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MAKE A NEW GROUP 
We’ll start by making a new group. 

Here are the steps:

1.  Go to Manage > Groups and click 
+Add New Group.

2.  Give your group a name (we chose 
Practice) and select the “Full-feature 
settings with Uploads” quick setup option.

3. Click Save Group.

4. Congrats! You just made a group.

Quick Setup Details
When you create a Group with “Full-feature settings with Uploads” MediaGraph automatically:

• Enables Group managers and creates test accounts for each role.

• Creates a Group Library and Group Storage Folder.

• Enables contributions so Group members can upload assets.

• Routes all Group uploads to the Group Sandbox so a Group staff member can review them before 
adding them to the Group Library.

Groups are created in the Group management area. For this exercise 
we’re going to make a practice Group for demonstration purposes. We 
will show you how to delete the group later, so don’t stress too much on 
the details. Group functions: Make a new group, add fi les to the group 
folder and library & preview the group member access.

Make a Practice Group

Tip: We strongly recommend using 
one of the Quick Setup setting 
confi gurations to ensure you get the 
most functionality out of MediaGraph. 

M a ke  a   P ra c t i c e  G r o u p
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ADD SOME FILES TO THE GROUP FOLDER AND LIBRARY
For this exercise you will add a few fi les to the Group Folder and Library to illustrate what different 
Group roles can view. Don’t worry about what fi les you add, this is just for demonstration purposes. 

Add fi les to the Group Folder
Follow these directions to upload fi les directly to the “Group Uploads” Folder:

1. Select the “Group Uploads” Folder associated with the Group you just made.

2. Select fi les on your computer and drag and drop them into the MediaGraph workspace.

3. Files will automatically begin to upload, do not leave this page until they have fi nished uploading.

Add fi les to the Group Library
Now let’s add those fi les to the Group Library. 

1. Select all the assets you just uploaded to the “Group Uploads” Folder.

2. Drag and drop assets into the Practice Group “Home” Collection in the Library. 

In the next section, we will view the site as a Group member so that you can preview their user 
experience. 

M a ke  a   P ra c t i c e  G r o u p
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3. Click the tab Select from Existing.

4. Use the fi lters to narrow down members to choose from.

5.  Select users you would like to add to your Group.

6.  Click the  blue arrow to add users to the Group.

7. Click Save Group.

ADD GROUP MANAGERS
To add Group managers follow the same steps listed above, except instead of selecting the 
“Edit Members” tab, scroll down to the “Enable Group Managers” tab.

From here you can enable, select and assign Group manager roles. 

A d d i n g  G r o u p  M e m b e r s
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You can also allow upload privileges according to Group membership. 
This creates an “upload pipeline” for members of the group. All Group 
uploads are automatically sent to the “Group Uploads” Folder and the 
Group Sandbox where they can be reviewed by a staff member.

Managing Group Uploads

Because this practice Group was created with the Quick Setup option “Full-feature settings with 
Uploads” you do not need to change any other settings. However, you have the option to make your 
Group upload request more robust:

• Add a request description to let members know what you want them to contribute.

• Automatically tag all uploaded fi les with preset keywords.

• Enable tag suggesters to request or require particular tags (this helps keep tagging consistent).

• Request or require specifi c rights packages to be attached to the fi les upon upload.

HOW TO EDIT A GROUP 
CONTRIBUTION REQUEST
1.  Go to Manage > Groups and click Edit

next to your new Group.

2.  Click the tab Add Contributors. Make 
sure the box “Enable Contributions for all 
Group Members” is checked. 

3.  This is where you can edit your Group 
contribution request. Open each tab and 
explore what sorts of information and 
metadata you can add. 

4.  Close the manage panel and hit the 
Update Group button when you’re done.

M a n a g i n g  G r o u p  U p l o a d s

NOTE: Group members can 
access Group contribution 
requests by clicking on the 
“Upload” button. The Upload 
button displays all upload 
paths available to a member.
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DELETE THE GROUP STORAGE FOLDER

If you would like to delete your practice Group Folder, follow these steps:

1. In the File Vault, mouse over the info pop-over next to the “Practice Storage” Organizer.

2. Click “Delete” in the bottom right corner of the pop-up. Click “OK”.

3.  The storage organizer and folder will be automatically deleted. All assets will be moved to the Trash.

O t h e r  U p l o a d i n g  O p t i o n s

Important: Deleting a Folder cannot be reversed and all assets will be moved to the Trash 
(it is possible to restore assets from the Trash). 
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