
resources in NeuCanvas

i. AddFiles

ii. Drag and drop

Drag and drop files here or

bl ety an,




Step 3: Resource Uploading

Upload resources

Browse for files or drag and drop, then click 'Start upload'

Cancel

= R’
I

kil tower.jpg

61 KB

klecljpg

Start upload

2 files selected

P

Please wait until the upload pro
cess is 100% complete. Do not
close windows or tabs.

4. Click Start Upload to upload
resources




Step 3: Resource Uploading

Reminder. Do not click

\ navas 2 Dash @ Featured collections  Collections @ Recent &+ Contr
7 “Submit for review" because
p the contributor process is not
T completeyet

BRIR=|!Asadded v | ¥ 48 perpage Vv Actions.

7 resources

5. Click Continue editing

subrmnission state. Submit ther

continue editing?

review or co

Subrmit for review

Continue editing




Contributor Uploading Process

If Have More Than One Resource
STER & Type in the Collection Creation

* Repeat Step 2 and Step 3 for different Resource
Type (if applicable)



Step 4: If Have More Than One Resource Type In
the Collection Creation

i Dash M Featured collections| Collections |@ Recent 2+ Contributions

¥ 1. Click Collections

Crganise and manage your work by grouping resources together. Create "Collections’ to suit your way of working. You may want to group resources under projects that you are working on
independently, share resources amongst a project team or simply keep your favourite resources together in one place. All the collections in your list appear in the 'My Collections' panel at the bottom of

the screen.
Do not mix different resource type
pat the same time. This is because
Q each resource only accepts the

m type of resource that has been set.

Viewal AB CDEFGHIJKLMNOPQRSTUWVW XY Z Resultsdisplay: 15] 30| 60| All

Manage my collections

2. Click Action

SHOW IN COLLECTION BAR

Default Collection Confributor 28 14 March 23 @ 19:47 0 Private actions “

] 20230315 KLCC (Arkib) Confributor 29 14 March 23 @ 19:47 8 Private Actions. -

T T




Step 4: If Have More Than One Resource Type In
the Collection Creation

Manage my collections

Organise and manage your work by grouping

sources together. Create "Collections" to suit

our way of working. You may want to group resources under projects that you are working on indeperidently, share resources

amongst 8 project tearmn or simply kesp your favourite r

urces together it one place. All the collections in your list appear in the 'My Collections' panel at the bottom of the screen

Q 3. Upload to this collection
Viewal ABCDEFGHIJIJKLMNOPQRSTUVWXYZ Results display: 15130 | 60 | All 4 Contlnue Step 2 a.nd Step 3

03052023 Banggunan Pencakar Langit Contributor 53 03 May 23 & 11:5) 0 Private

Resources
C 12042023 KLCC Contributot s51 5 Private Upload to this collection
| Topy from collection
0 20230413 KLCC Contributor 9 13 March23@17:08 2 Drivate Collection
Select collection
Edit
Default Collection Contributor e o Private tdit collection
O KLCC Contributor 10 o Private Create new dash tile
Advanced
View log
Watch this search

Total: 5 Collections (5 owned by you)

-




Contributor Uploading Process

Updating/Editing Individual
Resource Metadata Field
e Select resource

« Edit/update the required metadata field (where
applicable and required)



Step 5: Updating/Editing Individual Resource Met
adata Field

it Dash M Featured collections | Collections| @ Recent &+ Contributions

Manage my collections ¥ 1. Click Collections

Crganise and manage your work by grouping resources together. Create "Collections’ to suit your way of working. You may want to group resources under projects that you are working on
independently, share resources amongst a project team or simply keep your favourite resources together in one place. All the collections in your list appear in the 'My Collections' panel at the bottom of

the screen.

metadata, the NeuCanvas system
will use the global metadata as default

2. Click Collection Name to be updated and edited p If not edit each individual resource

=3 ‘

Viewall AB CDEFGHIJKLMNJQPOQRSTUWVWXYZ Results display: 15| 30 | 60 | Al

DUNER SHOW IN COLLECTION BAR
Default Collection Confributor 28 14 March 23 @ 19:47 0 Private actions “
O 20230315 KLCC (Arkib) Confributor 29 14 March 23 @ 19:47 8 Private Actions -

|

e Rl o il A1




Step 5: Updating/Editing Individual Resource
Metadata Field

. Cast ~l ~rrallastiAane it B Daran Q3 rrArntrliing it iane Dacoar~rh roart iace
see LJ)ASN . Featureg collections LOoHections c ~ecent gf Contributions Rasearch request

