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Introduction 
The Electronic Media Center (EMC) was designed by Caterpillar to be a secure and centralized storage 

system for electronic media. It provides a one-safe source for on-line images, documents, and videos.  

EMC allows for these media assets to be easily identified, located and accessible to all Caterpillar 

employees and dealers with corporate web security credentials.   

Searching Media 

Quick Search 

To perform a quick search, selection of at least one media type (image, document, or video) is required.  

Searching across multiple media types is allowed.  Users may also enter text to search by performance 

number, media number or keyword.  The search parameters may include selection of one or multiple 

markets. 
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Clicking the Quick Search button will execute the search with the parameters selected and results will be 

displayed.  For each search result, a thumbnail image representing the media along with the media 

number and media title will be displayed on the screen. 

 

 

Quick search results and search parameters display simultaneously: 
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Hover Over/Pop-up 

Users are able to hover over any media thumbnail in a quick search result set and see a pop-up window 

containing an enlarged version of that media’s thumbnail image, links for downloading the attached 

file(s), and link for viewing the media detail. 

 

 

Download Media 

Media can be directly downloaded from the links on the pop-up: 
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Search Results Display Options 

While viewing the media search results, users have options to change the display properties of how 

many results to display per page (8, 16, 24, 32, or 40).  Also present are controls that allow the user to 

navigate through the pages of results for next and previous as well as a go to page _ feature. 
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Media Details Access 

Click on the thumbnail image, or click the ‘View Details’ link, to be taken to the detail screen for the 

selected media.  The detail screen will display an enlarged image, links for download, and all relevant 

data associated with the media. 
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Media Details:

 

 

Download media links from media detail: 
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Additional Quick Search Options 

 

Save search – user is able to click the Save Search button and save the exact parameters for the selected 

quick search.  Saved searches can be renamed, copied, executed, or removed at any time in the future.  
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Notify Me – users are able to setup email notifications for quick searches alerting them when new 

media added to the system matches the quick search parameters they have selected. 

 

 

Advanced Search 

Advanced search provides users a way to query current and non-current media of all types and markets 

by a more robust set of parameters.  Users can search on single or multiple media types and markets as 

well as by specific keywords and details including media number, category, product type, sub-industry, 

and engine family.  Selection of the Electric Power market will present additional related fields for 

advanced search specifications.  Text search fields are available for title, keyword, and long description.  

Additional search parameters present in advanced search include secured from dates, language, status, 

and media provider.  
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Advanced search parameter options: 
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Advanced search parameters with additional fields from selection of electric power market: 
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Clicking the search button will execute the advanced search with the parameters specified.  The search 

sections will collapse to display a single line string of the search parameters and the search results 

below.  The search line can be expanded to display the search sections (search basics, text searching and 

media detail) to view and change if necessary the parameters used for search.  Users may refine the 

search and perform again as many times as needed. 
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Collapsed search with results displaying: 
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Hover Over – Pop-up 

Users are able to hover over any media thumbnail in an advanced search result set and see a pop-up 

window containing an enlarged version of that media’s thumbnail image, links for downloading the 

attached file(s), and link for viewing the media detail. 

 

 

 

 

 

 

 

 

 



EMC User Guide Page 16 
 

Search Results Display Options 

While viewing the media search results, users have options to change the display properties of how 

many results to display per page (8, 16, 24, 32, or 40).  Also present are controls that allow the user to 

navigate through the pages of results for next and previous as well as a go to page _ feature. 
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Additional Advanced Search Options 

 

Save search – any user is able to click the Save Search button and save the exact parameters for the 

selected advanced search.  Saved searches can be renamed, copied, executed, or removed at any time 

in the future.  
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Notify Me – all users are able to setup email notifications for advanced searches alerting them when 

new media added to the system matches the advanced search parameters they have selected. 
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Copy Search URL 

Users can click the Copy Search URL button after an advanced search has been performed and it will 

present a box containing the search URL highlighted and selected for copying.  The copied search URL 

can be placed in an email or external source for conveyance to another user.  

 

 

 

 

 

 

 

Notifications 
Users can set up email notifications from unsaved quick or advanced searches and also from any saved 

search.  The email notification can be set for a desired frequency alerting the user when new media 

added to the system fits within their specified search parameters. 
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Notification creation 

Notifications can be created from an unsaved quick or advanced search by clicking on the “Notify Me’ 

button.  Also, there is a Notify Me button associated with each saved search. 

