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ger - layout
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1. My submissions (left)

2. Image selection (center)

3. Image management (right)

4. The toolbar (top)

& Upload

My submissions 8 @

Newestfrst

Allsubmissions Images 153

2016 7

27 0c12016
Alamy ID: 0L4581670
Web uploads Stock
Inac:35

Images: 35

27 0ct 2016
Alamy ID: 0L4581868
Web upioad: Stock
Passed: 42

Images: 42

27 0ct 2016
‘Alamy ID: OL4581846
FTP upioad: Stock
Passed: 10

Images: 10

12 Aug 2016
Alamy ID: 0L4478275
Web upioad: Stock

Passed: § Faied: 2 Errors: 3

Images: 10

11 Aug 2016 es: 18
D: OL4:

upload: Stock

e 18

11 Aug 2016

Alamy ID: OL4471548
FTP upload: Reportage.
Passed: 7

Images: 7

09 Aug 2016
‘Snowdonia

Web upload: Stock
Passed: 28

v Test submission 1

09 Aug 2016
Test submission 1
Web upioad: Stock
Passed: 3

Images:3

Fiters  Search

Quality control > Pseudonyms v File types ~

Passed X Clearallfilters X

1 submission: 28 images

Selectall passed Clear selection X

Atributes ~  Discoverability +

Working on 1 image @

Mandatory @

Optional @

) AN Other ~

Snowdonia - OL4470892
128 | Noton sale 5| On sale 23 | Opimzed 1 | Passed 28

Selectall passed (]

1MG_7983 og —
HD780 On sale, optimized

Noton sale

Caption 38450~ ___Mountan landscape in Snowdonia, Wales

Tags (keywords) @

B Common 14550 tags including e 410 supertags

X cour [k e tanaecare

 winter
License type @ Royalty free (default)
Image type @ Photograph ~
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I [/ My submissions - overview alamy

The ‘My submissions’ section of the image manager is where you can keep track of the images you've uploaded so far. You can order it by
newest or oldest first, or alphabetically by the name you've given to your submission.

Clicking on one of the submissions will show the images uploaded in the center of the screen. From here you can work on the metadata
for these images and check their ‘discoverability’. You can select multiple submissions at once.

1. The date your submission was uploaded My submissions 8 ®

2. The status of your submission. Green is passed, amber is partially failed

and red is failed .
3. The number of images which have passed, failed or had errors Al Setamis sk SHSES:15d
: . . v 2016 7
4. The number of images in the submission
. o L 27 Oct 2016 Images: 35
5. The title of your submission. This will display as the Alamy upload ID Alamy ID: OL4581870
(which we will give your submission automatically) unless you change it Web upload. Stock
In QC: 35
6. How you submitted the image, e.g. ‘Web upload: Stock’ etc n\ /n
27 Oct 2016 Images: 42
Alamy ID: OL4581868
Web upload: Stock
Pazzed: 42 \H
a/ 27 Oct 2016 Images: 10

Alamy ID: OL4581846
FTP upload: Stock
Passed: 10

12 Aug 2016 Images: 10
Alamy ID: OL44T8275

Web upload: Stock

Passed: 5 Failed: 2 Errors: 3
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I | My submissions - instructions
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Selecting submissions

1. If you want to select individual submissions, just click on the one you
want. To select multiple submissions hold Ctrl whilst you select. To
select a range, click the first submission and then hold Shift and click
the submission at the end of the range, (either up or down). To deselect,

click any submission.

Left bar colours

Each coloured bar to the left of your submission shows you the status of the media.

2. Green = pass
3. Amber = partial fail
4. Red = failed

L

09 Aug 2016 Images: 28
Snowdonia

Web upload: Stock
Paszed 28

27 Oct 2016 Images: 10
Alamy |D: OL4581846

FTP upload: Stock

Passed: 10

12 Aug 2016 Images: 10
Alamy ID: OL4478275

Web upload: Stock

Passed: 5 Failed: 2 Errors: 3

11 Aug 2016 Images: 18
Alamy ID: OLA44TE271

Web upload: Stock

Failed: 18
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I [/ My submissions - instructions (continued) alamy

Renaming a submission

If you want to rename a submission follow the instructions below. You can also name a submission when you upload.

1. Click on the submission you want to rename

2. Above the images (in the center section) click on the current submission
name, you can rename it here

3. You will see the new submission name on the left hand side in the
submissions list

Q Tip: When you rename a submission, the Alamy ID will not be visible in
your submissions list, but will always be visible at the top of your submission
in the center section.

