For further details or questions regarding CHORUS please contact us:
DigitalSupport@numatic.co.uk Web:numaticsupport.com
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Logging in to Chorus

@9 Numatic Chorus X +

C 8 numaticmarketing.chorus.thirdlight.c

®® Numatic Chorus

& umaticmarketingchorusthirdightcom

At this stage either

bookmark or create

a shortcut on your
desktop for easier z
future access.

Chorus
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Logging in to Chorus

[EXTERNAL] Please Set Your Password

Third Light Chorus <noreply@thirdlight.com>
° To # Chorus Trainee

TL

If there are problems with how this message is displayed, click here to view it in a web browser.

CAUTION: External Email

Numatic)

Dear Chorus Trainee,

An account has been created for you on Numatic Chorus. Your username
is ctrainee and your Home Space is Numatic HQ.

Before you can sign in you need to set your password.

Set Password

In case you are unable to access the link above, please copy and paste the following URL into your
browser: B

f you have any questions about your account, please email DigitalSupport@aumatic co.uk.

.

J

PASSWORD can be reset at this
point but USERNAME cannot be
changed.

DigitalSupport@numatic.co.uk

Login with the
USERNAME and
PASSWORD from
your welcome email.

v
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Opening screen

Spaces
Back to main

spaces ? Numatic Chorus

B
Home space E Numatic HQ

@ Private J

Private space

This is the screen
where you can start
to search for any
assets you require.

PRIVATE SPACE can only
be accessed by yourself and
admin. This is where you can
save photos and collections
you have created.

Qs ) P
Stral ng_pfbﬁ[e

Main search bar

Advanced search
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Opening screen

Zo—— x o+
€ 5 C 8 numatcmarketingchous hidightcom
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»>

B uraiccrons
== NS L2 GENUINE
e i f =
i pmat
N ey aln PART
=y

The opening screen will she the SPACES you have
access to depending on your region and position.

The house icon represents
your HOME SPACE.

Permitted spaces
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Search functions

\ 1o
EEE=D

Spaces

ﬁ Numatic HQ
@ Private

= Project Sync
*/ FREE TRIAL

Favorites

Recent

Eﬂ Numatic U.K

\ E] Technical Sup

Drag favorite folders here.

Q Search files for Henry

{55 Henry 40 Jaar »

? Numatic Chorus % > mm Numatic Benelux > [l Henry 40 Jaar >

& MyHenry UK >

# > B Social Media > [l My Henry UK >

il Henry Allergy HVA160
2 > @B MyHenry Assets > i Product Imagery > jiij Henry Allergy HVA160 >

- il Henry Cordless HVB160 (1 &2 Battery) >

% > 6B MyHenryAssets ¥ [l Productimagery ¥ fli Henry Cordless HVB160 (1 &2 Battery) >

i@ Henry HVR160 (Colour Variants)

| Henry HVR160 (Colour Variants) >

> P
P > EJiyHanry Assets > i Product Image
4

{55 Henry] R200M >
P > @My ets > fill Product Imagery > fili Henry M
E—
ort o
: —

Enter a search

term in the

SEARCH BAR.

You will be
presented
drop down

folders containing

the search

You can click on

one of the
to open it.

DigitalSupport@numatic.co.uk 7 numaticsupport.com

MAIN

with a
list of

term.
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Search functions

\ 11

= Henry

Q Search files for He.

Alternatively press ENTER
and you will be presented
with everything containing
your search term.
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Search functions

\ 110

m Drawings

Q Searcii &< for Drawings

This can be further
broken down by entering
further search terms or

by clicking on one of the
INTELLIGENT SEARCH
BOXES located above the
viewing pane.
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Search functions

fSearch...
Q Keywords  drawings ©

technicaldra

Miﬁgs

-
-
k4

Type: Q Permissions Filter?”

=9

You can continue narrowing down
the search in these ways until you
find the required asset.
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Search functions

If you want to take a step back at any time either

click the X next to the last keyword or click the
back arrow at the top of the browser.
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Advanced search using conditions

ﬁﬁ Advanced Search

@ CHOOSE AFOLDER...