03052023 Banggunan Pencakar Langit

v Actions.. v Z. Upload here

2 resources == :.u = | Collectionorder v @ {= 48 per page

3. Click pencil symbol to edit resource metadata

If not edit each individual
p resource metadata,
B the NeuCanvas system will use
the global metadata as default.

MM I

b dats




Step 5: Updating/Editing Individual Resource
Metadata Field

4 Back to resource view

Edit metadata

/— 4. Update/Edit selected metadata

Resource ID 188 /

Edit preview images Select. v
(preview [ thumbnail only)

Resource type Photo v
Copy the data below from m@

5. Click Save to save updated/edited metadata

resource with ID

/ If not edit each individual
resource metadata,
the NeuCanvas system will use
the global metadata as default.

v Resource metadata N\
Title’

Original filename

MIME Type

+

Start typing keyword
E " This is a required field




Step 5: Updating/Editing All Resource

Manage iy cobections

L
e Ll

P Y By gy -

-rpre
I e el L L PR

Metadata Field

3 Dash W9 Fealured colections |Collactions, @ Recent 2+ Contritustions
oo Lated ot v ¢ ey e o Y b FR TV, W (TS 0 e v Al (WO

1. Click collections

e . - e bt NN
RIS L My -t . 7 - Ll
I I Y T N I, -
2. Choose to desired
Craale now colection .
i A collections
Pubiic colleosons | W
D el 59 Pees # I mmmen et iy Suidds ) 1000 ¢ 50 wie fran ¢ Bsts O 10 B @ o o ¢ s Sutis KT & |oumEes b Sl b aini At B e ¥ o 1 EEANE R 54500 BN NGB |  — SR 3
A..lbﬁd

Click action and choose
Edit all resources




Step 5: Updating/Editing All Resource
Metadata Field

Edit Multiple Resources

4 recources selacted. Piease seloct which Seids you wish %0 overwerie. Fielca you do not setect will ba 18t untouched

v Resource lype

/— 4. Update/edit selected
Resource lype metad ata

Copy the daty betow from mﬂ
1=500Urce Wi )

with 1D

v Resource metadata

Nama Asal

Origiral Hename

PR _—— | 5. Click Save to save updated/
Softwie Name edited metadata

m This s & requeed fiekd




Step 5: Updating/Editing Selected Resource
Metadata Field

i Dash I Featured collections| Collections | @ Recent &+ Contributions

N

Manage my collections 1. Click collections

Crganise and manage your work by grouping resources together. Create "Collections’ to suit your way of S— s under projects that you are working on
independently, share resources amongst a project team or simply keep your favourite resources together in one place. All the collections in your list appear in the 'My Collections' panel at the bottom of
the screen.

Viewal ABCDEFGHI/JK 2. Click desired X ¥ Z Results display: 15| 30 | 60 | Al
collections
SHOW IN COLLECTION BAR
Default Collection Contributor 28 14 March 23 @ 19:47 0 Private Actions. >
) ‘ 20230315 KLCC{ArkiD)‘ Contributor 29 14 March 23 @ 19:47 3 Private

Actions... A




Step 5: Updating/Editing Selected Resource
Metadata Field

\

S 3. Tick in the selected
resources check box

4. Click edit selected §




Step 5: Updating/Editing Selected Resource
Metadata Field

Edit Multiple Resources

4 recources selacted. Piease ssloct which feids you wish %0 overwnie. Fielcs you 40 not sefect will ba 18t untouched

v Resource lype

/— 5. Update/edit selected
Resource lype metad ata

1=500Urce Wi )

with 1D

v Resource metadata

Nama Asa

Origiral Hename

PR _—— | 6. Click Save to save updated/
Softwie Name edited metadata

m Thia is & requeed Nekd




Contributor Uploading Process

Relate Resources In the
STEP 6 Collection

 Select ‘Relate all resources in this collection’ in
collection action menu for the selected collection