If you ever need to contact us about a specific submission you will need the
Alamy ID.

09 Aug 2016 Images: 28
Alamy ID: OL4470892

Web upload. Stock
Passed: 28

a—— |untitied submission OL4470892

All 28 | Nof on sale 5 | On sale 23 | Optimized 1 | Passed 28

- Snowdonial
All 28 | Nof on sale 5 | On sale 23 | Optimized 1 | Passed 28

— Snowdonia - OL4470892
All 28 | Not on sale 5 | On sale 23 | Optimized 1 | Passed 28

09 Aug 2016 Images: 28
Snowdonia

Web upload: Stock
Passed: 28
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B Image selection - overview alamy

The ‘iImage selection’ area of the tool is where you can select the images you want to work on. You can select single or multiple images,
search via keywords or use the filters to find images of certain type or category.

You can use this area to get an overview on the discoverability of your images and check their status. You can also view any images here
that have failed Quality Control (QC).

1. Click the ‘Filters’ tab to show various ways you can filter your images

2. Click the ‘Search’ tab to search keywords across all your images

3. Use this to filter your images by ‘Quality control’ status (passed or failed) e i s nionaiaaion
Quality control + Pseudonyms ~ File types = Affributes « Discoverability -

4. Filter images by ‘Pseudonyms’
Passed X AN Other X Clear all filters X

5. Filter images by ‘File types’ (e.g. illustration, archive, news etc) 1 submission: 28 images

. . . ‘ . y Snowdonia - 014470892 Selectall passed [
6. Display images according to ‘Attributes’ such as number of people, e T s ’
licences type and release information
7. Display images according to their ‘Discoverability’ score

8. Applied filters are displayed here

9. This shows you how many submissions are selected and how many

images are being dlsplayed IMG_7590.pg IMG_7983pg j — |r-AGj94.jpg ) —
GHO7aP On sale GHD780 On sale GHOTTY Mot on sale
10. Alamy image ID
11. Your file name

12. The image’s discoverability score

13. Image status
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B Image selection - instructions

Selecting images

1. Toselect anindividual image click on the one you want. To select
multiple individual images hold Ctrl when you are selecting the images.
You can also select multiple images by clicking them without holding
Ctrl

2. If you want to select a range, click the first image you want and then
hold Shift and click the image at the end of the range, either up or down

3. You can also select the images you want to work on by clicking in any
white space in the center section of the screen, and dragging your cursor
to highlight them

4. To deselect selected images, re-click on the individual selected images
or click ‘Clear selection’ at the top right of the center section of the
screen

1MG_7990.pg
GHOTEP

" | MG_793p0
GHDTEY

WG_79741g
on GHDTTY

1MG_7990.pg
GHoTER

11G_7983 00
onsak GHD7ED

7
N~

2" | mc_rer4pg
On sale GHD7TY

1MG_79%0 0
GHD75R

MG 7983 ipg
GHD780

Filters Search

Quality confrol «

Passed X A N Other X

1 submission: 28 images

Pseudonyms «

File types =

Clear all filters X

Afiributes =

Selectall passed | |

Discoverability «

Clear selection X

Snowdonia - 0L4470892

Al 28 | Not on sale 6 | On sale 23 | Passed 28

Selectall passed [
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M Image selection - instructions (continued) alamy

Previewing images

1. Tosee abigger version of the image click the zoom icon which appears
in the top left corner when you roll over the thumbnail

2. Onceyou are in the zoom view, you can browse to the next or previous
image by using the arrows either side

3. You can also select or deselect images in this view by clicking the tick in
the bottom right

Mot on sale

3 of 4 selected images

GHD77TY
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B Image selection - instructions (continued)

alamy

Filters

1. You can filter the images displayed in the center of the page by using
the ‘Filters’ tab. The filter dropdowns listed across the top of the center
section of your screen allow you to narrow down the images displayed
in the center, taken from the images within the selected submissions on
the left hand side

2. You can clear applied filters by clicking the X’ next to the filter you want
to remove or clear all applied filters by clicking on ‘Clear all filters’

Search

3. The ‘Search’ bar always searches across ALL of your images not just
those within your current selection

4. You can search ‘across all terms’ within the metadata or specific fields
such as location or supertags

@ Note: It's not currently possible to combine a search and filters together.