Search for files matching these

[ Caption

Copyright Notice
Date Created

| Expiry Date
Labels

Site's Metadata
Album
Artist
By-line
By-line Title
City
Country
Credit
Disc Number

\ Embargo Date

Caption

Copyright Notice
Date Created

Expiry Date
Labels

Site's Metadata
Album
Artist
By-line
By-line Title
City
Country
Credit

®)

Disc Number
Embargo Date
EXIF Creation Date
Genre

Headline

Iraport Date
Last Changed
Log Comment
Object Name
Original Transmission Reference
Source
Special Instructions P DY
State - N
Track Number ‘
Upload Date

File Content
Textual Content

Chorus Metadata
General Search (all fields)
Derivative
File size
File type
Filename
GPS Position
Has Direct URL
Has Embedding link
Height
Invalid / corrupt
Invalid derivative
No file data
Not previewable
Orientation
Pixel Count
Reference number
Space
Space changed
Space changed by

The ADVANCED SEARCH
can be used to search for
exact items based on a
range of criteria.

Transfer in progress
\ Width J

DigitalSupport@numatic.co.uk
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Advanced search using conditions

/([7] Advanced Search (’9\
° |
Search for files matching these conditions.

Caption v] [ CONTAINS v] ‘ henry ] o
[Caption T] 1s v [ J )
CONTAINS
CONTAINS THE WORD
| DOES N |
M@ CONTAINS '
Permissions Filter ./ A &»
c exDf  CONTAINS THE WORD
reee (@) isnd] DOES NOT CONTAIN ‘
include folders? o |

. = My MATCHES

Include copies? STARTS WITH
ENDS WITE}' 4
2 |
\‘ ISNOT J
IS MISSING
\JS PRESENT )

®/

/[[_a Advanced Search

@ CHOOSE AFOLDER... (2]

Search for files matching these conditions.

Caption V] [ CONTAINS V]

[ Color VJ [ Is q Unset

Permissions Filter ./ A

| includefolders? (]

Include copies?

X CANCEL | | Q sEARCH

/
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Advanced search using conditions

(lﬁ Advanced Search ®\
0

Search for files matching these conditions.

‘ Caption v ‘CONTAINS v ‘ henry

Color v ‘ Is " -
<% ADD A CONDITION...

PermissionsFilter ./ A &»

include folders? (]

Include copies? O

After selecting all your search criterias
click SEARCH to close the window and
display the assets.

DigitalSupport@numatic.co.uk 14 numaticsupport.com




Advanced search using conditions

This Search

Q Refineat,
PINS

@ Save...

R 2 e rece tosearcn

ADVANCED SEARCH can also be
accessed via the REFINE button in the
side menu. This will only be available after
an intial search.

(= 2\

| IE} Advanced Search ®

| °
|

Search for files matching these conditions.

7 = SRR = S 5
General Search (all fields) v | | EXACT MATCHES V‘ ‘ henry ] \
|
£ ADD A CONDITION... I
{
|
|
permissionsFilter /A &9 ees

Includefolders? (]

Include copies? O |

% canceL | | Q SEARCH)

DigitalSupport@numatic.co.uk 15 numaticsupport.com
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Viewing, downloading, sharing
documents

Once you
have found
the asset

you require
double click
it to open it.

DigitalSupport@numatic.co.uk 16 numaticsupport.com
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Viewing, downloading, sharing
documents

DRW-26852_A05.pdf

The TOOLBAR at the bottom of the screen is where you
can select your options. The options available may differ
dependant on type of document and your given permissions.