Step 6 : Relate Resources in the Collection

STEP 6 : Relate Resources in the Collection

1. Choose the desired
collection ITEMS  ACCESS SHOW IN COLLECTION BAR ACTIONS

Contributor 53 0O3May23@ 5! 2 Private

. Remove all resources
[ 12042023 KLCC Contributor 51 12 April 23 @ 13:.02 s Private | Copy from collection
Request all
0 20230413 KLCC Contributor 9 13 March 23 @ 17:08 2 Private ‘ Coilection
Select collection
Edit
‘ Edit collection
Edit all resources
Edit collection previews
‘ Delete coilection
Delete all resources
Share
Share
Create new dash tile
Advanced
Contact sheet

View log
<

03052023 Banggunan Pencakar Langit

Default Collection Contributor 4 13 March 23 @ 17:05 0 Private

0O KLce Contributor 10 14 March 23 @ 09:32 2. Click action and choose
relate all resources in this
collection

Total: 5 Collections (5 owned by you)

them in order to help find and group
sets of similar, or mutually relevant
Collection name Create resources.

To create a new collection, enter a short name.

Create new collection p Resources can be linked by relating
N

O e S 1 il e g P
Relate all resources in this collection

N




Contributor Uploading Process

Change Custom Access
Permission (If required)

« Select ‘Edit all resources’ in collection action menu
and change permission access (Custom)



Step 7: Change Access Permission
(Custom) - (If required)

i.  Custom permission access for all resources _— 1. Click Collections

7

Collections

03052023 Banggunan Pencakar Langit Contributor 55 03 May23@ns! 2 Private Actlo =7
. Resources )
[ 12042023 KLCC \ Contributor 51 12 April 23 @ 13:09 S Private ‘ View all rescurces
Download
O 20230413 KLCC 2. Choose to desired |9 13march2s@17:08 2 Private Ligshoachto) this callection
. Remove all resources
collections Copy from collection
Default Collection 4 13March 23 @17:05 0 Private ‘ Request all
Collection
0O KLcc Contributor 10 14 March 23 @ 09:32 0 Private Select collection
Edit
Edit collection
Edit all resources
Total: 5 Collections (5 owned by you) 3 CIle Actions and CI|Ck Egit collection previews

Delete collection
Delete all resources
Share

Share

Create new dash tile

Edit all resources

Create new collection

To create a new collection, enter a short name,




Step 7: Change Access Permission
(Custom) - (If required)

4. Click Access check box

~ Status and relationships

5. Choose “Custom” Access

Status
Access | custom _— ]

Open > P

min E Restri nhidential
Adminis Restricted siricted con a
Super Restrnicted Confidentiat

Archivists #® Open O Restricted O Confidential

Browse

MM? |




Step 7: Change Access Permission
(Custom) - If required

~ Status and relationships

Status

Access

Access

Related resources

2 Dash M Featured collections  Collections @ Recent

&)

Custom v
Administrators Open Restricted Confidential
Gatekeeper Open Restricted Confidential
Super Admin Open Restricted Confidential
Archivists ® Open O Restricted O Confidential
Contributor ® Open O Restricted O Confidential
General Users ) Open @ Restricted C Confidential
Guest ) Open O Restricted ® Confidential
Restricted User - Payment Immediate ® Open O Restricted O Confidential
Restricted User - Payment Invoice @® Open O Restricted O Confidential
Restricted User - Requests Emailed (manual fulfilment) @ Open O Restricted O Confidential
Restricted Us ® Open O Restricted O Confidential

6. Click on check box button to
customize Access permission
for each users

There are four accem modes that can be set on ressurces:

Access Mode Explanatoe
Open Everyone can ses and dowiiioad

Restricted Everyone Can see bet Sownfoad i restricted.

