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Section 1.0 Introduction

A single source of truth
for our brano

Applying our brand and digital assets in a consistent and
considered way is essential to effectively present UQ

as a global top 50 university to our local, national and
international audiences.

Every UQ staff member has a role to play and is responsible
for using and applying our assets correctly and consistently
across all touch points.
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To help achieve this goal, we have introduced UQ Digital
Asset Management (DAM) - a cloud-based system that
stores, shares and organises our digital assets in one secure
and central location.

The UQ DAM provides a single source of truth for all UQ
digital assets and the central location for marketing and
content distribution. It’s also a new way of working to

help UQ staff and suppliers work more efficiently and
collaboratively to build, promote and protect the UQ brand.



Section 1.0 Introduction

Why have a

pLLIS

Single source of truth for all
UQ digital assets improves
brand compliance

Faster delivery of marketing
campaigns and launches
by improving speed of
distribution
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Integrates seamlessly with
creative and marketing apps
and tools - saving time and
outsourcing costs

Enhanced searchability -
quickly find and edit the assets
you need and share them across
teams and channels easily

DAM?

®
=

Cost reductions on asset
duplication, local and shared
storage requirements and
multiple technology systems

Enhanced knowledge
management and increased

productivity by eliminating
workflow redundancies
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Section 2.0 DAM guidelines

Your new way
of working

All brand, digital, content, communication and
marketing assets must be catalogued in and
accessed from the UQ DAM every time they
are used.

This is critical to ensuring consistency of
our brand and to reduce duplication of effort
and spend.

The UQ DAM works in three ways:

Centralisation

A central, secure location for all digital assets
to be stored so separate departments have
access to the same brand-compliant files in
an accessible and searchable system

Distribution

A portal that ensures brand compliance by
enabling collaboration with internal users and
external partners to quickly create, manage,
and deliver templates, guidelines, logos, and
campaign assets to stakeholders

Contribution

A portal for internal marketers and

external suppliers such as photographers,
videographers and creative agencies to
upload assets that can be shared, annotated
and edited prior to publishing for broader use.
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The DAM provides a central,
secure, cloud-based location for
all UQ digital assets.

The DAM supports
multiple ways of working
and collaborating.
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Section 2.0 DAM guidelines

What lives in the DAM?

/\/o\ = E -
Photos, stock images, Video, audio and Campaign advertising
illustrations and icons motion graphics and marketing assets
Templates and guidelines Brand assets Written content
(InDesign, MS Office, Premiere Pro, EDMs) (logos and graphic files) (hero statements and

key messages)
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Section 2.0 DAM guidelines

What’s in?

In order to promote our brand effectively
and maintain brand compliance, you will
find high-quality assets including:

THE UNIVERSITY
OF QUEENSLAND s

oo
oo|0 THE UNIVERSITY
AUSTRALIA ]I[ OF QUEENSLAND
u AUSTRALIA

CREATE CHANGE

¢ Photos - high-resolution

¢ Stock images - licensed to UQ CREATE CHANGE
* lllustrations

* lIcons

¢ Video files - final files (not raw)
e Audio files

* Templates - Creative Cloud (InDesign,
Premier Pro), MS Office, EDMs

¢ Guideline documents

* Final marketing/creative assets

¢ UQ logo suite*

All photos must be of a professional quality
(retouched and colour corrected) and
produced by UQ-approved suppliers.

All templates and brand assets have been
developed by the UQ brand team. For
enquiries regarding templates, contact:
brand@uq.edu.au

*UQ logos require permission for download and use.
For more information see Section 4.

law.ug.edu.au

A selection of images and brand assets that are stored in the DAM.
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Section 2.0 DAM guidelines

What’s out?

To maximise the functionality and useability
of the DAM, there are certain assets you
won't find.

These include:

¢ Non-compliant - Assets that fail to pass
the creative/internal team review cycle

¢ Work in progress - Assets that are
yet to be finalised or are subject to
experimentation

¢ Amateur photography - smartphone
snapshots

¢ Low resolution images - the DAM
creates various file sizes (renditions)

¢ Cliché stock images and clip art - these
images dilute our brand

¢ Out-of-date assets - featuring the old
UQ logo on clothing, banners, displays,
sighage etc

* Raw image and video files - as they take
up a lot of storage space and are not
quick to download/upload

¢ Release forms - these will be stored on
OneDrive. All images in the DAM have the
appropriate permissions

¢ .txt and .xlsx files - these file types are
not supported.
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Old UQ graphic
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Reject from photo shoot
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Low resolution
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Section 2.0 DAM guidelines

Accessing
UuQ DAM

Who can use UQ DAM?

All UQ staff can access and use the DAM to
view and download brand-compliant digital
assets for internal and external audiences.

Assets should always be accessed from the
DAM and not from any other source.

Accessing the UQ DAM
Visit digital-assets.uqg.edu.au
Access for staff requires UQ Authenticate.

Enter your UQ credentials - username and
password - when prompted.

The following sections cover everything
you need to know to search, download and
share assets via the DAM,

For all DAM related enquiries contact:
damsupport@uq.edu.au
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B Aevsearch x4

C & digital-assets.uq.edu.au/aem/searc!
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Section 2.0 DAM guidelines

Accessing
Brand Portal

What is the UQ Brand Portal?

The UQ Brand Portal is a separate system
that integrates with UQ DAM. It provides
internal and external users (e.g. suppliers

and agencies) with the ability to collaborate.

It provides a location for users to share
assets where they can be reviewed,
annotated and selected prior to being
published to the UQ DAM.

Who can use UQ Brand Portal?

UQ staff and approved suppliers can
request access to UQ Brand Portal.
Permission is granted by the UQ Admin
user group.

