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F'A‘RO Brandfolder Guide: Guest Users

Brandfolder is Corporate Marketing's Digital Asset Management (DAM) platform. As
a Guest User this is where you will go to find all our approved, company-wide
Marketing assets. This guide is to instruct you how to use Brandfolder to easily find,
view, download and share assets on this platform.

As a Guest User, you can:

e View, download & share assets
e Change file type & size (width & height; maintaining aspect ratio)

What's included in this Guide:

e Logginglin
e Account Settings

o Searching
o Search Bar
o Filtering
e Downloading
o Downloading Individual Assets
o Formatting & Sizing

o Cropping
o Downloading Assets in Bulk
e Boards
e Sharing

o Sharing Individual Assets
o Sharing Assets in Bulk
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Logging In
To login to Brandfolder, sign into Okta SSO (Single Sign-on) and click on the

Brandfolder App:

|Brandfolder

Brandfolder k

Once logged in you will be directed to a landing page that lists the Brandfolder
Collections you have been assigned. Collections are assigned by the department
you report to.

Click on the Collection tile to direct you to that Collection’s dashboard.

FARO Technologies, Inc. Q I Roports @ Settings
« parvaTe
FARD
AL\

Create New v
FARO Technologies, Inc. k

88 Brandfolder & Colloctions >

36,978 Assats

Qmsa«m-,\-w. Inc. Digita! Asset Management - Cooide Prefesences - Privocy Poicy - Terms of Senvice - Live Chat - Emall Support Powsred by WW
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Once on the dashboard, you will see multiple ways to search and sort assets:

7 Fano

Upgrade for Collections

My Brandfolders v FARO Technologies, Inc. > FARO Technologies, Inc. » Sales &Service

+ New Brandguide

Sales & Service

Brand Guidelines Partner Brand Guidelines Guest User Guide

Support v @ English(EN) v QR Hi. Andrel v \

® PRIVATE @ Insights 5 Users @ Settings v

4,951 Assets 4 Collections v A Share Collection

Sections: m[ Photography J[ Videos ][ Logos J Fonts. [ Colors J[ Templates J
2 Pins

# FAROLogo  # Product Images

¥

Ermm‘ #2 Allof these terms v Q k

LABELS

3660 Assets

Photography

Account Settings

k @ Orgonize by section

Sort by: Upload date (newest) v 88 View Options

& Previ H:: a

To update your individual preferences, go to Hi, [Your Name] > My profile.

( FARD

My Beandfolders v FARO Technologies, Inc. > FARO Technologies, Inc. > Sales & Service

Upgrade for Collections + Now Brandguide

Sales & Service

Brand Guidelines

Partner Brand Guidelines

Guest User Guide

R Hi, Andrei v \

Support ¥ @ English(EN) v Q

R MyProfile k

@ My Boards

® PRIVATE & Insights

4,951 Assets 4Co €9 Approvals Requested

£ signout

Secions: n[ oty | vaon | togn | [ roms

(=)=)

2 Pins # FAROLogo  # Product Images
» = Filters 2 Alloftheseterms v Q
4
]
i

Photography  sssossses

@ Organize by section

Sort by: Upload date (newest) v 88 View Options

€ Prev H:2: 3 4
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Users can go to User Settings on the left pane and update their name, email,
password, and company info.

© N

| B I My Brandfolders
9 Andrei's Profile
@ My Boards User Settings
L) Notifications m First name
@® Action Required Andref
% Integrations Last name
Heng
SETTINGS
5 User Settings k
Company
L3 Notification Settings FARO Singapore Pte Ltd
Department
Marketing
Title

\ J

Users can also select which Brandfolder or Collection that they would like to get
notifications from. If notifications are enabled for a Brandfolder or Collection, users
will receive in-app notifications and can receive them by email as well.

B My Brandfolders v

R Andrel's Profile
[ My Boards Notification Settings

[ Notifications [ 66 ]
Marketing Notification Settings

@ Action Required 1 would like to receive news and information via email

& Integrations
Brandfolders and Collections Notification Settings
SETTINGS The following are Brandfolders and Collections you can elect to receive notifications from.