Confid Nebody Can soe wecest admin

Custom Contributor can set 2n 0pen and resticted statuses for eofic usar groups, o Sffeest

Grougs have Offerest bevels of acceis 1o the resources. Widle gatehaeger of adesinstrator
Can sat efhar apen, restncted of confidential statuses far speciic user Qroups, so Afferent
grougs have diffecent levels of 300045 10 the resowies

] 7. Click Save




Step 7: Change Access Permission
(Custom) - If required

li. Custom permission access for selected resources

! 22t Dash M Featured collections Collections @ Recent

Manage my collections

Organise and manage your work by groupina resources together. Create ‘Collections' to suit your way of working. You may want 1o group resources under projects that you are working on
independently, share resources amonagst a project team or simply keep your favourite resources together in one piace. All the coliections in your list appear in the ‘My Collections' panel at the bottom of

the screen

m 1. Click the desired collection Name

Viewal ABCDEFGHIJKLMNOPAQRS VWXY Z Resultsdisplay: 15|30 | 60 All

(] Upload 17 May 23 @ 15:01 System Administrator 227 17 May23 @ 1501 2 Private Actions... A

Default Collection System Administrator 231 23 June 23 @ 1446 0 Private ACHAD-. 5




Step 7: Change Access Permission
(Custom) - If required

2. Tick in the selected
resources check box

_\ Acscas

© Civar selectea

‘
2 IS RECC
, « <9 v o -

3. Click edit selected §




Step 7: Change Access Permission
(Custom) - (If required)

4. Click Access check box

~ Status and relationships

5. Choose “Custom” Access

Status
Access | custom _— ]

Open > P

min E Restri nhidential
Adminis Restricted siricted con a
Super Restrnicted Confidentiat

Archivists #® Open O Restricted O Confidential

Browse

MM? |




Step 7: Change Access Permission
(Custom) - If required

~ Status and relationships

Status

Access

Access

Related resources

2 Dash M Featured collections  Collections @ Recent

&)

Custom v
Administrators Open Restricted Confidential
Gatekeeper Open Restricted Confidential
Super Admin Open Restricted Confidential
Archivists ® Open O Restricted O Confidential
Contributor ® Open O Restricted O Confidential
General Users ) Open @ Restricted C Confidential
Guest ) Open O Restricted ® Confidential
Restricted User - Payment Immediate ® Open O Restricted O Confidential
Restricted User - Payment Invoice @® Open O Restricted O Confidential
Restricted User - Requests Emailed (manual fulfilment) @ Open O Restricted O Confidential
Restricted Us ® Open O Restricted O Confidential

6. Click on check box button to
customize Access permission
for each users

There are four accem modes that can be set on ressurces:

Access Mode Explanatoe
Open Everyone can ses and dowiiioad

Restricted Everyone Can see bet Sownfoad i restricted.

Confid Nebody Can soe wecest admin

Custom Contributor can set 2n 0pen and resticted statuses for eofic usar groups, o Sffeest

Grougs have Offerest bevels of acceis 1o the resources. Widle gatehaeger of adesinstrator
Can sat efhar apen, restncted of confidential statuses far speciic user Qroups, so Afferent
grougs have diffecent levels of 300045 10 the resowies

] 7. Click Save




Step 7: Change Access Permission
(Custom) - If required

iii. Custom permission access for individual resources
In 1. Click Collections

7

ollections [Collections| @ Recent &*Contributions Research request

03052023 Banggunan Pencakar Langit Contributor 55 O3 May2i@ sl 2 Private

[ 12042023 KLCC \\ Contributor 51 12 April 23 @ 13:09 S Private

O 20230413 KLCC 2. Click the desired P 13march2z@17.08 2 Private
) collections ,

Default Collection - 13 March 23 @ 17:05 0 Private

0 KLcc Contributor 10 14 March 23 @ 09:32 0 Private

Total: 5 Collections (5 owned by you)

Create new collection

To create a new collection, enter a short name,




Step 7: Change Access Permission
(Custom) - If required

it Dash [ Featured collections Collections @ Recent

X

Upload 17 May 23 @ 15:01

4 resources == ?n: =  Collectionorder v = | 48 perpage Vv Actions.. v E

Upload 17 May 23 @ 15:01

3. Click the “Pencil”
JPG s icon to custom the access
permission

8.5.2023 Program Jom.. 8.5.2023 Program Jom... 8.5.2023 Program Jom... 8.5.2023 Program Jom...

O L£IT<0 O FST<0O O L0 O "2 O
- F AR I Ll I u.m




Step 7: Change Access Permission
(Custom) - If required

4. Click arrow in access field

5. Choose “Custom” Access




Step 7: Change Access Permission
(Custom) — If required

v Status and relationships

Starus Pending subimission

6. Click on check box button to
customize Access permission
for each users

Resviciea Conhoental 7 CIICk SaVe

Resicted Conhoerdial

ACcess Custom o
Resuicten Conhderntial

ACmumsiraioss

Gaexoopor

Supes Ao

Ar 585 & Open Conhdential

Contrbutor Open Conncential Thers are four accems modes that can be set on ressurces:

General Users ® Open Conficential

Gues! Open ® Connhoential Open Everysae can ses and dswiioad

Restricted Everyone can see but Sonnioad s restricted.

Resty 3 Liser - Payment Imr = Open W Restict=o Connos i o A

Restricred Lise nent Immediate pen Restnciza onhoenia < P Nebofy Can s0e Eaceot 20min

Restiricted User - Pavment Invoics & Resticieg conhoentia Custom Contributor can set an open and resticted statuses for oo wiar groups, to Sffeent
Groups have Offerent devels of acceis 1o the resaurces, While gatehesger of adesinestratar

Reshicted Lses - Regquesty Emaiied (manual fulfiment) ® Resincted Confdential Can st eftar open, 1esincted o confidential Catuses far ipecfic uter gruwps, so Affereat
grougs have diffecent levels of 300045 10 the resowies

Resyicted User - Requests Managed Open & Restncted conficenin




Contributor Uploading Process

STEP 8 Share Collection with
Gatekeeper

o Select ‘Edit Collection’ in collection action menu

« Key-in Group name or User name Iin Attached
Users text box



Step 8: Share Collection with Gatekeeper

1. Choose the collection Name

Manage my collections

TG

0 ad posk Wiy 0 sy Uy N0 U OIS WOET (Vs 1IN YN A AR OF) RO OORITRy AT (RS ATIaru) Al 4 IORRLY DTt it vy

1T ol WLy (UUlipeng (hedbnas 1bgetien Cinle |

3 HIDEINEr W ond [Aarw AN s colme e i pian e aoarer 91 D My Crrtes g rames o Bee Uofiom of e scTee

= 3

Vamab A OEFQOMWLLN MoN 3 I Y WX VY2 Ihealits anpbey 88 {00 | W0 M

COLLEETION Mo . MDY SR I EULE IO e
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Step 8: Share Collection with Gatekeeper

Edit collection Gatekeeper option depends on
Organiss and manags your wark by erouping resources logsther. Crasts colacsons 10 silt your wary of working ContribUtor gl’OUp
All tha callectiona in your st appaar in the Wy Collectiors’ panel st the bottorm of the =croen S
Noms 20230315 KLCC
Descrigtion _— 3. Key in Description field to inform Gatekeeper
the suggestion category for Featured Collection
f category

Redated Kapmords

™

4. Type gate in attached user field to attached

D X 0
and share collection to the respective gatekeeper
Owner Contritwimor
Aftached usars [9,", /l _
soup Catakeoper /
ik fotagyoa:

N

Alow 0ther 65805 10 RAATRINCYS FRSOUICEE

Batch ansforn Teammsfoern > 5. Click Save
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Contributor Uploading Process

Change status from ‘Pending
STERS Submission’ to ‘Pending Review'

 Select ‘Edit all resources’ in collection action menu

« Change the status from ‘Pending Submission’ to
‘Pending Review’



Step 9: Change Status from Pending
Submission to Pending Review

_— 1. Choose the collection Name

22 Dash [ Featured collgefons Collections @ Recent &¢*Contributions Research request

SHOW IN COLLECTION BAR

Search

v __Dhato

[J | 03052023 Banggunan Pencakar Langit Contributor 55 03 May23@ns! 2 Private [m

" Resources
View all rescurces
Download
0 20230413 KLCC Contributor 9 13March 23 @ 17:08 2 Private Wpload 1o this callection
Remove all resources
Copy from collection
Request all
Collection
O KLcc Contributor 10 14 March 23 @ 09:32 0 Private Select collection
Edit

[0 12042023 KLCC Contributor 51 12 April 23 @ 13:09 5 Private I

Default Collection Contributor - 13 March 23 @ 17:05 0 Private

Edit all resources
EGit Collecticn previews

Total: 5 Collections (5 owned by you) 2 C|IC|( ACtiOﬂS and ClICk it

Create new collection Edit all resources IR

Share
Create new dasn tile

To create a new collection, enter a short name.