Accessing the UQ Brand Portal

Visit theuniversityofqueensland.brand-
portal.adobe.com

Click on the ‘request access’ link on the
home page and follow the prompts.

Once you have been granted access to
UQ Brand Portal, enter your Adobe ID and
password to sign in.
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Welcome to UQ Digital Assets Brand Portal

load approved images, cons,

Signin
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Section 3.0 The basics

Understand the interface

Home

Action bar

Side bar selector

Folder selector

Notification

Search
®=® [ acm Assets | Files X+
< c & digital-assets.ug.edu.au/assets.html/content/dam/ug/images/photos/2020 b d
$H Apps & Apple @ ICloud

% UQ Digital Asset Manager

B~

Lisa
lisa image,pg
# Jun1,2020,158:38PM 26 MB

2490 %1527

IMAGE

Siemens Test Lab
UQ_Solar_08.06.20_highres-67jpg
4 Jun1,2020, 9202 AM  61MB

6571x 4381

IMAGE
Siemens Test Lab

8659 x 4439

UQ_Solar_08.06.20_highres-65.jpg
# Jun1,2020,92007AM 62 M8

Select All

® O ® B AeMAssets| AssetDetails X+

<« C & digital ts.ug.edu. ils.html/content/dam/ug/images/photos/2010/75337 5241-054.jpg e

i Apps @& Apple @ iCloud

[ty Share Link 4, Download @ Checkout @ Properties (p) & Edit(e) B Annotate g To Collection 4 Move (m & Quick Publish & Manage Publication Close
-uY

Forgan Smith

View selector

Quick actions

Download

| Select | Properties

IMAGE

Forgan Smith
75337_5241-054.jpg
# May22,2020,3:4522PM 112 MB

3908 x 2600

More actions



Section 3.0 The basics

Navigation

Home navigation screen

After signing in, the home navigation
screen will be displayed.

To display the home screen at any
time, click on the UQ logo at the top
of the page.

To navigate to assets, click on

Assets > Files > The University of
Queensland

Asset landing page

All assets are located in The
University of Queensland folder and
are organised by asset type. (e.g.
logos, images, templates etc).

Once on the asset landing page, you
can begin to search for assets using
the search tool.

To search for specific ‘asset types’,
click anywhere on the card to
navigate to that folder.

Once inside a folder, e.g. images, you
should always use the search tool.
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Home

Home navigation screen

| Search

® 0@ [ AeMAscets | Files X+

i Apps @ Apple @& iCloud

< C & digital-assets.ug.edu.au/assets.html/cor

;

— > R
% Navigation Close
S
Assets
Assets
® O ® [ AEMAssets | Flles x 4+
< C & digital- ug.edu.au/asset 10to: pe
i Apps & Apple @ iCloud
BUQ Digitel Asset Manager
? Navigation Close
<
< Assets
R | HH A
—
Files Collections Shared Links
Asset landing page
® O ® [F AeMAssets | Files X+
& > C @ digital-assets.ug.edu.au/asset = B
Hi Apps & Apple & iCloud
®UQ Digital Asset Manager
-2 The University of Queensland + Select A HE
Asset types

FOLDER FOLDER
Audios Text

FOLDER

Logos

S UQLoges

[R.

FOLDER FOLDER
Images Videos

@ May19,2020, 11616 PM @ jun 16, 20:

FOLDER
Templates




Section 3.0 The basics

Search

Search field

To search for assets within UQ DAM,
click on the search tool (magnifying
glass). Type your keyword or
description in the omnisearch field
and press enter.

Alternatively, use the keyword
shortcut / (forward slash) to open
the omnisearch field.

Location: Assets is preselected to
limit the searches to DAM assets. The
search provides suggestions as you
start typing a search keyword.

Filter menu

After completing a general search,
you can narrow your search results
using the filter menu.

The search filter menu is located
directly under the search bar and
includes a range of preset filters to
select from.

For more information on searching
assets, see section 6.0.
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Omnisearch field

Filter menu

Filter name

Search results screen

© 0 ® [ AMsearch x4+
< C @ digital-assets.ug.edu.au/aem/search html
il Apps @ Apple @ iCloud
X Lowion Assels Jacarandas
) Filters
> AssetType
> Title
> Keyword IMAGE
Jacarandas outside the Sir Liew
§ Edwards building
> Categories 71080, g
200,34635PM 81MB
> UQLoation
38622600
> Set Number
> orientation
s
Jacarandas outside the Sir Llew
> Usage Rights Edwards building
71081_5207.092 g
2 Mo
Syrpee May 22,2020, 346:46PM 89 MB
2599 x3697
> Template Category P
Jacarandas
> Related Program 1607_5344-002pg
7 May22,20023433PM  57MB
> Date Created P
> Original Date Created
ImaGe
2Dete Added Jacarandas
1624 5344.09jpg
Files v 7 May22,2000,23440PM  4MB
S 64xi952
> Filename —
Jacarandas
> File Size 1613 5344-008jog
7 May22,200023633PM 45MB
> Last Modified a2sex2en
> style
B Save Smart Collection

Search Results

IMAGE

Jacarandas e e

1615_5344.00j0g o

2 bk 2ot sanse il U3 e Jacarandas outside theSirLiew Jacarandas
Edwards building 1642_5344-037]pg

71075_5207-090)p8 # May22,2020,3:0401 PM
408 x2228 4 May22,2020,34612PM 98 M8

a256x2832
39032597

IMAGE.

Jacarandas
1658_5344-053)pg —
7 May22,200,23431PM  61MB
IMAGE Jacarandas
vsoxisas Jocarandas 1653_5344-048jpg
1627_5344-022pg 7 May22,2020,3:0339 M

4 May22,2020,23629PM  42M8
a256x2292
as6x2m

IMAGE.

