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NAVIGATION
To Navigate around the image library, you can use the 
yellow tool bar located along the top of the webpage. As 
well as this you can navigate around the library by using 
the tiles on you dashboard.

YELLOW TOOL BAR

This contains four buttons:

HOME: This will take you back to the home screen from 
any page within the image library.

FEATURED COLLECTIONS: This displays groups of 
resources that have been selected by the Marketing Team 
to provide an example of the resources available in the 
system.

RECENTLY ADDED: This will allow you to browse the most 
recently upload images to the library.

KNOWLEDGE BASE: This will display a link to the 
knowledge base on the ResourceSpace website which 
gives you access to in-depth guides on how to use 
resourse space.

In the top right corner of the tool bar you will see a log in/
out button and your account name which displays a ‘My 
account’ drop down box. From here you can go to:

 � Change my password
 � Language selection
 � My messages
 � My preferences 



DASHBOARD

You can navigate to RECENTLY ADDED and FEATURED 
COLLECTIONS by using the grey tiles on your dashboard 
as well as through using the tool bar.

There is an additional function on your dashboard. This 
tile is PUBLIC COLLECTIONS which displays a list of all of 
the collections available for public viewing.

On the dashboard there are picture tiles. Each of these 
represents a public collection. 

Each picture tile displays the name of the collection at the 
top and the resource count in the bottom right corner. 
The resource count tells you how may photographs are 
within the collection.

You can view a collection by clicking on one of these tiles.



COLLECTIONS
The images within the library are sorted into collections to 
make finding the right image easier. You can access these 
collections from your dashboard.

PUBLIC COLLECTIONS

This page is accessed through clicking on the Public 
Collections dash tile. The collections are displayed in a 
table consisting of six columns:

 � Collection name: This displays the name of the 
collection and will take you to view the images within 
that collection.

 � ID: This is the Identification number of a collection.
 � Created: The date and time that a collection was 

created.
 � Items: Displays the resource count of a collection.
 � Access: Shows if a collection is public or private.
 � Actions: This contains a drop down which allows you 

to export the metadata for a collection.

Search bar: This allows you to search through the public 
collection. To do this you can type a phrase into the 
search bar (located to the top of the webpage) this will 
filter out the collections that are relivant to the search 
terms used.

Filtering: You can filter down the collections using the 
first letter of a collections’ name. For example if you select 
‘A’ it will display all public collections that start with ‘A’.

Result display: This option allows you to change how 
many results are displayed per page e.g. 15, 30, 60, ALL.



OPEN COLLECTION 

To open a collection you click on a collection dash tile or 
you can selecting a collection from the table within the 
public collections page. Each collection in the library will 
display in the same format, making navigating through the 
library much easier.

On opening a collection, it will always display the resource 
count in the top left corner. It will be expressed as:
You found: [No.] resources

Across from this is a variety of other options which 
include:

Display: This allows you to change the format which the 
resource are viewed in.

There are four options:
 � Large grid: This display a large preview of the resource, 

its name and tools.
 � Medium grid: This displays a medium preview of the 

resource, its name and tools.
 � Small grid: This displays a small preview of the 

resource and tools.
 � List: This displays the name of the resource, country, 

date, ID, type and tools in and table.

Tools are displayed as icons in the bottom right corner of 
a resource when in grid view and in the last column of the 
table when in list view. The tool functions are ‘share’ and 
‘full screen preview’.

Sort order: This allows you to change the order of the 
resources. The drop down gives you the option to view 
them in collection order, popularity, colour and date. 



You can then also select whether you sort them in 
ascending and descending order. These are expressed as 
ASC and DESC in the drop down list.

Per Page: You can select how many resources you would 
like to be display per page. You can select from five 
options in a drop down. These are 24, 48, 72, 120  
and 240.

Actions: This is a drop down that contains selection 
of other options. These include download, contact 
sheet, share (this fuction is disabled for users), view all 
resources, edit all resources (this function is disabled for 
users) and export metadata.

 � Download: This action will allow you to download the 
whole collection that you are currently viewing. You 
will have to select the download size, specify whether 
or not to use the original if the selected size is not 
avalaible, select the archive settings, specify whether 
to include a metadate file in the archive and whether 
to embed resource metadate in the downloaded files.

 � Contact sheet: This action will allow you to generate 
a PDF of all of the photos in the collection. You can 
specify how they are displayed, e.g. thumbnails, 1 per 
page and list; select the size of the pdf, e.g. A4, A3 and 
US Letter; how many columns this ranges from 1-7; and 
the orientation, e.g. portrait or landscape.

Although you can’t share an entire collection, you can 
still share individual resources. You can share a resource 
within a colllection by clicking on the share icon. This 
will then allow you to either generate a URL or E-mail the 
resource to whoever requires the resource.