2 User Settings

L} Notification Settings k

FARO Technologies, Inc. In spp Emails

FARO Technologies, Inc. e
Collections For "FARQ Technologies, Inc.”
Channel Partners
Sales & Service
Creative

B Marketing v =

Human Resources
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Searching

Search Bar
In the Search Bar, users can use four different options to help narrow down their
search:

o Any of these terms

o All of these terms

o Contains this phrase

\
y,

== Filters #2 Allof theseterms  ~  Q k

Any of these terms

LABELS

All of these terms O Organize by section Sort by: Upload date (newest) v B8 View Options

Contains this phrase

Photograph € Previous 2 3 4 Next =

Exactly this phrase

N sk ——raes  mesvrogem

e Any of these terms: This search option covers all possibilities and offers great
flexibility in finding results. It's especially helpful when users are not sure about
the asset's name or tags. Even if just one term matches, the search will return
the asset. For example, searching for "Quantum Max" will show any asset that
has either "Quantum" or "Max" in its indexed fields.

e All of these terms: This option allows the user to be more precise in their
search. For example, when searching for “Quantum Max”, the result will come
back with any asset that has Quantum AND Max across any of its indexed fields.
The two terms do not need to be part of the same field, but all terms do need to
be present somewhere for an asset to match.

e Contains this phrase: This option is a great choice if the user knows part of an
asset’'s name or a bit of text in its description. For example, when searching
Quantum Max using this phrase will pull in all assets that contain the phrase
“Quantum Max". An asset with the name of “LLP_XP_Probe_Quantum
Max_FARO.psd” would be returned as the name contains “Quantum Max". It will
not return results where the terms are spread across multiple indexed fields.
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Filtering

Users can also search for assets using filters with the following options:
o Sections

Pins

Labels

View Options

Organizing and Sorting

O

O

O

e Sections: Sections appear at the top of the page. This is the broadest way of
filtering assets and is commonly used to separate assets by category, type, or

purpose. Clicking on a Section's name will show users all the assets within the
Section.

( Sales & Service

4,897 Assets aCalloctions v # Share Collaction \

sostions n [ b ] [ fratees ][ i ]

\ 2 bins # FAROLogo  # Product

J

Note: Corporate Marketing will continually be optimizing Brandfolder, as new Sections become
available, they will show up as a Section option here.

e Pins: Pins are located above the search bar. They are created to highlight

frequently used search terms. Administrators will feature the most relevant Pins
below the Sections.

r A

Partner Brand Guidelines

e () () (=) (=) (=) (=) )

£ Pins # FAROLoge  # ProductImages

\_
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Labels: Labels are located on the left-hand side of the screen that users are in.
Users can open the Labels drawer by clicking the two-arrow icon. Users can view
Sub-Labels by clicking on the top-level Label. Additionally, users can use Pins or
Sections in tandem with Labels. For example, if the user first clicks a Pin and
then browses Labels, the user will notice more refined results.

Brand Guidelines Partner Brand Guidelines d Brand Guidelines Partner Brand Guidelines ﬁ
Sections: Al [ Photography ] [ Email Assets } { Videos ] [ Logos ] [ Fonts Sections: [ Photography ] [ Email Assets ] [ Videos ] [ Logos ] Fonts
& Pins ® FAROLlogo  ® Product Images 2 Pins # FARO Logo # Product Images
» =Fi v
= Filters 2 Al of these terms Q LABELE « = Filters 2 All of these terms
@
o Sales & Service
<
s
v Products k
k > Hardware
Photography  ssosassess
> Software Photography
> Apps and Plugins 3608 Assets
o > Accessories
Drag file(s) here or click to browse N Segment
+
> Asset Type Drag file(s) here or click to browse
\ IMG agta WEG j

Advanced Filters: Clicking the Filters button next to the Search Bar will open
the Advanced Filters drawer which can be used to search by Tags, File Types,
Custom Fields, Orientation, SKU Search, or Upload Date. Users can also combine
multiple filters to further narrow their search results. To clear the search results,
users can use the Clear button at the top of the Advanced Filters Drawer.

== Filters ? 2 All of these terms v Q

X

Note: If all search functions cannot be seen, please refresh the page.
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o View Options: Clicking View Options will allow users to change their preferred
view of Brandfolder (Layout, Assets per section, Show custom Fields and Asset
Info)

() Organize by section Sort by: Upload date (newest) v BB View Options

e Organizing and Sorting: Using the Organize by section toggle will change
whether Search results are divided by Section or displayed as one group. The
Sort by dropdown allows users to choose from many options such as (Creation
date, Upload date, Updated, Name or Popularity)

O Organize by section Sort by: Upload date (newest) v B8 View Options

| 3

Upload date (newest)

Upload date (oldest)

Updated (newest)

Updated (oldest)

Nama (A7)
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Downloading

Downloading Individual Assets
There are multiple ways to download an individual asset or attachment from within
Brandfolder:

o Downloading from the Brandfolder view

o Downloading from the Asset Module

o Formatting and Resizing

o Cropping

o Downloading from the Brandfolder view: When viewing Brandfolder, users
can download individual assets by hovering over the asset and clicking the
ellipses. From the dropdown menu select Download. If a file has multiple
attachments - noted by the attachment count in the bottom right-hand corner
of the tile - downloading from the Brandfolder view will download a ZIP file with
all the merged attachments.