Jacarandas
1657_5344-052pg. ImaGE
7 May22,200,23439PM  SSMB Jacarandas

1646_5344-0a1jpg,

261692 ' May22,2020,3:03:45 PM

4261544

IMAGE

Jacarandas IMAGE

1638_5344-033pg. i Jacarandas

4 May22,202023446PM  SSMB MAGE 1654_5344-049ps
Jacarandas 7 May22,2020,3:03:57 PM

4256 x2020 165044 0418

x

[@ SclectAl  1000f285  §l§

IMAGE
Jacarandas
1621_5344-016,pg

678 # May22,2020,23447P1  S3MB

256282

IMAGE
7MB Jacarandas

1619_5344-014pg

# May22,200,23443PM  44M3

as6x282

ame

IMAGE
Jacarandas
1656_5344-051jpg

# May22,2020,30354 PM
n2M8

a2s6x2832

a3m8
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Section 4.0 View and download assets

Asset views

Assets can be viewed in three ways -
card view, list view and column view.
Each view determines how you select
an asset.

Selecting assets

In card view hover your mouse over
an asset and select the tick. The card
will turn blue when selected.

In list view click on the asset
thumbnail to select. The thumbnail
will turn blue when selected.

List view can be sorted by the
image properties (Name, Title, Size,
Modified, Created etc). To sort, click
on the image property at the top of
the list.

In column view click on the asset
thumbnail to select. The thumbnail
will turn blue when selected.

Each view also determines how you
view a larger version of an asset.

Viewing larger versions

In card view click anywhere on the
asset card.

In list view click anywhere in the
asset row.

In column view click the more details
button in the last column.

UQ DAM user guide - August 2020

® = ® [ aemassers | Files x [

i Apps & Apple @ iCloud

IMAGE
Lisa

lisa imagejpg

# Jun1,2020,15638PM 26 MB

IMAGE

2480 %1527

6571x4381

< C & digital-assets.ug.edu.aufassets.html/content)

Siemens Test Lab
UQ_Solar_08.0620_highres-67jpg
4 Jun1,2020,92012AM  61MB

0to!

020

IMAGE
‘Siemens Test Lab

Siemens Test Lab
UQ_Solar_08.06.20_highres-65pg
# Jun1,2020,92007 AM 62 MB

6659 x4439

i Apps @& Apple & iCloud

UQ_Solar_08.06.20_highres-66.jpg
Card view
showapps | Bl AEM Assets | Fies x4
<« C @ di ug.edu.au/ t o

@ Create M ShareLink L, Download @ Checout @ Properties & Edt B Amotate @ Manage Tags B3 ToCollection & Copy + Move @ QuickPublish 1selected (escape) X
] Navigation + 2020 v @ selectAll 3 " =
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0 T — e wseeos sswe e 00 2505 Nt
List view
© 0@ [ aemassets | Fies x  +
<« c a o t %
i Apps & Apple @ iCloud

© Creste [t share Link L, Download @ Checkout @ Properties # et Bl Annotate © Manage Togs H To Collection 1 Copy (% 4 Move (m @ Quick Publish 1selected (escape) X

£ Navigation + 2013 v Select All | m -~
Core Cc ts Audi k = e \dra Chong Yi We
& CoreComponents o Audos o ons - Pl cosenes o viven
6L B e components-exa. > W dies > W s > R cassandra-chong-yi-wen_026.
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Collections m O ol . > IR > m 2m heid-ducan g
o Tempnes o logs o ustatons i Cassanda Chng Y en
kit B mplates > = 8 > W gntions > BN e cassandra-chong-yi-wen_007
o Mo ~ o . SypilaCasnader
[ERPEEe = Clogs > W e > 20 sybilla-casinader_02jog
Catalogs m P e > | 2000 StephanieCook_highres.pg
L m empete > . 200 A PICTO073.9G. fodified  Jun 8,2020, 356:00
[ (R rooLroves oncenc o wexsoiopn
pe iMacE
W 2005 MichaelBodner_highres,pg
I More Details
- T |p——

Column view

Card view

List view

Column view



Section 4.0 View and download assets

Asset properties

Asset properties (metadata)

Each assset in the DAM includes
specific information (metadata) that
assists with search functionality.

The metadata documents the asset
type, supplier, editor, location, related
programs etc.

You can view the metadata of all
assets by navigating to the properties
of the asset in two ways:

Quick actions - hover over the
thumbnail and select theﬂsymbol.

Action bar - click on an image to
view it, then select Properties in the
action bar located above the image.
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J/Properties

Properties

® © ® [B AeMAssets| AssetDetails X 4

« C & digital-assets.ug.edu

10/75337.6241-064.jpg *
i Apps & Apple @ iCloud
[ Shere Link L, Download @ Checkout @ Properties (p) & Edt () B Annotate 3 To Collection & Move (m) @ QuickPublish @& Manage Publication Close
=R Forgan Smith
IMAGE
Forgan Smith
75337_5241-054,jpg
# May22,2020,3:45:22PM 112 MB
3908 x 2600
Quick actions Action bar
©® 0 ® [ aevassers|AssetMetadata X+
€ C @ digital- ug.edu itor.external /75337_5241-054 jpg8_charset_=utf8 o
i Apps & Apple @ iCloud
[ty shretink L, Download @ Checost 3 ToCollection 4+ Move @ QuickPublish @& ManagePulicaton & Relate 22 Unrelate Cancel
Forgan Smith
General  ActiationDetalls  References  Advanced  PTC  IPTCExtenson  CameraData  Audio  Photo  Template  Ted  Video  Templates
Insights
Metadata Asset Details Tgs
Asset Type Asset Supplier (Select one) Related Program
Photos v
L4 X Stewart Gould Contributing Organisational Unit (Select one)
Set Number
Forgan Smith
75337_5241-054pg iz 5241 e o
Forgan smith Original File Path S
Description 339/5241-054)0g
Forgan Smith, ront of Forgan Smith Bullding —
X Sandstone
Keywords
UQ Location (selectone)
Forgan Smith i ES File type
Great Court o o+ x Stluda
File size
Togs
uQstLuca T o+
.
<anfistonc! T o+ Date Uploaded
Add Original Date Created
21052010 00:00 ]
Language =
Select Option v T
Creator Tool cory
‘Adobe Photoshop C54 Macintosh
Height