Filters Search Selectall passed | Clear selection X
n_ Quality control = Pseudonyms « Filetypes = Affributes = Discoverability «
Passed X Photograph X 0 people X Clear all filters X
Filters Search Selectall passed (| Clear selection X

>

Allimages : 755 images

All terms v—E

All terms

Caption
Tags
Supertags

Location
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I Image management - overview

alamy

This is the section where you add your keywords, pick the license type and add all the other information that will make your images

discoverable to customers.

You can work on single or multiple images, and you can make extensive or quick changes to your image data. So if you just want to add or
remove a single word across a batch of images or add or remove a whole bunch of attributes in a big batch you can do that here.

1. The ‘Discoverability’ bar — the more info you can fill in, the more
discoverable your images are to customers

2. The ‘Mandatory’ tab — you need to fill this information in to get your
images on sale

3. The ‘Optional’ tab — the info here is used to increase the discoverability
of your images

4. ‘Tags (keywords)’ — add up to 50 keywords

5. ‘Supertags’ — Choose up to 10 tags per image and make them supertags,
this means they are given a higher priority in the search results

Working on 1 image @

B oo

!7 Mandatory &  Optional &

Pseudonym @ &

A M Other =

Caption 26/150 @ Hikers in Snowdonia, Wales

n_ Tags (keywords) @

. Common 6/50 tags including * 110 supertags 5

+
s

Snowdonia

- I G
License type (@ Royalty free (default) =
Image type @ Photograph =
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I Image management - instructions

alamy

The discoverability bar

The discoverability bar gives you an indication of how discoverable
(visible) your images are within the search results seen by customers.
The discoverability bar does not indicate a specific ‘rank’, but will
increase as you add more information to your selected images. If the
discoverability bar is fully green and shows ‘Optimized’ then there is
no more information you can add to improve it.

@ Note: The discoverability bar is not in any way ‘reading’ or ‘scoring’ the
quality of your metadata, it simply increases with the volume of searchable
information you enter.

Discoverability status definitions

Not on sale (red)

This means your selected image is not on sale. More information needs to be added
before it will be searchable to customers.

@ Note: You need a minimum of 5 tags and a caption for the image to be
searchable.

Working on 3 images @

ON SALE Disco

Worst |

Working on 1 image @

| Best
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I Image management - instructions (continued)

alamy

On sale (amber) Working on 1 image @

Your image is on sale, but there is room for you to add more information and make m

it more discoverable.

Q Tip: Add more tags, assign supertags and add optional information in order
to boost the images discoverability.

@ Note: It's not a requirement for you to add info here as your image is
already on sale, it's optional.

On sale (green) Working on 1 image @

Your image is on sale with a good amount of information, but there is still the

opportunity to add more information if you want to.

Q Tip: Add more tags, assign supertags and add optional information in order
to boost the image discoverability.

@ Note: It's not a requirement for you to add info here as your image is
already on sale, it's optional. Sometimes you may have an image that doesn’t
require the ‘full quota’ of tags and information, it’s fine to leave these without
boosting discoverability further.

13 -Image management - instructions Still need help? Get in touch: @ alamy.com M) contributors@alamy.com
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I Image management - instructions (continued) aIamy

On sale, optimized (green) Working on 1 image ®
You've added as much searchable information as possible and your image is fully
optimized.

@ Note: To optimize you need to have 50 tags, of which 10 are supertags.
All mandatory and optional fields must be complete.

When multiple images are selected Working on 3 images ®
When you've selected multiple images, the discoverability bar will show you
a summary of the selection and will place a marker for your most and least Worst | | Best

discoverable images in the selection. When working on a batch of images, this can
help you ensure that each image selected gains the same level of discoverability.
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I Image management - instructions (continued) alamy

Mandatory and optional tabs Mandatory ® _Optional @
1. The ‘Mandatory’ tab contains all the fields you must complete in order for your Number of people in the image @ Seleci
images to be searchable to customers
i [ ? lect =
2. The ‘Optional’ tab contains fields that do not have to be filled in, but will help Bs:flcees sy parapex e Wm0 Sales
make your images more discoverable i oeafion ke
Date taken 03 Sep 2014 [T
Primary category @ Select -
E Mandatory &  Optional 3@
Pseudonym @ﬁ AN Other =
Caption @ Add caption 1age

Tags (keywords) 2

. Common /30 tags  including *n.-'w supertags

+
License type (@ Royalty free (default) =
Image type @ Reportage
Delete 1 selected image @ Delete ﬁ
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I Image management - instructions (continued) alamy

Mandatory tab

Images cannot be searchable until all the mandatory information is provided.