Add to collection Publish as a link Zoom

[[f []

Cropj \[NVEW as PDF
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Downloading documents

To DOWNLOAD an asset
click the download icon.
This will make your selected
asset to appear in a window
with a series of options.
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Downloading documents

FILE FORMAT

Same as original file

Same as original file
Web Optimized

GIF

JPEG

PNG

DRW-26852_A05.pdf

Original File
Convert to PDF
Original File
Facebook
Facebook Profile Picture
Facebook Cover Image
Facebook Image Post
Facebook Highlighted Image
Facebook Event Image
Facebook Group Covey hgage
Facebook Story = W
¢ Instagram L4
Instagram Profile Pictu
Instagram Post
___ Instagram Stories Imagel
, LinkedIn
LinkedIn Company Logo’
LinkedIn Company Cover Image
LinkedIn Logo Dynamic Ad
LinkedIn Sponsored Content
LinkedIn Hero Image
LinkedIn Business Banner
LinkedIn Post (Desktop)
LinkedIn Post (Mobile + Link Image)
LinkedIn Post Event Image
IMAGE ADS

%3 Facebook Image / Messenger Ad

Facebook Ad Square

N QQ{? N~ Facebook Story Ad

b

Instagram Ad

L “  Instagram Ad Landscape

@ Instagram Ad Square
YouTube Display Ad
YouTube Display Ad Small
‘YouTube Overlay Ad
YouTube Overlay Ad Small

3 Presets | Original

CUSTOM DIMENSIONS EDGE FIT

| CroptoFit
Crop to Fit.

w: [ 4963 px

H: [ 3509 px

COLOR SPACE

| Same as original

Same as original

SRGB

Adobe RGB

CMYK

Greyscale

ProPhoto

Display P3

DCIP3

Wide Gamut RGB

You can change the FILE FORMAT,

DigitalSupport@numatic.co.uk 19

DIMENSIONS, whether to CROP
or SCALE the document and your
desired COLOUR SPACE.

Alternatively you can select one of
the PRESETS from the drop down
menu to automatically make these
changes for you.

numaticsupport.com
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Downloading documents

CUSTOM DIMENSIONS EDGE FIT Once all the settings
R Crop to Fit N are correct click the
e a— DOWNLOAD button to

3509 Px begin the file download.

The QUEUE MANAGER
will open, showing the
progress of your download.
When it has the word
COLLECTED under the
STATUS it is complete.

Once the
download
is complete
CliCk the X in « R 2 m;p; > Downloads
the corner of
the QUEUE
MANAGER
to return to
the previous
screen. You
will then

be able to
access the
file on your
computer. \« 5/

]

+ v Today (1)
DRW-26852_A05 (1) 17/05/

DigitalSupport@numatic.co.uk 20 numaticsupport.com




Numatic
Sharing documents

To share a link to the document click
on the PUBLISH AS LINK option.

& Create Shared Link a
Ctpaa
& sharedLink
1 unsaved change
Link Name &) | Test Drawin g Name:
Link Contents.
% CANCEL
(@]
S ) O -
ey
9.

DRW-26852_A0S.pdf

£F Link Settings

Theme | Default Theme v
Vanity URL D
Embargo D
Expiry. D

Get a public link

You will be given 2 options.
Either select GET A PUBLIC LINK
or EMAIL THE LINK.

DigitalSupport@numatic.co.uk 21 numaticsupport.com
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Get a public link

Get a public link Email the link

Enter a decriptive name
for the link then click SAVE
AND CREATE LINK.

f & Create Shared Link

@)

Geta publiclink

1 unsaved change

Name

| / SAVE AND CREATE LINK
Link Contents.
R CANCEL

DRW-26852_A0S.pdf

| &F LinkSettings

Them "De(ault'l'heme v
Vanity URL (@ )
Embargo (@ )
Expiry (@ )
O watermark
\‘ [ Terms &condit l}

DigitalSupport@numatic.co.uk 22 numaticsupport.com
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Get a public link

& Create shared Link ®\

A link will be
1 unsaved change created. Click the

LinkName @) | TestDraving el

COPY button to
save this link to the

o iE clipboard.
o, o

DRW-26852_A05.pa

2 Unksettings
Thems Detauit Thems
ity URL fo -
embargo fo )
Expiry [0 -}
O vatemar
\ Q) rerms condions

@)

& Manage Shared Link

& sharedLink
Baved changes

Link Name @) | TestDrawing

This link can be s
pasted into an email

to send directly to
others. =

Link Contents

o<l o
It can also be used ‘

as a HTTP link from
a website directly to | # s

the link and public =
security options can

be set.