Asset properties (metadata)




Section 4.0 View and download assets

Asset renditions
and timeline

Asset renditions

A rendition is the form in which an
asset is presented. An asset can
have multiple renditions for various
applications (e.g. low-res, web
banner, social post etc).

UQ DAM has a number of commonly
used, preset renditions available for
use and download.

Please note renditions won't crop
images to the rendition size, it resizes
the asset while maintaining the
original aspect ratio.

To view an asset’s renditions

» Click on the asset’s title

» Click on the side bar dropdown
» Select renditions from the list.

Asset timeline

The timeline in UQ DAM represents
the history log of an asset (e.g. if the
asset has been edited).

To view an assets history

* Click on the asset’s title
» Click on the side bar dropdown
¢ Select timeline from the list.
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Renditions
® 0 ® @ Aemassers | AssetDetals x4 ® O ® [ Aemassets| AssetDetails X +
i€ C @ digital- ug.edu. 004/26758_4805-005.jpg € C & digital- ug.edu. 004, 8_4805-005.jpg
i1 Apps  ® Apple @ iCloud il Apps  ® Apple @ iCloud
tty Share Link L, Download @ Checkout @ Properties o Edit(e) B Annotate H3 To Collection 4 Move (m) ty Share Link L, Download a Checkout @ Properties S Eit(e) B Annotate §3 To Collection 4 Move (m
-mi2 St Lucia Great Court 7 Renditions v St Lucia Great Court
Content Only. original
66MB 406402704 ipg
Overview ait+1
RENDITIONS
Timeline alt+2 Web
Renditions alts3 2457 KB 1280x1280 peg
Thumbnail
22MB 1080x1080  png
Thumbnail
398KB 140100  png
Thumbnail
13MB 25606560 g
Thumbnail
2006KB 319619 png
Thumbnail
5KB 48x48 png
Thumbnail
7932KB  640x640  png
Thumbnail
16 MB 940788 png
Timeline
® 0 ® [@ acmAssets| AssetDetalls X =+ ® S ® [ AEMAssets| AssetDetails X+
< C & digital- ug.edu 8_4805-005.jpg <« C & dgiak ug.edu 004/26758_4805-005 jpg
HI Apps & Apple @ [Cloud i Apps & Apple @ iCloud
[ty Share Link L, Download @ Checkout @ Properties S Eit () B Annotate Hg ToCollection 4 Move (m 1 Share Link A, Download @ Checkout @ Properties S Edit(e) B Annotate 3 To Collection 4 ove (m)
-mid St Lucia Great Court E Timeline St Lucia Great Court
Content Only DATE <
Overview alt+1 Soual =
N ff UQ Remove Restrictions From
Timeline alt+2. ket
Step: Remove Restrctions From
Renditions. alt+3 Asset

2 day ago by workflow-process-service

i UQ Remove Restrictions From
Asset
Step: Start

2 day ago by workflow-service:

New Version10
" May 22, 2020, 255:36 PM by Shyni
Joseph

2| curent

" May 22, 2020, 255:36 PM by Shyni
Joseph

Gy Asset Created
Apr 29,2020, 1:30:35 AM by
External User




Section 4.0 View and download assets

Download
an asset

Downloading assets is determined by the
following usage rights:

¢ No approval required - asset can be
downloaded anytime/freely

e Approval required - download is subject
to approval workflow

¢ Restricted - asset cannot be
downloaded.

There are two ways to download an asset:

Quick action - Hover over an asset and
click on download button

Action bar - Open an asset and click on
download.

No approval required

To download an asset that doesn’t require
approval, select an option from the
download pop-up (a single asset is selected
by default), then click download.

Approval required

To download an asset that requires
approval you'll receive a notification. Check
your email or click on the notification icon
and select provide a reason for request.

The complete work item pop-up will open.
Click on complete from the action bar,
enter the reason for the request in the
comment field and click OK.

Once the approval process is complete you
will receive an email notifying you of the
status of your request or a link to download
the asset.
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No approval required

Download

\I/Download

sset Details X+

inload @ Checkout @ Properties

000 g acvassers
< C & digi ug.edu
i Apps & Apple @ iCjoud
[ sharelink L, Dow
=l
IMAGE
St Lucia Great Court
26758_4805-005,pg
# May22,2020,2:55:36 PM 6.6 MB
4064 x 2704
Quick action Action bar

Approval required

Approval required

This asset requires approval to download. Go to your notification centre to provide reason for request.

2 it

8_4805-005.jpg

B3 ToColecton o Move

o .
m & Provide a reason for request

@ QuickPublish

Download x

Save As

bt Lucia Great Court zip

Create separate folder for each asset
Email
Vv Assetls) 1File

Rendition(s) & Files 6.4 MB

i Aopd & Apple & iCloud

v Complee 4 SupBack R Delegie

WORKTEM ~ WORKFLOWINFO  COMMENTS

THE UNIVERSITY
% OF QUEENSLAND
AUSTRALIA

UQ logo: Purple CMYK-J9G

Purple CMYK- G

Work Item

Content path

Icontentdamua/logos/UQiogo-Purple-cmyk o
Step Tt
Provide a reason forrequest

Step Description

Next Step

Complete
LR Work ftem x

i ) * Complete Work Item x
& c & d html

Send Email to Approvers

Comment

Cancel




Section 4.0 View and download assets

Download a
UQ logo

Use of the UQ logo is tightly governed and
requests must be approved by Brand.

