
Scene 7 User Instructions



What is it?
Scene7 is an ‘online media management platform’ with two distinct purposes. 

Firstly, it’s used to distribute all images, PDF documents (press releases, 
menus etc) and videos to each of the websites and dynamically adjust file size 
to accommodate the device being used. For example, the image appearing on 
a laptop versus a tablet versus mobile would appear the same but be 3 
different sizes behind the scenes to optimize browsing speed.

Secondly, it stores all MO Hotel’s photo galleries and digital assets in an easy 
to use and downloadable format. With a web login you can access and 
download files anytime, anywhere. 



FAQ’s
Q1: Can we expand our website gallery to include additional images, current 
galleries seem limited?

A: Yes, up to 40 images per property

Q2: Does the current gallery permit low resolution image downloading?

A: No, we use the latest in image technology making the file size and 
download time of high resolution images just as quick and easy to download 

Q3: Is the quality of downloadable images on MO.com high enough for 
journalist requests?

A: Yes, the images are large enough for a full page spread



FAQ’s
Q4: Do we still need large photos in TIFF format?

A: No, it is best practice to use jpg for resolutions up to 30” x 40”, in the rare 
occasion where an original TIFF is needed, request should be made to George 
directly

Q5: With regards to Scene 7

Is this our full library? A: Yes

How do we train colleagues? A: Via documentation

Can external parties access? A: Yes, one login fits all

Can we audit the library? A: Yes, but changes will be made by 
e-Commerce team

Can colleagues upload images? A: No, images should be supplied to 
the e-Commerce team



Key Functions

• Logging In

• Home Screen Overview

• Navigation

• Media Cart (Exporting an Image)

• Finding Image Filenames

• Basic & Advanced Search

• Advanced Search Keyword List



Logging In

URL: http//media-library.mandarinoriental.com

User Name: media-library@mohg.com

Password: M0image$2018

http://media-library.mandarinoriental.com/


Home Screen Overview

Media Cart
Search

Folder Navigation



Navigation: Hotel Folders

Click the arrow next to the MandarinOriental 
folder in order to view hotel folders



Navigation: Hotel Folders

Click the arrow next a specific hotel folder to 
view content for that hotel



Navigation: View Hotel Images

Select a hotel’s “Images” folder to view 
available images

Image Naming Convention: “City name”–“Description”



Navigation: Enlarge an Image

Double click an image to 
view a larger version



Navigation: Enlarge an Image

Click the grid icon to return 
to the grid view

DO NOT click the browser 
BACK button. It will exit the 
tool and require you to login 
again



Media Cart

To download an image, 
first click the “Media Cart” 
drop-down



Media Cart: Drag & Drop

Click on the image you want 
to download and drag it to 
the Media Cart

Note: to remove the image 
from your cart simply drag 
the file out



Media Cart: Export Images

Once you have dragged the desired 
images into your Media Cart, click 
“Export” to initiate the download process



Media Cart: Export Hi-res Images

Enter a job name if 
desired 
This will not affect your image 
download but will be included 
in your historical record of 
exports

Click “Submit Export”



Media Cart: Export for use in PPT

Then adjust the 
dropdowns as shown
Conversion = Convert File
Presets = ExportSmaller

Click “Image Options”

Click “Submit Export”



Media Cart: Save Export File

Choose “Save File”

Click “OK”



Media Cart: Access Export File

A ZIP file containing the 
selected images will be 
downloaded to your computer

Note: The location of the downloaded file will depend on your 
computer and download settings



Media Cart: Removing images

To remove one file from the media cart drag file outside the window.  

To remove all images at once click the clear button



Finding Image Filenames

Find the image you would 
like to use then double-
click to open its details.



Finding Image Filenames

Highlight the ‘Description’ 
field and copy the name of 
the image.



Finding Image Filenames

Click the grid icon to return 
to the grid view

DO NOT click the browser 
BACK button. It will exit the 
tool and require you to login 
again



Basic Search

To search all hotel folders 
(default setting), enter the 
search term in the search box 
and click “Go”

Note: Basic Search is for one-word searches only. To search 
using a combination of keywords use Advanced Search



Basic Search - Results

Use the Media Cart to 
download images 
(explained previously in 
“Media Cart” slides)



Basic Search: By Hotel

Click the hotel that you 
would like to search



Basic Search: By Hotel

Click the magnifying glass next to the 
Search box to display a drop-down menu



Basic Search: By Hotel

Choose “Within Selected Folder & 
Subfolders” from the drop-down menu 



Basic Search: By Hotel

Enter the desired search term (such as 
“suite” or “dining”) and click “Go”



Basic Search: By Hotel

To remove unwanted files and only view 
images select “Images” from the dropdown 
menu



Basic Search: By Hotel - Results 

Use the Media Cart to 
download images 
(explained previously in 
“Media Cart” slides)



Advanced Search

Click the “Advanced Search” link

Note: Advanced search is only required if 
you want to use two or more search terms

Please reference the keywords list at the 
end of this manual



Advanced Search: All Conditions

Select “Images” from  Asset Types dropdown

When Match dropdown is set to “All 
conditions” every keyword entered will 
need to be found in order to display results

This is the default setting and most 
common way to search for something 
specific



Advanced Search: All Conditions

Click the Add a field dropdown 
and select “Keywords (SPS)”



Advanced Search: All Conditions

Enter the keyword to search with

To add additional keywords 
repeat this process



Advanced Search: All Conditions

In this scenario the search results  
pulled images that met all three 
conditions; cameo, suite and paris



Advanced Search: Any Conditions

Select “Images” from  Asset Types dropdown

When Match dropdown is set to “Any 
conditions” each  keyword entered will 
display results as well as in combination



Advanced Search: Any Conditions

Select “Images” from  Asset Types dropdown

When Match dropdown is set to “Any 
conditions” each  keyword entered will 
display results as well as in combination

This search should only be used for very 
specific terms as it results in a large 
number of results (ex. colors or cameo 
types such as flowers, tea, dessert)



Advanced Search: Any Conditions

In this scenario the search results  
pulled images that were either green, 
purple or both from all hotels



Advanced Search Keywords

By Category
• Architecture
• Business
• Dessert
• Dining
• Drink
• Event
• Festive
• Flowers
• Food
• Kids
• Lifestyle
• Lighting
• Mindful Meetings
• Patterns
• Room
• Service
• Spa
• Suite
• Tea
• Wedding
• Villas

By Location
• Asia
• EMEA
• The Americas
• Abu Dhabi
• Bangkok
• Barcelona
• Bodrum
• Boston
• Canouan
• Doha
• Dubai
• Geneva
• Guangzhou
• Hong Kong
• Jakarta
• Kuala Lumpur
• Lake Como
• Landmark

• London
• Macau
• Madrid
• Marrakech
• Miami
• Milan
• Munich
• New York
• Paris
• Prague
• Santiago
• Sanya
• Shanghai
• Singapore
• Taipei
• Tokyo
• Wangfujing
• Washington DC

By Color
• Black
• Blue
• Gold
• Green
• Orange
• Pink
• Purple
• Red
• White
• Yellow