¥ Download

Z Edit

#> Share

IMG 4704 IMG 4703 JPEG
[ View Analytics

B Delete

IMG 4696 JPEG IMG 4691 JPEG IMG 4690

\_ J
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Downloading from the Asset View: To enter the Asset’s View, Click directly on the
asset. When users are viewing an asset, they can choose to download all the

Brandfolder Guide: Guest Users

attachments within the asset or an individual attachment. To download all attachments,

select the Download button in the bottom right-hand corner. To download an individu
attachment, select the download icon from the attachment list.

Leap ST Quarter Right Blue Light (Scanning Mode) @1 Overview Metadata Similar Embed Usage Workflow 2 Edit X
~  @1attachment
LeapST_QuarterRight_BlueLight_V2.png
PNG 52MB - 2847x4093px - RGB 1/15/2024
Jose Narvaez - View recent updates 2 Open in new tab

TAGS

3DM  Handheld = Hardware LeapST | Leap ST Handheld Laser Scanner | PNG  Product  Product Hero

Scanning Mode # Share Download &1
. ‘

al

Formatting and Resizing: To change the format or size of an image click on Options to

the left of the attachment download icon. This will open a menu to select the desired
file type and size options. Note that Brandfolder will always respect the original aspect
ratio. when entering a width or height, the other will update automatically.

~

Leap ST Quarter Right Blue Light (Scanning Mode) @1 Overview Metadata Similar Embed Usage Workflow 2 Edit X

“  @1attachment

4

LeapST_QuarterRight_BlueLigh

Options

Download Options

PNG 52MB - 2847 x 4093 po

® PNG

Width (px) Height (px)

2847 T B 4093 &

Small Medium Large Original

24 by Jose Narvaez - View recent updates

(2 Open in new tab

Export Options

TAGS
3DM Handheld Hardware Leap ST Leap ST Handheld Laser Scanner PNG Product Product Hero =
Scanning Mode A Share Download &1
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e Cropping: To crop an image click on the Options button to the left of the
attachment download icon. From the menu drop-down screen, click the bottom

Export Options button.

(Orbis Premium-Phone-Mid-Left

4 by Jose Narvoez * View recent updates

TAGS

Product Hero Images  Product Image

stn KEY

Overview Metadata Similar Embed Usage Workflow £ Edit x\

@ 1attachment

*

opﬁmg

Orbis i Mid-Left.pr

PNG  11MB « 2911x4832px - |

2 Open in new tab

AECO  Hardware  Orbis  Orbis Premium  Phone  Premium  Product  Product Hero  Product Hero Image

D Options
JPG @ PNG
Width (px) Height (px)
291 < & 4332 °

Small Medium Large Original

Export Options

To crop proportionally click the lock icon closed and type in desired height or width.
If wanting a different size, leave the lock icon unclicked and type in your desired
height and width. From there you can position the image in your cropping and/or
zoom in or out. Choose your file type and click Download at the bottom of the

menu.

€ Back to Overview

Orbis Premium-Phone-Mid-Left.png

W:2,700px  H: 4,027px

o\

Export Options
Crop Type

Freeform v,
Crop Width (px) Crop Height (px)

2700 < % 4027

Lock aspect ratio

Reset

JPG ® PNG

Cropped CDN Link [ [}
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Downloading Assets in Bulk

There are multiple ways to download assets in bulk:
o Bulk Management Toolbar
o Downloading Options

Bulk Management Toolbar: Select assets individually by selecting the checkbox in
the bottom left-hand corner of the asset tile. Select entire sections by checking the
box next to the section name.

y - —\

" " w I § » ‘
\ Regal Boats Seat Stitching CAM2 PNG -igal Boats Seat Stitching CAM2 PNG k%gal Boats Rudder CAM2 PNG ) )
N > 4

A drop-up will appear when the Download option is clicked in the Bulk
Management Toolbar. Once all the desired assets are selected, select Download as
ZIP from the blue Bulk Management Toolbar. This will download a ZIP file with all
the selected assets.

" - . ™
D | G | -

Regal Boats Seat Stitching CAM2 PNG - Regal Boats Seat Stitching CAM2 PNG Regal Boats Rudder CAM2 PNG

o Pees
- ! \ .

W Download as ZIP
Regal Boats Motor Open CAM2 PNG Regal Boats Motor Open CAM2 V1 PNG PNG

W Download as CSV

3 Advanced options
¥ Download
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e Downloading Options: Selecting Download as CSV will prepare a download of a
metasheet containing critical asset information such as; The asset name,
description, tags, etc. Selecting Advanced options will bring up the Bulk Download
& Sharing Module which can be seen below. From this Module, users can choose
specific assets or attachments to be included in their download.