All variations of the UQ logo are available to
view in the DAM, however downloads are
subject to the approval workflow.

To ensure your logo download request
is actioned, you must provide a reason
for your request. To ensure a timely and
positive response, please provide the
following information:

¢ What the logo is being used for
¢ Where the logo will appear
This information is important to ensure you

are using the correct version and file format
for the intended purpose.

Selecting the right UQ logo

Not sure which logo to select? Use the
guide on this page to understand the
various UQ logos and where they are used.
For further advice and enquiries regarding
UQ logos, contact: brand@ug.edu.au

To download a UQ logo

Select the logo you want to download and
follow the instructions on the previous page
for ‘Approval required’.
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UQ LOCKUP

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

CREATE CHANGE

THE UNIVERSITY
OF QUEENSLAND

AUSTRALIA

CREATE CHANGE

Marketing communication
Website

Advertising

Print collateral

Engineering, Design
and Computing

N m‘

isit future-students.uq.edu.au

UQ LOGO

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

THE UNIVERSITY
OF QUEENSLAND

AUSTRALIA

General use

Sub-brand collateral
Partnership applications
Merchandise and apparel

UQ LOGO - SPONSORSHIP

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

Sponsorship activities
Event collateral
Sponsored websites
Sporting sponsorships

UQ LOGO - SPECIAL USE

m THE UNIVERSITY
o/ OF QUEENSLAND

AUSTRALIA

Formal applications
Campus signage
Graduation certificates
Legal documents

&l UQ

Other applications
Corporate uniforms

Apparel for local markets
Small use digital applications
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Section 5.0 Share assets

Share an asset

Sharing an asset via share link

You can easily share assets stored in the
DAM in a similar way to OneDrive or other
sharing services.

To share an asset:

* Select the asset you want to share, click
on share link in the action bar.

» Fillin all required fields in the link sharing
pPop up
* Click share.
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Share Link
° B AEMAssets | AssetDetalls X+
< C @ digi d }_4805-005.jpg

i App{ & Apple @& iCloud

[ Sharelik L Download @ Checout @ Properties P Edit (@ B Amote  F ToCollection

Action bar
Link Sharing x
A
bearch/Add Email Address v
Share Link*

https://digital-assets.uq.edu.au/linkshare.htm(?sh=95575875_2fib_4dds_bedb_ofaif49dae26.aHGehiz

Subject * Expiration
2020-06-29 11:07
Message

Optional

Allow download of ariginal file

Close

4 Move (m

v St Lucia Great Court

@ Quickpubish

@ Manage Publcation

© AddRenditio
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Section 5.0 Share assets

Collections and
lightboxes

A collection is a set of assets created or
grouped together within UQ DAM.

Collections can be used to share assets
between users and can include assets from
different locations.

A collection can either be:

* Static

¢ Dynamic - based on search results.

A lightbox is a single private collection, it’s
exclusive to the logged-in user and created
upon first login.

To open collections or lightboxes:

Click on the UQ logo > Assets >
Collections
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Home navigation screen

3 Apps

© 00 [ nevassess | Fies

<

C & digital-

& Apple & iCloud

Files

Navigation

< Assets

H

Collections

T

>

Shared Links

Close

Collections
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Section 5.0 Share assets

Create a
collection

To create a collection navigate to
collections and click on the create button
in the action bar.

On the create collection page, fill in the
required fields.

Do not check the public collection
checkbox as the collection will be made
available to everyone.

You should add members to a collection
and assign permissions (only the
selected members will be able to view
the collection).

Click create in the action bar.
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Collections screen

® O ® [ AEM Assets | Collections x

< G & digital-assets.ug.edu

i Apps & Apple 4§ iCloud

BUQ Digital Asset Manager

lay/dar ions. htmi/cor N

- mf s Collections
coLLECTION COLLECTION coLLECTION coLLECTION COLLECTION
UQ Corporate videos UQ produced stock videa Research Vessel D Hill Marine Study Science programs
& & % &

COLLECTION
Science Study planners.
2~

Create collection

® O ® [ AcM Assets | Create Collection X

4

< C @ digital-assets.ug.edu.

31 Apps @ Apple & iCloud

Create Collection

t/overlay/dam/gui/conter ions/cr ionwizard. htmi/ 1/collections?contentPath=/content/dam/collections

Collection Title *

Collection Description

COLLECTION

collections.

Public Collection

Members

Change Thumbnail

Add User

Owner

Editor

Cancel

Create
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Section 5.0 Share assets

Add to a
collection

To add to a collection you can do this in
one of two ways.

Drag and drop:
* Select the assets you want to add

¢ Drag the assets to the drop in collection
zone

* Release the mouse button when the
drop zone becomes active, and its label
changes to drop to add.

