Q UNA

This quick start guide is intended to provide you with simple instructions on
how to get started using LUNA.

If you need additional help consult the complete LUNA User Guide.

For best results we recommend you use Firefox or Chrome browsers.



http://doc.lunaimaging.com/display/V7D/LUNA+Users+Guide

In this guide we will focus on 3 scenarios:

1. Using the Independent Media Items Container: I have media items, but no collection in mind
yet. Jump to.

2. Building a collection: I have data and media items and am ready to build a collection. Jump
to.

3. Building a collection: I have a collection in mind and have media items, but no data yet.
Jump to.



LUNA Library

Upload, manage and edit content. Add media items to collections.

LUNA Uploader

Bulk upload media items and data.

LUNA Viewer
View published LUNA collections.

LUNA Administrator

Manage users and collection configuration.

LUNA Collection Manager

Create and manage collections and templates.

¢

Depending on your user account
permissions, you'll have access to
specific LUNA tools.

To navigate between them use the
“Tools” menu in the upper right
corner of the application.

If you don’t have a user account yet,
contact your administrator or consult
the complete LUNA User Guide for
information on setting up users in the
LUNA Administrator.



Scenario 1
Using the Independent Media Items Container

1. Begin by logging in.

2. From the tools menu, select LUNA Library Uploader. Select “"Independent Media Items” from the pull
down menu.

Tip: The Independent Media Items Container (IMIC) acts like a collection, but doesn’t have any data
schema. You can use the (IMIC) to manage content, like a staging area to hold your media items,

until you're ready to add structured data to them and organize them into a collection. In order for
media items to appear in the LUNA Viewer, they must be part of a collection. More info on

IMIC.

1. Select the media items you wish to import into LUNA.

ages. media items
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anas/or

a csv or XML file

2. Click “Start Upload”.
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Pay attention to the status message, the items need to be first uploaded and then processed.
This could take a while depending on how many items you’re uploading to the system.

You'll know all items are uploaded and ready to be viewed in the LUNA Library when the queue
status reads 0.

Once the items have finished uploading and processing, use the Tools menu to navigate to the
LUNA Library. Make sure you're in the context of the “"Independent Media Items” by
checking the collection pull down menu in the upper left.

By default all items will be marked as public for viewing only. You can edit these permissions
at any time either individually, or by group, in the LUNA Library.

(eI Media ltems Preview

3 Media items(s) selected to edit

For display in LUNA Viewer ( thumbnail indicator
)

Access Permissions Private 7

9pyublic WVview []Edit Delete

Save as draft Save



10.

The Independent Media Items Container includes all your items plus other public items from your
organization. To only see your items click on the "My Media Items” filter on the left.

There are no records with Independent Media Items but you still have options for adding data. One
option is via embedded metadata. Learn more about LUNA's support for embedded metadata.
Another option is via the Media Item Editor.

With the Media Item Editor you can add custom data fields to an item, this information lives with
the item. In other words, when you add the item to a collection the data will go with and can be
edited anytime in the Media Item Editor. By default there are 5 fields in the Media Item Editor but
you can delete these or add more if you like.

m )

V] For display in LUNA Viewer ( thumbnail indicator

= Title P
Description %
Copyright
Keywords P
fileName z
Access Permissions © Private

Opublic View Edit Delete

Tip: To ensure these fields and the embedded metadata display in the LUNA Viewer be sure to
check the appropriate boxes in the collection properties.

Media Metadata Options Display in data Searchable
Custom Data Fields: ]

EXIF: @ @
IPTC: 7 @

XMP: ¥

=
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10.

When you're ready to add items from the Independent Media Items Container to a collection,
go to the LUNA Collection Manager and create your collection by selecting a data template
and creating the collection properties.

Return to the LUNA Library and select the media items you wish to add to your collection.
Use the “"More” menu to add them to the collection. To view them in the LUNA Viewer be sure
you've checked the “For display in LUNA” option for both the record and the media item.

H Welcome anna = Tools = Edit Settings/Defaults = Help  Log Out

Independent Media ltems
LUNA Library => Independent Media Items
Al B Siia 1234, |1-500f162

My Media Items
Drafts

Starred
¥ Saved Searches:
¥ Labels:
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For approval
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Scenario 2
Building a Collection

“I have data and media items and am ready to build a collection.”