JPG Orbis__Pace Brantley_Pre-Incident Planni... JPG Orbis_Pace Brantley_Pre-Incident Planni... JPG

¥ Download as ZIP

¥ Download as CSV

3 Advanced options

¥ Download
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Boards

Boards can be used to create a cultivated view of user-specific assets. To add an
asset to a board, start by selecting the asset(s) and clicking Add to Boards in the
bottom bulk actions bar. The assets will populate in the My Boards tab so users will
have easy access to their top collateral such as popular photos or commonly used
logos. A new Board can also be created without adding assets by clicking + Create
Board by navigating to the top right, selecting your name and then My Boards.

Note: Boards can't be shared with other users, they are only for personal use.

e XG Focus Premium Max Bridge V... PNG JPG JPG

Add to Workspaces

Add to Boards

Add to Labels

Premium Max 429 Expressway0422  JPG Focus Premium Max 429 Expressway0421 JPG j< 429 Expressway0419

Add to Share Link

¥ Download

Sharing

Sharing Individual Assets

There are multiple ways to share an individual asset:
o Sharing from the Asset Module
o Sharing from the Collection
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e Sharing from the Asset Module: Open the Asset Module for the asset that

would like to be shared and click the Share option in the bottom right-hand
corner.

(=~ 7 =)\

@ 1 attachment

- i Opti ¥
el ~

Envision Orbis Flash - A1719413.jpg

JPG  15MB - 4898x3265px - RGB - 11/8/2024

TAGS

AECO  Application | Bridge = Orbis  Orbis Premium | Premium UK Nottingham

DESCRIPTION

»

o Sharing from the Brandfolder or Collection: The second option to share an
individual asset is available from the Collection level. Hover over the asset and

click on the ellipses in the upper right-hand corner, click the Share option from
the dropdown menu.

Orbis Premium Nottingham UK JPG Orbis Premium Nottingham UK JPG Orbis Premium Nottingham UK JPG \

’ Viel ¥ Download

2 Edit

Orbis Premium Nottingham UK JPG Orbis Premium Nottir [ View Analytics

Remove from

Orbis Premium

Orbis Premium Nottingham UK JPG Orbis Premium Nottingham UK JPG

Orbis Premium Nottingham UK JPG
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Sharing Assets in Bulk
Assets can be shared in Bulk using the Share Link feature.

Within the Asset Module the desired assets must be selected using the checkboxes
on the asset tiles. Once the assets are selected, users will see the blue Bulk
Management Toolbar at the bottom of their page. From this toolbar select the
Share option (it is always helpful to note the number of assets selected in the
bottom left-hand corner).

JPG Quantum X - Scanning Par... JPG Quantum X - Scanning Par... JPG Quantum X - Scanning Par... JPG

% Merge 4 Addto /A Share ¥ Download
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Once the asset(s) have been selected, a new share window will appear with a few
customizable options.

.

> Public Share Link for 4 asects <\ ¢ Share Link Name: Here you can name the
links according to assets / purpose.
Share LinkName ¢ Public Share Link: Anyone with the link will
# Assets from FARO Technologes, Inc. be able to download. (Please read note below
R when it comes to sharing assets publicly.)
S ——— o5 o Make link private: Only users with a
Openinnowtab  Emallink Brandfolder login or Simple Password (when

enabled) will be able to see shared assets. This
will hide the Require email address to access
option. Toggling on the private option will also
Expre ik work for sharing assets internally (among

Notify m of updates to Share Link Brandfolder users).

e Disable download functionality (view only
mode): Users will only be able to view content
within the Share Link, they cannot download
or share assets. View only allows Guests to

Make link private

Require email address to access

Gallery View

# Less Options

e request access to download the files.

o Expire link: Users can set an expiration date for their Share Link. After the
expiration date has passed the link will be inaccessible.

o Notify me of updates to Share Link: Notifications will alert the share link
Creator when someone has viewed the share link or downloaded assets from
the share link. These notifications are sent to the Creator through the
Brandfolder notification center and via email. Notification center updates are
real-time based on the share link activity. Email notifications will be sent out on
an hourly basis.

e Enable Gallery View: With Gallery View, extra information like sections, asset
name, and asset details will not display. Instead, all the attachments will simply
appear and if users’ share link allows downloads, they can hover over the asset
and select the download button. If the share link is private the users will not be
able to enable gallery view. Users also have the option to upload a logo which
will appear at the top of a gallery view share link.

Note: Please ensure that the assets are shared responsibly and only with trusted individuals. It is
important to confirm that the recipient understands and respects the proper use of the assets,
avoiding any misuse or actions that go against the intended purpose or puts FARO at risk.
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