Vanity URL

Embargo

CRCRN!

Expiry

e
al
"
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Email the link

Get a public link Enter a decriptive
name for the link.

f & Create Shared Link ® \

0

2 unsaved
‘ Test Drawing changes

Geta public link JNEIEATTS

Name
Recipients

R CANCEL k

J

Enter the recipient’s email address. This
can be multiple recipients.

Enter any notes or a message to be sent
with the link.

Click SAVE AND SEND EMAIL when you
are happy with the link.

DigitalSupport@numatic.co.uk 24 numaticsupport.com




o
Numatic

Creating a collection

Private Space w
(9] Manage Y
+ New N

A COLLECTION is a folder that you can
create in your PRIVATE SPACE to save
numerous documents. The COLLECTION
can then be shared when complete with
customers and colleagues.

5060 6 0 6 6 i [
0
EDDEEDDDDDEEDE
L] (0] U

‘ |New Collection ’

Select your PRIVATE SPACE \ % CANCEL V' CREATE ‘-\‘
from the main screen. ) = ] \/\f

Enter a name for the COLLECTION when
Select NEW then select prompted then click CREATE.

COLLECTION from the
drop down menu. The COLLECTION will now be visible in
your PRIVATE SPACE.
DigitalSupport@numatic.co.uk 25 numaticsupport.com
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Adding to a collection

p—— X+

> G & rumatcmarketing chorushirdightcom

Selection 1

@ View...

I Add to Collection1%
4

O Type here tosearch

| create Derivative...

&» pownload v
(ﬁﬂ Select private collection to add 1 file to
| @> ‘ A Share v
|| > [ NumatickQ |
| @ | =S
Select the document
you wish to add to the
collection.
Click ADD TO COLLECTION
on the side menu.
\ )
DigitalSupport@numatic.co.uk 26 numaticsupport.com
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Adding to a collection

' IQ Select private collection to add 1 file to
>
> [ Numatic HQ

S i Click on the
;f::jf'“”’:“ COLLECTION you
N1 want the document to

be added to.

&

’ Il Select collection to add 1 file to ®| l

Click SELECT at
the bottom of the
screen to add to
COLLECTION.

/[y Test Collection is selected

If a PADLOCK symbol appears

on the ADD TO COLLECTION
button or the warning CAN NOT BE
ADDED TO COLLECTION appears
then you do not have permission to
share or create collections.

DigitalSupport@numatic.co.uk 27 numaticsupport.com




Numatic
Space manager permissions

.........

i vansgers @O@O Dandsinaes,  vemves @OO@@mintinore.  remisions © A 7 w0

I.E?fn?ég : :»ﬂ;i:‘: eﬁ; s
| B Croris Trining Bookiet (o o

[- L ‘:_! =

=8N

‘LF\HE+ e L — | -]

This Space

® View...
n Manage V.

As a SPACE MANAGER you will have ® New X
added permissions in your home space —
.One of these permissions is to CREATE
FOLDERS and COLLECTIONS in your W Collection..
home space. B} Smart Collection...

This is not advised unless the ‘ Space...

collection is to benefit the whole \ZL J

business. Always try to use your
PRIVATE SPACE for this purpose.
Once you have created a folder or
collection in your home space you
cannot delete it .

ONLY ADMIN HAVE PERMISSION TO DELETE
SITE ASSETS.
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Space manager permissions

. N
This Space
® View...
g
-— 0 Manage v,
I Create new folder
+ New > v
What would you like to name your new folder? -
| 1 |New Folder Folder...
| Collection...
% CANCEL v’ CREATE .|
\ ‘ IE} Smart Collection.. )
} Space...
—
To create a \Z1

COLLECTION or
FOLDER in the
home space go to
the side menu and
click NEW a menu
will drop down.