Pseudonym Mandatory &  Optional @
1. Thisis the contributor name you want associated with the selected
. - e n— Pseudonym @ @ AN Other =
images. You can add pseudonyms by clicking the ‘4’ symbol. You can
also manage defaults and remove pseudonyms from the ‘Pseudonyms’ n Caption 26150 @ Hikers in Snowdonia. Wales
tab in the top toolbar.
. —— Tags (keywords) @
Caption E
. Common 6/30 tags including * 110 supertags

2. The ‘Caption’ should be a concise and accurate description of your
image. A good caption not only helps with search relevancy on Alamy,

+
but also has wider benefits for search engine optimisation meaning % hills
visitors searching for relevant subjects on search engines are also more —

likely to find your image.

License type (& Royalty free (default) -

Tags and supertags

Image type (@ Photograph =
3. ‘Tags’ are the words you attach to the image in order for them to be

found within the Alamy search engine. You can enter a maximum of 50
tags per image and promote 10 of them to ‘supertags’. Once you have at
least 5 tags and a caption, your selected images will be on sale.

Q Tip: The supertags hold a greater weighting and priority in the search
engine, so make sure you upgrade your most relevant and important tags to
supertag status.
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I Image management - instructions (continued)

alamy

How to add and remove tags

1. Toadd atag, select an image, or multiple images, then type the word (or

words) into the ‘Add new tags’ field, then press enter or click the ‘4’ sign
to add the tag

No changes will be made to the images until you save using the button at the
bottom of this section.

2. If you want to reset the tags to when they were last saved click the
‘Reset’ button next to the ‘Add new tags’ field

3. Toremove a tag click on the ‘X’ that appears on the tag when you hover
over it with your cursor

@ Note: Tags have no character limit, it is the number of tags that are
counted. Multiple words can be used to create a single tag, e.g. ‘Snowdonia
National Park’ can be added as a single tag there is no need to add
‘Snowdonia’, ‘National’ and ‘Park’ as three separate words.

How to make a supertag

4. To make a tag ‘super’ and give it extra priority within the search engine
click the grey star next to the tag

5. The star will turn blue to show your selection has been made. You can
add up to 10 supertags per image. To turn a supertag back in to a tag
click the blue star

Tags (keywords) @
. Common

E

Tags (keywords) @

. Common

Mount Snowdon|

i

3/50 tags  including * 0/10 supertags

-~

4/50 tags  including * 1/10 supertags
+
IREIMN % Snowdonia National Park v

X s
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I Image management - instructions (continued) alamy

License type n——License type @ Royalty free (default) -
1. Thisis where you select the ‘License type’. Alamy recommends a royalty-
free (RF) license as this is most popular with customers Rights managed

2. Forimages that contain unreleased property or people please select
‘Sell for editorial only’ (found under the ‘Optional’ tab)

} Sell for editorial only @

You can find this under the ‘Optional’ tab

Q Tip: For more information on license types, please see our online guide.

Image type }Image type @ Fhotograph +
3. This field shows the classification of the image you selected at upload,
e.g. photograph, news, illustration etc llustration
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I Image management - instructions (continued) alamy

Working on multiple images (batch editing)

Everything you can do whilst editing a single image is also possible for multiple images (batch editing). This includes adding and removing
single or multiple keywords to existing data. You can work on up to 500 images at a time.

Tags

Common and uncommon tags Tags (keywords) @

When you select multiple images, the tag field will display all the tags associated B commoen 4/50tags including Y 1/10 supertags
with those images.

1. The tags that show with dark shading are ‘Common’ tags, meaning that E * 4!

they appear within all selected images

2. The tags displayed in grey identify the ‘uncommon’ tags. These are tags
that appear within at least one of the images selected, but not all

Making an uncommon tag common

It couldn’t be simpler to make an uncommon tag to a set of images common.

‘
3. Onceyou've selected the images that contain uncommon tags,

you just need to click on the tag you want to make common and x
this will change it to have dark shading. This means that the tag

will now be applied to all selected images ro——

4. This works the same way when wanting to assign a common

supertag % mountains
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I Image management - instructions (continued) alamy

Add or remove single or multiples tags to multiple images Tags (keywords) @

After selecting the images you want to work with, it's simple to add or remove B common 4/50 tags including Y 1/10 supertags
multiple or single tags.