Once logged in, go to the LUNA Collection Manager and click on the “Templates” tab.

A collection relies on a data schema. LUNA comes bundled with the Dublin Core and Simple Labels
schema templates. Think about what schema you want for your collection. If Dublin Core and Simple
Labels aren’t what you’re looking for build a new template to use. Help with building a new template.

LUNA Collection Manager

Collections Templates

New Template [=]New Field Group [=JNew Field
Dublin Core =" Dublin Core

Simple Labels - 1 Identifier
=t Title
e Title
=+ 23 Creator

- Creator
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3. Once you know which template to use, click on the “Collection” tab.

4. Click on “"New Collection” and being entering the collection properties. Click "Save” when complete”.

Collection Name
(limit 50 characters)

Collection Description

Base data schema on Select Template =] Edi Help

Header Graphic

Or enter header graphic URL: Help

Luna Viewer Theme Default [~]

Title B

Thumbnail Fields Sort Fields Summary Fields
-] =] [=]
B ] [=]
[ [ (=]
[-] [=] [-]



5. Now that you have the collection properties established, you can start adding content to your
collection! Since you have your media items and data ready to import, you can proceed directly to
the LUNA Library Uploader.

6. Just to be on the safe side, make sure you're in the right collection by taking a look at the upper left
corner. The name of your collection should appear below LUNA Library Uploader. If it isn’t, select
it from the “Uploading to” pull down menu.

LUNA Library Uploader

ploading to: Phillip

7. Select the media items you wish to import into LUNA. And since you’ve also got a .csv file with
data, go ahead and select it as well. More about formatting your .csv file.

7. Click “Start Upload”.

8. Pay attention to the status message, the items need to be first uploaded and then processed. This
could take a while depending on how many items you’re uploading to the system.
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9. Now would be a good time to check your Uploader Settings in the upper right corner of the
application. If your data schema included the field “File Name” this will be selected by default in
the “Link records and media items with” menu. If all media and records are uploaded and
processed click the “"Apply links now” button. The screen will refresh and you’ll see your records
alongside your media.

Read more about the Uploader Settings and how to be sure your media and records will link.

Settings b3

(] Store source image files
For display in LUNA Viewer
[¥] Record

[¥] Media Item

Uploader display fields

Filename E]
Identifier E
Title v
Creator v

Link records and media items with
Filename [~
@Media items or records in this batch

@ Unlinked media items or records in collection
@Any media items and records in collection (slow)

Apply links now
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11. Once media items and data have been uploaded, use the Tools menu to navigate from the LUNA

Library Uploader to the LUNA Viewer. Voila! You've got a collection built and are ready to share
it with your end users.

@ Browse All - Phillips Colle: x

&« C A D imagingservices.lunaimaging.com:8181/luna/serviet/view/all?sort=identifier%2Ctitle%2Ccreator%2Crights @ =
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Narrow Search
What

Show More
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* Untitled (14)
* A Country Road (1)
* Abstraction (1)
* Al Gore (1)

Who
Show More
« Coburn (46)
* McLaughlin, Ja ... (12)
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* de Zayas (6)
* White (5)

Advanced Search

Active Media Group

Explore Create

Browse All
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Storm

Andres
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Bertoia
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0133.jpg
Monoprint No. 52
Bertoia
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Spanish Rider
Diederich

Phillips Collection
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Bertoia

Phillips Collection
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The Bath House
Durer
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Want to make edits to the collection?

1.

Use the Tools menu to navigate to the LUNA Library. Below every media item should be thumbnail
data. If you don’t see thumbnail data, check the settings for the LUNA Library.

=la] = ]
eLUNALibrary x
€« ¢ alD imagingservices.lunaimaging.com:8181/editor/e/DIS~13~13/media/get o ® =
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All O

Drafts

More
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» Saved Searches:

» Labels:

» Batches:
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2. You can change which fields display as thumbnail labels at any time using the settings. Remember,
from the tools menu you can always go to the LUNA Viewer to see how the collection will look for
your end users.

Tools

Edit Settings/Defaults

Thumbnail Count
w50

100

200
Thumbnail Size
wSmall

Medium

Large
Sort
Thumbnail Fields

Help Log Out

ol Upoao

1-50 of 146

Select fields to display in thumbnail fields
Primary Display field:

Identifier

Secondary Display field:

Tertiary Display field:
Creator 7]
Quarternary Display field:
Rights  [+]

T
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3. To make edits to records be sure you are in the LUNA Library and are in the context of the

collection you want to work in by checking the collection pull down menu in the upper
left.