Step 9: Change Status from Pending
Submission to Pending Review

White Balance
Sensing Methed
Digtal Zoom Ratio

Exil Verson

v Status and relationships 3. Scroll down at Status and relationships
properties and tick Status field
Status
o4 mo ~

4. Select Pending Review status

5. Click Save




Contributor Rejected
Process




Contributor Rejected Process

Please continue to this step if Gatekeeper rejected the collection

2 Dash M Featured collections Collections @ Recent ‘.‘.+ Contributions ‘

~__

Contributions 1. Click Contributions

You can contribute your own resources. When you initially create a resource it is in the "Pending Submission” status. When you have uploaded your file and edited the fields, set the status field to
“Pending Review". It will then be reviewed by the resources team.

2. Upload resources 2. Click View my contribution —

4 View my contributions - Pending submission Return Submission to view

: A ! rejected resources
® View my contributions - Pending review

v View my confribufions - Active

s View my contributions - Return submission

84 View my confribufions - Return review




Contributor Rejected Process

Please continue to this step if Gatekeeper rejected the collection

‘ Return submission: 20220401 Contributor Upload ‘

Resource tools

Original PDF Fle &TIKD

Figure 29: Rejected collection

/ 4. Click Edit

\ 3. Click one of the resources

and check collection title, go
to the Collection and open the
desired collection




Contributor Rejected Process

Please continue to this step if Gatekeeper rejected the collection

nnnnnnnn Notes Please add summary for this collection

5. Check the Internal Notes field

to know the rejected collection
reason

RO I VT PP 1 T T PUEew| Y T ™



Contributor Rejected Process

Please continue to this step if Gatekeeper rejected the collection

3 resources == L Collectionorder ~ IF  48perpage v ["‘C"Of-*; V_J
Resources
Download

Upload 1o this collection

| Remove all resources . q
Copy from collection 6. Click Edit all resources
m Geolocate collection

e — o~ Collection
Save results 1o collection

l Edit all resources
20220407 Contributor 20220401 Contributor 20270401 Contribat ;

V4t y Xo- J  Delete collection

Share
Add 10 featured collection category
Save 10 dash tile
Advanced
Contact sheet

View log




Contributor Rejected Process

Please continue to this step if Gatekeeper rejected the collection

Caption / Summary
Edit mode Replace all text / option(s) v
This document purposes are for NeuCanvas user manual 7. Tick on the desired field

based on each user group

8. Key in the required additional
% /updated metadata

Notes & Remarks

Copyright & Disclaimer (8

" This is a required field




Contributor Rejected Process

Please continue to this step if Gatekeeper rejected the collection

v Status and relationships

Status 9. Scroll down at Status and
. relationships properties and
Edit mode v tick Status field
Return submission v] 10. Select Return Review status

Pending submission
Pending review

Return submission
Retwsnreview ______________
Related resources 11. Click Save button

Access

v Location data




Contributor Rejected Process

Please continue to this step if Gatekeeper rejected the collection

3 resources Beim = Colecmonorder v  J:  48perpage ™ [-'-4’:'-“.1
Resources

2. Upicad here Download 12. Click Edit Collection

Upiload to this collecton

- Remowe 2l resources
20230817 Latihan IDAM IKIM ol
Regquest all
Collection
Save results 10 Collecon
| Edit

| Edi all resources
EON COMSCTION previews
Delet= collection
Share
Share
Save 1o dash tile
Pemandangas Pemandanzan Pemandangan | Advanced
F75<0 C Py | #  Contact sheet
View jog
Relaze all resources in thes collecnon




Contributor Rejected Process

Please continue to this step if Gatekeeper rejected the collection

Descrption
13. Type gate and choose Group
(Smart) Gatekeeper for sharing with
gatekeeper group or type name
for sharing with individual gatekeeper

Related Keywordsy

D 233

Artached users lgme

user p gateway

=)

Allow other users to add/remove

14. Click Save







Thank You