Mount Snowdaon| + m/n
1. You can either make uncommon tags common as described already ¥

2. Orjust add a new tag when the relevant images are selected \ﬂj

3. Toremove a tag, hover over and click the ‘X’ in the usual way

‘Multiple values’

4. The ‘Multiple values’ messaging will appear when you have selected Cion® Multiple values

o

multiple images that have different information in fields such as
pseudonym or caption. This is because it’s not possible to display all the
different information in these fields at a single time

5. You can add a common value here whilst all images are selected, (e.g. a I I
) ) . . . ] _ Caption 261150 @ Hikers in Snowdonia, Wales
caption) this will overwrite all captions in that selection
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I Image management - instructions (continued) alamy

Optional tab

The more optional information you can provide the more discoverable your images will be within the search engine.

How many people are in the image? n— Number of people in the image @ 1+
1. Alamy have filters within the search engine that can help customers
. . . . n— Do you have model releases Yes
narrow down their search results. One of these filters is to specify the for all the people in the image? @

number of people in an image. If you update this field then it will help
with the overall discoverability of your images when customers use a— Releases T, Assign existing release «
the filters. Even if the people in your image are unrecognisable (like a

- : . Eg Wmrsxjpg Mrsi.ipg
silhouette or body part) you should still count this as a person

My pdf
Do you have model releases for all people in the image?

2. If you have signed releases for all people in your image, let us know here
and if a customer requests a copy then we will get in touch with you if you
haven't uploaded it

Releases

3. You can use this section to upload a new release or assign an existing
one to the image(s). You can download release forms on this page
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I Image management - instructions (continued) alamy

s there any property In the |mage? E—ls there any property in the image? @ Yag -
1. Hereis where you let us know if your image contains any property. As well
as buildings and possessions, property also includes brands and logos Hogos “E‘,"E S relcas e it fes =
property? &
Location Releases T, Assign existing release -
 E{ propertyRelease.jpg remove

2. If the location is relevant to the image, enter it here either by typing it in
or selecting on the ma
& P E—Locatiun Snow|

Snowdon United Kingdom

Date taken 3
M| S Snowdonia Mational Park United Kin

3. If this information has not been automatically included, you can enter or L
/K Snowdonia National Park Visitor C

amend it using this field <nl
Ifeland Snowsfields London, United Kingdom
Primary and secondary categories Snow Hill Railway Station Eirmingha
4. Assign categories to your images. Alamy may use these in the future to powered by Google
; o ; @ Vie
point users to specific collections e {
Aus
France : K
(snnle S TTTRE vl Moroatis—
n—[late taken 10 Apr 2016 2]
rimary category @ Landscapes =
econdary category @ Select =
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I Image management - instructions (continued) alamy

Only available on Alamy EGHW available on Alamy @ [ ]
1. Letusknow if this image is only available on Alamy. This information
can help if a customer enquires about an exclusive licence or if we need }Add“m"ﬂ' info @ Tell us more about your image

to chase an infringement
H—Seumr editorial only @ | |

Additional info

2. Thisis where you can add any additional background information about n_
the image that would be useful for a customer to know. This field is not
searchable and does not have an impact on the search engine

Sell for editorial only

3. Ticking this box sets restrictions on any selected images to be sold for
editorial usages only }Demte 1 selected image @ Deleie ',j

Restrictions

4. This area is only available if all selected images are rights-managed.
Here you can set up to three restrictions and set a time limit for when
you want the restrictions to expire

Delete

5. Use this option to delete any selected images. Images that are marked
for deletion remain searchable for 90 days and then are not searchable
but are still available for purchase for a further 90 days
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| The toolbar - overview alamy

If you're ready to upload more images, you can do so from here, and set defaults for your images.

You can change the view options, manage your pseudonyms and releases by updating your account settings.

1. Click here to upload more images
2. Change the size of the thumbnails in the display view

3. Change the screen layout to give you more space on the image
management section (right hand side) by hiding your submissions (left
hand side)

Update your pseudonyms and set defaults
Update and manage your releases
Go to the contributor help section

Set defaults for licence types and restrictions

© N o U A

Go to the Alamy homepage, My Alamy, or log out
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