Select:
* Select the assets you want to add

* Click on the to collection icon in the
toolbar. The add to collection page
will open

* To add the selected assets to a new
collection, click the create button in the
action bar

* To add the selected assets to an existing
collection, select the collection and
click add.
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Create button

J/To collection

] ShareLink

@ Properties (p)

B8 ToCollection

1, Download

A Checkout E Copy (34c) 4 Move (m) & QuickPublish % Manage Publication

Search Results

University of Queensland 7 May 22,2020, 23500 PM
99518_77jpg 188 MB
# May22,200,34451PM 1.4 M

Se16x 3744

5616 %3744

» IMAGE
e University of Queensland
University of Queensland e o
LA 4 May22,2020,23440 PM e
# May 22,2020, 3:44:56 PM i
B3MB University of Queensiand
99496_46pg
SR S6i6x3744 # May22,2020,34457PM 117MB
5616 x 3744 IMAGE
- St Lucia Great Court
26755_4805-002jpg
4 May22,202025520PM  47MB
3620 x2244
IMAGE
St Lucia Great Court
26754_4805-001jpg
IMAGE # May22,20025519PM  53MB ]
StLucia Great Court imAce
26757.4605-0040g S St Lucia Great Court
2 M2 2000, 2552800 3 MA 26756_4805-005pg

4selected (escape) X

SelectAll  1000f531  JIi

University of Queensland
95498_48jpg
7 May22,2020,3:44:45 PM  131MB

S616 %3744

IMAGE
St Lucia Great Court

[f] SharelLink

@ Properties (o)

IMAGE
University of Queensland
99497_47pg

7 May 22,2020, 3:44:56 PM
B3M8

selexa74

4, Download

{8 To Collection

Drop n Lightbox

IMAGE
University of Queensland
99466_107pg

# May2,2020,2:34:40 PM
103M8

5616 x 3744

A Checout L Copy (320

4 Move (m) & Quick Publish & Manage Publication

University of Queensland 7 May 22,2020, 2:35:00 PM
99518_77jpg 188 MB
4 M2y22,2020, 34451 PM L4 MB
5616 X374
S616X 3744

LALE

IMAGE.
University of Queensland
99496_46.08

# May22,2020,3:4457PM 117 MB
Se16x 3744, IMAGE
StLucia Great Court
26755_4805-002pg

2 May2,2020,25520PM 47 MB

3620% 2244

4selected (escape) X

IMAGE
University of Queensland
99498_48jpg

# May22,2020 34645 PN 131MB

S616.% 3744

IMAGE
StLucla Great Court
26754_4805-001jpg
ImAGE 2 May32,2020,25510PM 53 MB
IMAGE
2 o St Lucia Great Court es
3740216
ESW_MHSBMIPEF 5. 26755_4805-005pg. IMAGE StLucia Great Court
Add To Collection Cancel m
> + Create i
COLLECTION COLLECTION coLLECTIoN COLLECTION CoLLECTION <OLLECTION
UQ Corporatevi s UQ produced stock video Marine. Research Vessel D Hill Study Science programs Science Study planners
2 2 &

2 2

Drag and drop
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Section 5.0 Share assets

Add assets to
a lightbox

Adding an asset to a lightbox is very similar
to adding assets to a collection.

To add assets to a lightbox:
* Select the assets you want to add

* Drag the assets to the drop in lightbox
zone

* Release the mouse button when the
drop zone becomes active and its label
changes to drop to add

* Inthe add to lightbox dialog click add.
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Drag and drop

—

(1 share Link

@ Properties (p

IMAGE

B8 ToCollection 4, Download

80044_S5278-089)pg
# May22,202025522FM 6 MB

25923888

@ Checkout L Copy (3¢

4 Move (m

@ Quick Publish

Search Results

IMAGE

% Manage Publication

MW Delete

Jacaranca nowers
80047_5278-092.jpg
# May22,2020, 25518 PM 59 MB

2592 x3888

4 selected (escape) X

Select All 100 of 531

IMAGE
Jacaranda flowers
80049_5278-094]pg,

# May22,2020,25530PM  64MB

2592 x 3688

&# DroptoAdd

§0084.52/5-085)pg
# May22,2000,25522PM 6 MB

2592 x 3888

IMAGE

99498_48jpg
# May22,2020,344:45PM 131 MB

5616 x 3744

Jacaranda flowers mm of Queensland University of Queensland IMAGE
80049_5278-094jpg 59497 47jpg 99472_student_jacaranda_fixed- Jacaranda flowers
# May22,2020,25530 PM 6.4 MB 7 Moy 23,2020, 34456 P imagejpg 80043_5276-088.pg ’
St # May22,2020,23514PM 195 MB 4 May 22,2000 550 PM; S80S,

2592 %3888 E

IMAGE

i 5418 x 3596 IMAGE 2592 %3888

University of Queensland 5616 % 3744

99498_48jpg University of Queensland

# May22,2020,3:4445PM  131MB 99479_27jpg n

# May 22,2020, 2:35:00 PM
5616 x 3744 188 MB
5616 3744
w4
IMAGE
University of Queensland e IMAGE ‘S’V*G'» i -
- iniversity of Queenslan
9466_107jpg University of Queensland University of Queensland el
# May 22,2020, 23540 PM 9949646, 99518_77)pg o e
@ Properties (p) [t Share Link H8 ToCollection L, Download @ Checkout i Copy (#+¢) + Move (m) 3 Quick Publish & Manage Publication W Delete (ackspace) 4 selected (escape) X

Add To Lightbox

[] poritremind me again

IMAGE

University of Queensland

You are going to add new assets to the Lightbox

HH Dropin Collection

IMAGE.
University of Queensland
99472_student_jacaranda_fixed-
imagejpg

4 May22,2020,23514PM 195 MB

Jaceranca rowers
80047_5278-092.pg
# May 22,2020, 25518 PM 59 MB.

2592 x 3888

IMAGE

cancel m

99479_27jpg,
# May23,2020,23500 PM
188 MB

5616 %3744

MAGE
Jacaranda flowers
80043_5278-088)pg.