[l Create new collection

What would you like to name your new collection?

|New Collection ‘

-
|
|
|
|

Select the type of '
item you wish to SACANCEL ASRERTER ]
Q %

create. This will
open a CREATE

NEW window.
Give the COLLECTION/
FOLDER an appropriate
descriptive name and click
CREATE.
You can now add to the
folder /collection in the
same way as described in
the USER section.
DigitalSupport@numatic.co.uk 29 numaticsupport.com



Numatic
Creating a new user

=R

38 wEEL |

L o) —
ZERE Ow=g

iy Companyimages E oy toges =
This Space
n Manage N7

Ei.] This Space...ste.

4

5 7R ‘
L8 Shargd Links
e | S o - i od

.‘,’ Shalled Collections

N

As a SPACE MANAGER
you will have added
permissions in your home
space .One of these
permissions is being
able to create CHORUS
ACCOUNTS for other users
.There are 2 levels of user
e you can create USER and
\‘ ) V@ V@ () b ) MANAGER.

All customers outside of Numatic should be created as USER profiles,
only senior levels of user should be created as MANAGERS.
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Creating a new user

(2 Manage Space: Numatic U.K ®

/ setings 2 eople W Metadata &

No unsaved changes
oo . ‘

e Po

AnBxample  AnExamplo

o AnExample

| |
| P o e i

.
{

[ Admins 5

_— s PoPoPo o

(&) Numaticuk >

p—— ; Po Vo Po Po
Ve Po Vo Po

¥ oPoPo o . y

= o) To create a USER
[ o open the space you
— No unsaved changes requ”-e the user to

have access to.
uuuuuuu ® [© addausername I

= =0 e From the side menu
Crr——— Jo click MANAGE then
© A e o from the drop down
2 menu select THIS

° SPACE.

S O When the MANAGE
el o SPACE window

D opens click CREATE
= O NEW USER.
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Creating a new user

( 2 New User ®1\

[ s q
An Example o
|
Nai v ‘j_ An Example ‘ Q ‘ 4 unsaved ‘
1 changes
P |© aexam pl | o Name
s Description
Username
Email
ription ‘1 User ‘ Q ‘ :
al ¥) |5 an exampte@numatic couk | e
Hoy v #SE numaticux 4 CHOOSE HOME | @
mein Spaces B )
matic Avatar 2]
ratar Initials ‘ 2 Custom Initials Q
© Automatic
Avatar Color Se (]
O custom: [l
Time Zone [ Site time zone (Europe/London) v %)
[ Abilities
Administrate Site No Q

Add the Users FULL NAME into the
NAME field and press ENTER

The system will automatically create a
USERNAME but this can be edited if
required.

Enter the users JOB DESCRIPTION and
COMPANY NAME in description.

Add the users contact EMAIL ADDRESS.
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Creating a new user

( 4 unsaved
2 Newuser
changes
[ /e O s
Description
ApDample o Username
Email
Name. ) | 2 AnExample ‘ 2] ‘ 4 unsaved
changes
Username V) © aexample \ 2} Name.
Description
Username
Description 2 User | e ‘ e
v cReATE
email ¥ |54 an exampleanumatic couk | e \\
% canceL
Home ¥ AR numaticux
Show Home in Spaces g
Automatic Avatar
Avatar nitals 2 Custom Initials
. O Automatic
Avatar Color
° O custor: [
Time Zone Site time zone (Europe/London) v
& Avilities
Adminisrste Site "o (
K ‘ @ Select Home @
Set new user's e 5 ] P
Home to:
Please select a Home
Spaces
¢ CANCEL Numatic UK ey
.

Choose the users HOME SPACE as seen above. You can
only assign a space that you are already a member of.

Select CREATE from the side menu the system will send
a welcome email to the new user.

DigitalSupport@numatic.co.uk 33 numaticsupport.com




e
Numatic

Creating a new user

In the MANAGE SPACE
window type the new users

[ sort: |3 ) name into the search box
"¥Z
on the left panel to check
Users Spaces External that the profile has been
correctly added.
‘ tl- CREATE NEW USER ’
) oD
‘ An Example| it #
{ No unsaved changes
LY AL |
@ Numatic HQ a
o Po
An Example ' ’
user V@ @ Actions
\ T
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,
J
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For further details or questions regarding CHORUS please contact us:
DigitalSupport@numatic.co.uk Web:numaticsupport.com
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