
USER GUIDE

HOW TO CONNECT TO www.mavicpro.com/media/press.

HOW TO FIND A DOCUMENT OR PHOTO

Three different search options are available: • by criteria
(Text area: More precise) • by key words

• using a combination of these two search methods

View all images stored on the Media server.

On the home page, type in
your login (e-mail address)
and password.
Click OK to confirm.

After running a search (refer to
the explanation later in the
text), to view all the images
available on the server, make
sure that the key word field is
empty and no criteria have
been selected (or all criteria are 
selected).

If no criteria is 
selected and no key
word entered, all
images will be 
displayed.

 



Search by criteria

In each category, select the required criteria.

If no criteria are selected,
or if all criteria are selected,
all the photos from the 
database will appear when
you click on the Search 
button.

In the example below, there are five categories of criteria :
• wheel model
• product category
• discipline
• downloads 
• topic

I would like history photos but I don’t have any requirements with regard to their type.
I would like these photos to be in relation with computers.

Additional criteria:
“More Search Options”

I select the criteria that match my query

I click on Search 
and the results 
are displayed below



The Serveur Media administrator can add as many categories of criteria as he/she wishes for the
image search.
In this case, he/she can leave the general categories on the home page, as we have just seen,
while the more specific categories appear in an area entitled “More Search Options”.

To view these categories of criteria, click on
“More Search Options. Turn On”.

The additional categories of criteria
appear below the others. They work in
exactly the same way as the categories
of criteria that we have just explained.

To hide these additional search criteria,
click on “More Search Options. Turn
Off”



Search by key words:

This search mode is more specific than searching by criteria.

Example:
I would like to access all photos relating to a method of transport.
The search may be too wide and the query may therefore return too many images.
In this case, for greater precision, the best solution is to combine the key word search with the
criteria search.

mtb

1/ I enter the key word "mtb" in the field provided.

2/ To display all photos containing the key word "mtb",
I select ALL criteria, or NO criteria.

3/ I click on Search to display the results.



Search by key words and by criteria:

Serveur Media allows you to combine these two search modes to optimize your searches.

Example:
Going back to the previous example: I would like photos relating to mtb, but my key word search
is not specific enough and is returning too many results.
I will therefore refine my search by selecting the criteria of interest to me.

mtb

1/ As before, I enter the key word "mtb" in the field provided.

2/ Before launching the search, I select the criteria that match my query: I would like
photos of mtb enduro FR. I select only those criteria that match this query.

3/ Then I click on Search to display the results

x



VIEW OPTIONS:

• Maximum number of results 

• Number of images per page 

To apply your changes,
click on Apply Changes

To access the view options, click on the “View Options” button 

The “View Options” section allows you to change the way in which the search results are displayed:



IMAGE DETAILS:

To view an image in detail, click on “Zoom” or on the thumbnail.

The aim of this page is to provide as much information as possible about the selected media item.

The following information appears in the "Zoom" window:

• A zoom view of the photo 
• The title of the photo 
• The author 
• The publisher 
• The copyright 
• The usage restrictions  
• The date of the shot 
• The place 
• The description 
• The key words 
• The availability of the image (High Definition, Medium 

Definition, Low Definition) 

If entered by the
administrator

Shortcut button to print the
page

Button to close the page

Key words: This allows you to
search for one or more key
words assigned to the image.
Simply select the keywords.
Then click on Search Selected
Keywords to launch the search.



ADD AN IMAGE TO THE CART 

To add an image to 
the cart click on "cart"

The image is automatically placed
in the cart.

The number of items in the cart is
always visible in the top left of the
screen.

Below this is a pull-down menu
which allows you to choose which
cart you wish to work on (view,
add media items).



CART MANAGEMENT 

In cart page, click on
the pull-down menu to
display all existing
carts.

The following functions are available for each cart:

"Rename": renames the selected cart
"Delete": deletes the selected cart 
"Empty": empties the selected cart 
"Duplicate": duplicates the cart, creates a copy.
"New": creates a new cart 

By default, the name of the new cart is the current date and the number of media
items it contains, in the format: [2008-12-15] (3). Click on "Rename" to rename it.



GENERATE A PDF:

There is no need to select media items. This is a PDF of the entire active cart and all
media items will therefore be displayed.

Click on "Generate a PDF of the cart".

The following window appears.
Click on:
• "Open" to simply view the media item.
• "Save" to save the selection to your computer 
• "Cancel" if you no longer wish to download the PDF.
• "More info" to access the help.



DOWNLOAD AN IMAGE/IMAGES:

Select the image(s) you wish to download
by clicking on:

"Basse Def" (Low Def) 

or 

"Original" (High Def).Then click on "Download the selection".



LOGGING OUT:

Click on "Logout" at the top right of the screen to log out of serveur Media.