# May22,2020,25537PM  58MB

2552 x 3688

IMAGE

University of Queensiand
99495_45.pg
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Section 5.0 Share assets

Remove assets
from a lightbox
or collection

lRemove

To remove assets from a CO"eCtion/ + Create 1, Download A Checkout @ Properties (p) # Edit () B Annotate X Remove & Relate 2 unrelate 1selected (escape) X
Iightbox: mis Lightbox v SelectAl i

« Navigate to the collection/lightbox

» Click on the collection/lightbox to open
* Select the assets to remove

» Click on remove in the action bar.

University of Queensland University of Queensland

99496_46jpg 99518_77jpg

# May 22,2020, 3:44:57PM 117 MB # May22,2020,3:4451PM 1.4 MB.
To delete a collection:

Remove From Collection

* Navigate to the collections

You are going to remove the following tem from the collection:

* Select the collections to delete

i i i i o age  Jacarands flowers
¢ Click on delete in the action bar. honiime e utside the Low bulding Jcarandat
2 May22,2020,3:0347 PM 71083_5207-094pg thﬁ 527
102 MB # May 22,2020, 2:55:56 PM 75 MB. May 22,

Cancel Remove

IMAGE

St Lucia Great Court
26759_4805-006jpg
¢ May22,2020,255:26PM 83 MB

4064% 2704

IMAGE

St Lucia Great Court
26756_4805-003]pg
# May22,2020,25533PM 53 M8

24403008

UQ DAM user guide - August 2020



Section 5.0 Share assets

Smart
collections

A Smart Collection uses search criteria to
dynamically populate assets. You can only
create a Smart Collection using files (not
folders or files and folders).

To create a smart collection:

* Click on the search icon, enter a keyword
and press enter

» Click on the side bar button and apply a
filter (optional)

* Click on save smart collection at the
bottom of the side bar

*« When the save dialog appears, enter a
name for the collection and click on save

* Do not make your smart collection
public.

To edit a smart collection
* Click on the search icon and press enter

» Click on the side bar button and select
the smart collection/saved search from
the saved searches drop down

« Modify/apply filters
» Click edit smart collection

* When the edit smart collection dialog
appears, modify the name (optional)

* Click on save and click overwrite.

To delete a smart collection
¢ Click on the search icon and press enter

* Click on the side bar button and select
the smart collection/saved search from
the saved searches drop down

¢ Click on the trash can.
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Side bar button

—_—

Apply filters

—

Save
smart collection

Search - keyword

® ® [ AeMSearch
< c

i Apps @ Apple @ iCloud
X Location: Assets

£ Filters

Saved Searches v

Select Search Directory

> Asset Type

> Title

> Keyword

> Categories

~ UQ Location

StLucia

UQ: Locations / St Lucia

> Orientation

> Usage Rights

> Asset Supplier

> Template Category

> Related Program

> Date Created

> Original Date Created
> Date Added

Files v
> File Type

> Filename

> File ize

> Last Modified

> style

EB save Smart Collection

x 4+

@ digital-assets.uq.edu.au/aem/search.html

X Tag:UQ: Locations /Stluca . Sandstone

IMAGE
Sandstone crest
83108_5304-012pg

# May22,2020,229:38PM 64 M8

25923888

IMAGE
sSandstone cloisters in the Great Court
150053_5

# May22,2020,3:45:05 PM

128 M8

54053666
IMAGE

Closeup of Sandstone in the Great
Court

150061_7jpg

# May22,2020,34519 PM

228

57603840

IMAGE
Jacaranda blossoms and sandstone
61071_5136-064,pg

7 May22,2020,25531PM 66 MB

39042560
IMAGE

International onshore study guide
IMG_2025jpg

# Jun26,2020,11108AM 102 MB

54723648

IMAGE
St Lucia Great Court
26755_4805-002jpg
4 May22,2020,25520PM  47MB

36202244

IMAGE
StLucia Great Court
26758_4805-005 jpg
# May22,2020,25536PM 66 MB

40642704

Search Results

Sandstone crest Sandstone crest
83107_5304-0jpg

# May22,2020229:46PM 59 MB # May22,2020,

2592x 3888 2592x 3888

IMAGE
Closeup of Sandstone in the Great
Court IMAGE
150037_2pg
# May22,2020,34501PM 123 MB 150069_91p
50602591

5760x 3840

IMAGE
International onshore study guide IMAGE
IMG_2880jpg
4 1un24,2020,TH1021AM 107 MB IMG_5543jpg
5472x3648

Sa72x 36a8

IMAGE

St Lucia Great Court
26754_4805-001jpg
# May22,2020,25519PM  53MB

IMAGE
St Lucia Great C
26757_4805-004jpg

7 May22,2020,25528PM  3MB

3780 x2116

25081872

83110_5304-014jpg

Sandstone cloisters in the Great Court

# May22,2020,3:45:2PM 12MB

RIS R

International onshore study guide

# 1un24,2020,1:0932AM 131MB

x

Select All

1000f449 i

22926PM 62 MB

IMAGE
Sandstone crest
83109_5304-013jpg

7 May22,2020,229:44PM  62MB

2592x3888

=

IMAGE
sandstone building with jacaranda in
the foreground

61074_5136-067jpg

4 May22,2020,25539PM 56 M8

3900 %2582

ourt

IMAGE

St Lucia campus buildings
80737_5285-001pg

/# May22,2000,22936PM  54MB

Save

Name

Sandstone St Lucia

Public

“ Cancel

E] Filters

Saved Searches v

Sandstone St Lucia

Contributed by the Library

Living Book Series

Enter a name for the
collection and click Save

B Filters

Saved Searches ‘ v

Sandstone St Lucia W

Delete Saved Search

You are going to delete selected saved search Sandstone St Lucia.