RESOURCES
A resources is other word for an image/photograph. 
Within the image library you have the ability of download, 
share and search for resources.

FULL SCREEN PREVIEW

If you wish to see a resource on a much larger scale, you 
can use the tool ‘full screen preview’. This will display 
solely the image in the web browser. To get back to the 
collection or search results, click View all results. You can 
also click on Back to resource view which will take you 
back to the resource view.

RESOURCE VIEW

Resource view is a way of viewing an individual resource 
and its details. To display an image in resource view, 
just click on the desired image from within a collection 
or search results and the image will display in this view 
within a window. You can maximize resource view by 
selecting the icon in the top right corner. 

When in resource view you can view the details and tools 
of your selected image.

Resource details: This consists of further information 
about a resource. This information includes:

 � Resource ID: The unquie number which identifies a 
resource. This can be used when searching images.

 � Access: Whether the image is avaliable to everyone.
 � Contributed by: Who uploaded the image to the  

image library.



 � Date: The date the image was uploaded to the library.
 � Credit: The photographer that took the image.
 � Camera make/model: The brand of camera that took 

the image.
 � Source: The type of camera that took the image, e.g. 

digital camera.

When you view a resource you, will see extra fields 
under resource details these change depending on the 
keywords that have been associated with the image.

Related feature and public collections: This will display 
what public and featured collections the image has been 
assigned to. This can be a useful feature if you want to 
find images that are of a similar subject mattter.

Search for similar resources: This will allow you look for 
images with similar or the same keywords as the current 
resource that you are viewing. All you have to do is select 
the keywords you want to search with and it will state 
View [No.] similar resources. If there are none it will state 
No similar resources.

Resource tools: This is a table of information which allows 
you to download various versions of an image. These are: 

 � Original JPG file: High quality best for print usage.
 � Low resolution print: Smaller file size, easier  

for sharing. 
 � Screen: For usage on screens not for print.
 � Preview: Just a preview of the image.

File information and file size column allow you to see 
information about the four versions of the image. This will 
allow you to download the appropriate size image for its 
proposed usage.



Transform: When in resource view you can tranform and 
image. You can rotate, scale and crop the resource. To 
crop the resource drag the pointer across the image. If 
you wish to rotate then select one of the options from 
the drop down. To scale the image enter the width and 
height you require. Then select the file type you wish to 
download the image in. Once happy click download and 
you will have a customized version of the original image. 

Share: As well as being able to share a resource when 
viewing a collection or viewing your search results, you 
can also share a resource when in resource view. The 
process is the same and will give you the option to either 
generate a URL or send an E-mail.

DOWNLOADING

To download an resource, make sure you are in resource 
view where you can see the resource tools table. You will 
see the four versions of the image listed. In the options 
column of the table it should contain buttons which read 
Download. Simply click on the Download button of the 
version of the resource you wish to download.

This will then direct you to a page which will read 
Download in progress. Once it has finished downloading, 
save your image to your computer. You then have the 
option to Return to your results, Go back to resource 
view or Back to the home page.



SEARCHING
There are multiple ways in which you can search through 
the image library. You can just use the collection dash tiles 
on the home page to look though a collection or you can 
use the table on the public collection page. If you what be 
more specific then you can you simple or advance search.

SIMPLE SEARCH

Simple search is located on the right side of the home 
page. It is also accessible when viewing a collection and 
when in resource view.

The best way to search is by typing in a phrase in the 
search bar. You can then use the resource types listed 
below the search bar to define whether you what to 
search for a photo, document, video or audio. To refine 
the search even more you can select a date so that it will 
only return resources from a specific year and month.

Once you have entered in you search terms, click 
the search button and the library will return all of the 
resources that match your terms.

Search terms: These terms help users find content in a 
more specific and refined manner:

 � Wildcards: Adding an * to a keyword enables the 
wildcard function. For example if you search for art* it 
will return matches to arts, arts building, etc.

 � Specfic field value(s) match: Search within a specific 
field by typing the name of the field, a colon, then 
values you are looking for. For example  
 



location:university of suffolk or location:university of 
suffolk;waterfront.

 � Collection: Searches for resources within a specified 
collection. Syntax: !collection[ID].  
For example !collection333740.

 � Related: Searches for resource similar to the resource 
ID supplied. Syntax: !related[ID].  
For example !related1521.

 � Resource ID list Search: Will retrieve a list of resources 
based on the resource ID supplied. Syntax: !list[ID:ID] 
For example !list1521:1522:1523:1524:1525

ADVANCED SEARCH

Advanced search is located within the simple search box 
to the right side of the home page and can be seen when 
viewing a collection and when in resource view.

When you click advanced search it will take you to the 
advance search page where you can fill out a form by 
entering information into the specific fields. By filling out 
the advance search it allows you to narrow your search so 
that the library only returns results that relate to all of the 
search terms specified.
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