4. Select the media item and then either the icon in the upper left corner, or use the “Edit” menu to
go into the Record Editor.

O

Edit Label More

Edit by item

AR~

2008.012.0003gg.jpg
William Orpen
Coburn

Phillips Collection




5. Be sure to save all edits! Use the Media Item Linking tab to upload and link more items to that
record.

DESGRGTGIE Media ltem Editor | Media ltem Linking || Record History

- -

I Display in LUNA Viewer (thumbnail indicator

Title San Juan e
Subject Architecture
Location Puerto Rico

Year 1889

Identifier 989878 jpg

Delete Copy

Once in the Library there are lots of other features you can use to
enhance your collection. Apply labels, use filters, perform
advanced search, add custom data fields, etc. We encourage you
to explore all these features.




Scenario 3
Building a Collection

“I have a collection in mind and have media items, but no data yet.”

Once logged in, go to the LUNA Collection Manager and click on the “Templates” tab.

A collection relies on a data schema. LUNA comes bundled with the Dublin Core and Simple Labels
schema templates. Think about what schema you want for your collection. If Dublin Core and Simple
Labels aren’t what you’re looking for build a new template to use. Help with building a new template.

LUNA Collection Manager

Collections Templates

New Template [=]New Field Group [=JNew Field
Dublin Core =" Dublin Core

Simple Labels - 1 Identifier
=t Title
e Title
=+ 23 Creator

- Creator
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3. Once you know which template to use, click on the “Collection” tab.
4. Click on “"New Collection” and being entering the collection properties. Click "Save” when complete”.

Tip: Notice for the "Thumbnail Fields” that Media item filename is selected by default. Since you're not
uploading a spreadsheet with data this is a way to ensure your filenames will be available for display in
both the LUNA Library and LUNA Viewer. See step 11 for more details.

Collection Name The:Panthieon
(limit 50 characters)

Collection Description

Base data schema on Dublin Core E] Edit  Help

Header Graphic |
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Or enter header graphic URL: Help

Luna Viewer Theme Default E]

Title : I~

Thumbnail Fields Sort Fields Summary Fields
Media item filename i~ [=] - ]
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5. Now that you have the collection properties established, you can start adding content to your
collection by proceeding directly to the LUNA Library Uploader.

6. Just to be on the safe side, make sure you're in the right collection by taking a look at the upper left
corner. The name of your collection should appear below LUNA Library Uploader. If it isn’t, select
it from the “Uploading to” pull down menu.

Uploading to: Phi

load
ploadi

UNA Library Uploader

ps Collectic

7. Select the media items you wish to import into LUNA.

8. Click “Start Upload”.

or
Drag images. media items
and/or
a csv or XML file



9. Pay attention to the status message, the items need to be first uploaded and then
processed. This could take a while depending on how many items you’re uploading to the
system.

\bit/s | 00:00:08 | 66.19 % | 11.99 MB / 18.12 MB

L-.

10. You'll know all items are uploaded and ready to be viewed in the LUNA Library when the
queue status reads 0.




11. Your items are now in the LUNA Library and ready for you to work with. You can add data to
records one at a time, or by group by using the Record Editor. Learn more about the Record
Editor. As you add data to the records be sure to check the “For display in LUNA Viewer” check
box if you want the item to display in the LUNA Viewer.

Tip: If you don’t yet have any data to add but want to view the images in the LUNA Viewer,
select all items and do a group edit. Then select “For display in LUNA Viewer” from the pull down

menu. Save your changes. This way your items will display in the LUNA viewer without any data
other than the media item filename.

Gtoup =8 Media ltems Preview
3 Record(s) selected to edit

Save as draft Save

For displray in LUNA Viewer E]

No change to the display in LUNA Viewer preference

play in LUNA Viewer &
| Not for display in LUNA Viewer -



http://doc.lunaimaging.com/display/V7D/Record+Editor
http://doc.lunaimaging.com/display/V7D/Record+Editor

@ UNA

We hope this Quick Start Guide has been helpful.

If you need additional help consult the complete LUNA User Guide
http://www.lunaimaging.com/support/index.html and feel free to
contact us, support@lunaimaging.com
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