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GETTING STARTED 2 
Staff and Member Roles 

This document will explain the different member roles in Mediagraph, 

and when and how to assign them. 
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Adding Metadata
There are several different ways to add metadata to assets: 

1. Drag and drop one or more fi les onto a tag in the Tag Tree when in Tag Mode.

2. Tag multiple fi les using the  action menu.

3. Tag fi les individually in the asset detail view.

4. Tag fi les one at a time in table view.

Known Issues
General Members and Taggers will see “Add to 
Collection…” in the action menu even when they 
don’t have permission to add assets to a Collection.   

Drag and drop assets onto 
a tag or click the circle next 
to a tag to apply the tag to 
selected images.

Use the action 
menu to tag all 
selected fi les.

Double click an 
image to enter 
asset detail 
view. Here you 
can enter “Edit 
Mode” and add 
metadata to 
assets one at a 
time.

Table view makes it easy to add 
descriptions, and lets you see 
searchable and blocked tags.
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Management Functions
Library Managers and above have access to management elements not visible to general members or 
taggers. 

1. Collections can be managed in the  info pop-over.

2. Tags can be managed in the tag pop-over.

3.  Library Managers do have access to the Manage tab where they can edit Groups, invite members
and perform other management functions.

Mouse 
over a tag 
anywhere in 
Mediagraph 
to open the 
tag pop-over. 
Here you can 
edit tag info 
and apply it as 
a fi lter.

These are the 
management 
functions 
Library 
Managers 
have access to.

Library Manager can edit 
Collections in the info 
pop-over where they can 
edit name, description, 
add links or enter the 
manage panel to edit 
Group permissions.
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Managing Uploads
Global Content Managers are responsible for managing all the assets in your account. Aside from 
uploading assets directly from their computer, they also have the ability to enable uploads from other 
members and link external accounts to streamline workfl ow. 

1. Create a Group upload request to allow uploads from general members.

2. Link “watched” folders on Box and Dropbox to Mediagraph storage folders.

3. Connect a Lightroom Classic catalog to your Mediagraph account through the Publish Services Plugin.

Group upload 
requests are 
an easy way to 
grant general 
members upload 
permissions. 
You can choose 
where Group 
uploads will 
be routed to in 
Mediagraph.

Create a new Lightroom 
Publish Connection to 
seamlessly integrate your 
Lightroom Classic catalog 
with Mediagraph. 

Assets in “watched” 
folders on Box 
and Dropbox are 
automatically 
downloaded to 
Mediagraph whenever fi 
les are added on those 
services .
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Assigning Roles 
Now we will show you how to assign roles. You can assign roles 

to members when you first invite them or go into your account 

management and edit existing member's roles. 

Library Managers, Content Managers, Admins and Owners are all allowed to invite members and edit 
a member's role. However, a user can only assign as high as their role (i.e. A Library Manager can make 

a user a Tagger or Library Manager, but not a Content Manager). 

ASSIGN ROLE 

UPON INVITATION 

Follow these steps to invite new members to 
your Mediagraph account. 
1. Click "Manage" to enter the management 

area of your account.

2. On the left side menu, click "Members".

3. Click the"+ New Invite" button.

4. Enter the email addresses of the people 

you would like to invite. (You can paste
in multiple email addresses separated by 
commas or semicolons.)

5. Include a note to give them a little more 
context for the invite {optional).

6. Select a role for your new member.

7. S elect a destination Collection for them to 
be taken to after they sign-up {optional).

8. Click "Create Invite". Emails will be

sent inviting these people to join your 
Mediagraph organization.

X Create Invite 0 

• Email(s) 

jalstat@gmail.com, josie.krogh@gmail.com, alyson@peterkrogh.com 0 
Comma or semicolon delimited. 

Note 

Join our organizations TV3 account to access photos and work on projects! e 

Role 

@ General 0) 0 
GI o bal Tagger 0) 

Global Library Manager 0) 

Global Content Manager 0) 

Admin 0) 

User Groups 

Communication 

Destination Collection 

Cl_ Sea1 :h. 

► D Library -0
(Optional) User will be taken here after sign-up. 
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0 � Create Invite 

The Member invite dialog. 
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Group Roles
In addition to the global roles outlined in this document, Mediagraph also supports 
group-based roles fro members and staff. These are useful for partitioning access in 

the account for different departments or other groups. Roles include:

• Group Member -  can access group libraries according to permissions
• Group Tagger - Can tag material in the group library
• Group Library Manager - Has control over the group library and membership
• Group Content Mangers (Multi-department and Enterprise accounts only) - can access the

group’s partition in the File Vault.

You can read about groups in the Knowledge Base. 
And there will be a dedicated Getting Started Guide shortly.

H o w  t o  P r ev i e w  R o l e  A c c e s s

PREVIEWING PUBLIC ACCESS
There is no Public test user. Public access is equivalent to not being logged in. In order to 
preview public access, you can simply log out of Mediagraph in the user profi le menu. 

1. In your User Profi le Menu, click Log Out

2. When you click View All in to top navigation bar, you will see any Publicly visible fi les.
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