Contributed by the Library

2 5

Living Book Series

Select your smart collection
from the ‘saved searches’
drop down

Delete your smart collection
from the ‘saved searches’
drop down

When the ‘delete saved search’ pop
up box appears click Delete
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Section 6.0 Search assets

Search interface

UQ DAM provides a predictive search that
will allow you to quickly and easily find the
assets you are looking for.

Search results can be filtered using the filter
option in the side bar.

Search results can also be saved as a smart
collection (see previous section).

Understanding the search interface
Save search as a smart collection

Filters to narrow the search results
Display files, folders, or both

Click to open/close filters

Search location

Omnisearch field

Select loaded search results

I ¢ m m O O & >»

Number of displayed results

Close search

(S

View switcher
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E

F

G H

X Location: Assets

B Filters

Saved Searches

Select Search Directory

[] > AssetType

> Title

> Keyword

> Categories

> UQ Location

> Set Number

> Orientation

> Usage Rights

> AssetSupplier

> Template Category

> Related Program

> Date Created

> Original Date Created

> Date Added

Files

[] > FileType

> Filename

> File Size

> Last Modified

> Style

Jacarandas

HH Save Smart Collection

IMAGE

Jacarandas outside the Sir Llew
Edwards building
71080_5207-09jpg

# May22 2020,3:46:35PM  81MB

3862 %2600

IMAGE
Jacarandas

1619_5344-014jpg

# May22,2020,23443PM 44 MB

4256 x2832

IMAGE
Jacarandas

1646_5344-041jpg

# May22,2020,3:0345 PM 41 MB

4256 x1544

IMAGE

Search Results

IMAGE

Jacarandas outside the Sir Llew
Edwards building
71081_5207-092jpg

7/ May22,2020, 34646 PM 89 MB

2599 x3857

IMAGE
Jacarandas

1627_5344-022jpg

4 May22,2020,23429PM  42MB

4256 x2272

IMAGE

Jacarandas

1615_5344-010jpg

# May22,2020, 23446 PM 43 MB

4028 %2228

IMAGE

Jacarandas

1621_5344-016)pg

# May22,2020,23447PM 53 MB

4256 %2832

IMAGE
Jacarandas

1624_5344-019jpg

# May22,2020, 23440PM 4 MB

3764.x1952

IMAGE
Jacarandas outside the Sir Llew
Edwards building
71079_5207-090jpg

# May22,2020,3:46:12PM  S8MB

3903 x 2587

IMAGE
Jacarandas

1653_5344-048pg

# May22,2020,3:0335 PM 7 MB

4256 x2292

IMAGE
Jacarandas

1657_5344-052jpg

# May22,2020,23439PM 55 MB

4256 x 1892

Lol

Selectall 1000f285 (M

IMAGE

Jacarandas

1642_5344-037jpg

# May22,2020,3:0401PM 67 MB

4256 x 2832

IMAGE
Jacarandas

1658_5344-053jpg

4 May22,2020,23431PM  61MB

4256 x1944

IMAGE
Jacarandas

1607_5344-002pg

# May22,2020,23433PM  57MB

4256 x 2632
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Section 6.0 Search assets

Search for
an asset

To search for an asset
* Click on the search icon in the action bar

* Enter your search term or word and
press enter

* When the search term is a sentence, use
double quotes, e.g. “families in the park”.

To refine a search result

¢ Click on the filter menu icon to reveal the
side bar

« Each filter provides either a check box or
text field with pre-populated keywords

* To access these, click on the filter name

* Select your filter and check the relevant
box or type your keyword into the text
field. The pre-populated data will start
to appear as you type.

¢ You can keep using the filters to refine
your search results, e.g. an original search
for ‘students’ can be refined by selecting
a location filter such as ‘St Lucia’ and/or a
category filter such as ‘undergraduate’.
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Filter menu

Filter names

Text field

Search

® O ® [ remassets | Files

& > C & digital-assets.ug.edu.au

i Apps @ Apple @ iCloud

WUQ Digital Asset M:

FOLDER
Audios

The University of Queensland ~

FOLDER
FOLDER Logas.
Text

S UQLoges

[‘R‘

@ selectal H

FOLDER FOLDER
Images

3 m

©0® g sevisearch x

ar

& C @ digital-assets.ug.edu.au/aem/search.html

i Apps @ Apple @ iCloud
X Locaton-Assets  |acarandas
£ Filters
Saved Searches v
Select Search Directory
> AssetType
> Title
> Keyword
> Categories
~ UQ Location

Forgansmith

UQ: Locations / St Lucia / Forgan
Smith Building (Building 1)

> Orientation

> Usage Rights

SEARCH TIP

Wildcard search can
be used to broaden
your search. Use the
symbols shown to
search part words and
extend words.

IMAGE
Jacarandas outside the Sir Liew
Edwards building
71080_5207-091jpg

4 May23,2020,34635PM  81MB

3862 x2600

IMAGE
Jacarandas outside the Sir Liew
Edwards building
71081_5207-092pg

# May22,200,34646PM  8IMB

x

Search Results Selectall 100 0f285 {hi

e foipg mAGE maGe
7 i hn SN TS Jacarandas outside the Sir Llew izfa‘ra‘ndas ke
4 May2),200,30401PM  67MB

40282228

2,2020,3:4612PM 98 MB

4256 2832
39032597

MAGE
Jacarandas
053j;

. ” IMAGE

* after a word

run* - returns all assets with running, run, runaway, etc

* before a word

*run - returns all assets with outrun, rerun, etc

** pefore and after a word

*run* - returns all combinations

= in between words

run - shoe - returns all assets that contain run but not shoe

?? determines length of word

run?? - returns all assets containing 5 letters words that start with run
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For DAM support email:
damsupport@uqg.edu.au

For brand enquiries email:
brand@ug.edu.au

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

CREATE CHANGE