 

 

 

Create a notification from unsaved (quick or advanced) search: 

 

 

 

Create a notification from a saved (quick or advanced) search: 
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Notifications Maintenance 

The Notifications tab provides users an interface for viewing and maintaining their current notifications.  

They can be edited at any time.  Users are not limited on total number of notifications. 

 

 

Notifications help – help content associated with Notifications. 
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Saved Searches 
The Saved Searches tab offers the user an interface to view and maintain saved quick and advanced 

searches.  Users can perform the saved search from this area as a time savings measure.  Other options 

include renaming and removing the search as well as the ability to copy the search URL and to set up a 

notification based on the saved search.  Users are not limited on total number of saved searches. 
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Collections 
 

Create Collections (Add Media to a Collection) 

EMC provides users the ability to build and maintain collections of media for future reference or 

collaboration with other users.  Collections can be copied, shared, or published to other users.  Copying 

a collection allows a user to have a copy for themselves that only they can control and change or use as 

needed.  Shared collections allow users to maintain and use a collection simultaneously.  Publishing a 

collection allows it to be seen but not changed by any user other than the collection owner. 

To add media to a collection, users can drag a media thumbnail and drop it into a collection.  Dragging a 

media thumbnail will cause the collection drop zone window to display on the screen.  Users can drag 

and drop the media thumbnail into an existing collection or a new one.  As media is added to the 

collection, the thumbnail image associated with the media selected will be displayed as being in the 

collection and stacking will occur up to three media – followed by subsequently added media image will 

appear on top and the media count will increase to display the total media in the collection.  Collections 

can be named and saved for media to be added or removed as desired.  Collections will display the total 

media included and have no limit to the amount of media allowed.  Users are not limited in total 

number of collections allowed. 

Mouse-over of media thumbnail showing drag to collect indicator: 
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Dragging image with drop zone panel open allowing media to be added to any collection: 
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Maintain Collections 

 

The Collections tab provides users with an interface to view and maintain their current collections. All 

collections owned, published, or shared by the logged in user will appear on this screen.  Collection title, 

media count, owner, and a representative image from each collection will display.  Users will have the 

option to View, Remove, or Rename any of the collections.  Overall collection display may be rearranged 

to the order desired by clicking on the record and dragging it to a different position. 
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Viewing a Collection: 

Users can view any collection by either clicking the ‘View’ button from Collections tab or the ‘Click to 

View’ button from the drop zone on search screens.  The collection detail screen opens to display the 

collections contents, information, and options to make changes.  Users are able to remove media, add 

media (will be taken to the search screen), or send a copy of the collection as well as publish or share to 

other users. 

View a collection from search results screen drop zone link: 
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View a collection from the collections maintenance screen:

 



EMC User Guide Page 28 
 

Collections detail screen:
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Send a Copy  

Users are able to send a copy of a collection that they own to another user.  The logged in user can click 

on the Send a Copy button which will trigger a section to open on the collections detail screen allowing 

them to enter cws id’s and then click a Send button.  The sent copy is received by the specified user(s) 

and becomes a collection that they independently own and control. 
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Sharing Collections 

Collections can be shared with other users allowing for collaboration on maintaining the collection.  For 

collections that the logged in user owns, an option to share is available by clicking the 

expandable/collapsible “Shared” or “Not Shared” link.  Expanding the share section provides the user a 

section to add and select CWS id’s to share the collection with.  Collections that are allowed to be 

shared or published may be one or the other but not both simultaneously.  
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Keep a Copy  

If a collection has been shared to a user, they may elect to keep a copy for themselves that they can own 

and control.  Clicking “Keep a Copy” creates an additional collection with the same attributes but now 

owned and controlled by the logged in user.   
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Users who have been included in a shared collection do not have the ability to further share or publish 

that collection.  
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Publishing Collections 

Users may publish collections that they own to other users.  This allows other users to view the 

collection but not make any changes to it.   

Collections detail screen of a collection owned by logged in user with enabled link to set up publish: 
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Collections detail screen with publish CWS id entry and selection section open:

 

 

The collections tab will contain an indicator for when a user has new collections that have been shared 

or published to them.  A small circle with a number indicating number of new collections since last login 

will appear for the user when applicable. 
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Collections tab indicating a new collection has been shared or published to the logged in user: 

 

 

Collections maintenance indicating owned / shared / or published by: 
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