
A practical manual to show you how to make the best out of the newly implemented 
UCI Download Centre online platform.
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Introduction

Contacts

Glossary

The archive application is a web based asset management 
system primarily intended for archiving, restoring and 
distribution of stock material.

The archive application is capable of importing, exporting, 
transcoding (optional) of material. The material is enriched with 
custom metadata, timecode based markers and additional 
supporting files.

To create an account or for any queries For rights clearance

Asset
A video file accompanied with 
metadata inside the online 
archive.

Marker
A marker is a timecode based 
point in a clip with descrip-
tive metadata. For instance: 
00:03:13:12 – Cow crosses 
the road. This would be a 
marker that at timecode 3 
minutes, 13 seconds and 12 
frames you can see a cow 
crossing the road in the video.

Material
Material is a video fragment  
in a file-based format.

Transcoding
Transcoding is a mechanism 
for transforming a media files 
into a different video format. 
This technique is used to 
transform a video file from 
broadcast quality to a web 
version or a version for mobile 
phone.

Clipcontainer
The “envelope” around 
the media file, the term 
clipcontainer is used 
throughout the webinterface 
and is a synonym for an asset.

Headframe
A headframe is the thumbnail 
image which is visible through 
the web interface

Metadata
Metadata is the descriptive 
information attached to a 
clipcontainer, this can contain 
fields like “title”, “shooting 
date”, “cameraman”, etc.
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Browsing the categories
Each asset inside the archive application is attached to a certain 
category field (linked to the discipline field as explained in 
chapter 4.2). In the main view of the asset management system 
you always see the category list on the left of the screen.

The system is based on a filtering mechanism, this means that 
if in the below example you choose the category ‘BMX’ [CLICK] 
and then ‘World Championships’ [CLICK], you will see all the clips 
which are linked to ‘BMX World Championships’. If you select 
the category ‘BMX’ and then ‘Highlights’ you will only see the 
clips which are placed in this category.
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Using the search function
The archive application has a search function. At the top of 
the clipcontainer overview pages you see a search box in the 
upleft corner. In the searchbox you can enter one or multiple 
keywords, all clips container which match will be shown at the 
page. The search function searches inside clip title’s, metadata 
and marker information. It’s also possible to search on UCI 
code.

CLICK

OPT CLICK

OPT CLICK

OPT CLICK

OPT CLICK

OPT CLICK

OPT CLICK



Viewing clip container
To view a clipcontainer, first select which clipcontainer you want 
to view, either way by browsing through the categories or by 
performing a search query. When you click on the clipcontainer, 
the clipcontainer page appears (below).
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1. Press       to play the content

2. Mark the “In” for the beginning of the portion you want  
to extract by pressing

3. Mark the “Out” for the beginning of the portion you want  
to extract by pressing

4. Name the selection (e.g. “Intro shots”)

5. Press       to select

Selecting a portion of the material

Selecting a full clip

Step 1
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1. You’ll notice that a new section appeared with the name you 
gave to the selection

2. Simply press “Add selection to order”.

In order to select the full clip, simply press

Step 2

E

E

Ordering mediafiles
Mediafiles can be retrieved from the catalogue and stored on 
an FTP server, optional you can transcode the selected clips to 
a different video format to ease the re-use or distribution of the 
asset.

To order mediafiles you need to browse or search through the 
assets in the asset management system. Make a selection 
(or order a full clip), review your selections in the order list 
(shopping) basket and checkout the basket.



Ordering the material

After pressing the “Your order list” button you’ll find the 
interface above. You’ll be able to collect your items in one of 
three ways:

1. FTP delivery in your account  
(for regular and/or individual users) 
First you are required to give the order a short description 
and select a transcoding profile (if applicable) for this order.  
After pressing the ‘Finalize order’ button, you will 
receive an e-mail with a notification that the order has 
been processed. You can then login to the FTP server 
(176.58.25.73) using your own credentials and download 
the files. 

2. FTP delivery in a temporary account  
(for single and/or shared use) 
First you are required to give the order a short description 
and select a transcoding profile (if applicable) for this order.  
After pressing the ‘Finalize order’ button, you will receive 
an e-mail with a notification accompanied with a temporary 
new FTP account user for the FTP server. You can provide 
these credentials to an external party (i.e. a news bureau) 
where a 3rd party person can download the mediafiles 
directly from the FTP server. This allows the 3rd party 
person to download with the credentials from the same 
FTP server (176.58.25.73)

3. FTP delivery in a remote FTP 
First you are required to give the order a short description 
and select a transcoding profile (if applicable) for this order. 
After that you have to enter the FTP login details and press 
the ‘test’ button. 
When the connection is successfully made you push the 
‘Finalize order’ button and you will receive a notification 
email that the order has been processed.

On the top right corner of the web interface, you’ll find that  
the selections you’ve made before have been added to the 
orders list. 



Download of video files

Remarks

When the order via FTP is completed you will receive an e-mail 
with a notification. After this notification you can connect to 
the FTP server using your login credentials (or, the temporary 
generated credentials). Inside your account there is a folder 
DOWNLOAD with a new folder, prefixed with a date and the 
order description which holds your media files.

Macintosh

If you are a Macintosh user, you need to use a ftp client 
software like Filezilla, Cyberduck etc. in order to access  
the footage delivered to your account (delivery method 1)  
or the temporary account (delivery method 2).

The credentials are the following:

server addres: ftp://176.58.25.73

username: your login / temporary login

password: your password / temporary password

After logging in, you’ll be able to access and download  
the requested footage.

Delivery in temporary account

When you have received the confirmation mail and have clicked 
on the link, you may copy your login and password from the 
email and paste them in the browser. If you do this, please 
make sure that no “space” sign has been copied as this can 
happen to PC users.


