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ABOUT

Phraseanet is an Open Source Digital Asset Management software for all those who
need a powerful tool to archive, manage, publish, share their digital files.

The aim of this quickguide is to introduce you to the major features of Phraseanet.
This guide doesn’t include a complete list of features: All advanced features can be
found online on our official documentation.

3 WEBSITES TO LEARN MORE ...

www.alchemy.fr

e To know more about the vendor and the services around the solution: training, hosting, specific
developments...
e Who's using Phraseanet?

www.phraseanet.com

¢ To download the software
e To read use cases

http://docs.phraseanet.com

e To view the online documentation: user, developer, administrator...
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STEP 1

LOGIN

Open a new page of the browser and enter the address of your Phraseanet
website.

Choose the language in the top right corner of the page.

Enter the login, password and click on "Login”.
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STEP 2

THE MENU BAR

The Phraseanet menu bar allows to access the different interfaces of the application,
according to your rights™.

["*] Prod Thesaurus Admin Report Lightbox Upload Publications

e Production : to manage your content
e [hesaurus :vocabulary control

.. . . |
e Administration : to manage the Important !

databases’ USErs, and avanced setup These interfaces are displayed according
e Report : to view the statistics to the rights of a user.

e |Lightbox : to receive documents, ,
If a user doesn't see one or several

requeSt feedback features, this may indicate he doesn't
e Upload : to load documents in the have the necessary rights.
database

e Publications

The right part of the menu bar displays your notifications, account name, online help, and
logout. The notifications displays the users’ events, new available publications, reception of
baskets or orders, feedback requests...

Moftifications n admin Help - Sign out

NB: Phraseanet displays the Production interface by default (or the last used interface).
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STEP 3

ADD DOCUMENTS

Load your media in the database

with Phraseanet Upload

Select flles... @ *.'I Transmitted files : 12.87 Mo/s
— cancal all
Collection :
Upload - 2 ‘ _
Apply status : 5
S 1
» Caption not filled ) @ Caption filled ¥
Licenss Qb 5] License ending $000 &
License OK License expired & picjumbo.com_fo.,
Royalty free Rights Mansged 3 3
- [ [SESSSSS————
The racord was The record was Cancel

::::: sfully successfully
created created
F
_]1" -

plejumbe.com_fo... picjumba.com_H... picjumbeo.com_H...

picjumbo.com_H... picjumbo.com_H... picjumbo.com_H... 5

1/ CHOOSE AND SELECT THE DOCUMENTS TO ADD

Click on "Upload” in the menu bar to launch the interface. Click on "Select files” (1). It will
launch the computer’s file browser.

Choose your files to upload in the database, then click on "Open”. The selected files are
first being displayed in the left part of the Upload interface (4).
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2 / CHOOSE THE COLLECTION

Optional: Apply a status if necessary (3) (check the box), and/or reorder your media files
before import: to do this, you only have to select a file and to drag and drop it where you
need to.

Then, select a collection from the drop-down list (2).

3/ SEND

Click on "Send” to transfer the documents to Phraseanet.

All media files are being transferred to the selected collection. You can see the progress
bar on the right part of the window (5).

A green message below every thumbnail states that the document has been entered into
the Phraseanet database.

The Quarantine

When adding documents, some files may
automatically be moved to the "Quarantine”: A
Quarantine tab is displayed for all media with a
red message below the thumbnail.

picjumbo.com_I... picjumbo.com_L..
By default, all files whose Universally Unique

IDentifier (UUID) is already in the database. The file was The record was
Other criteria to quarantine files can be set by bl et

administrators (for example: file format, color
space, dimensions...).
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STEP 4

PROD: FOR THE MANAGERS

To search, display, edit, publish, share...
A workspace divided into 4 zones:

1/ THE SEARCH 3/ THE ACTION BAR
Enter a keyword to find documents (simple It allows to perform actions on documents.
search) or use filters to refine the search For example: edit, export, request feedback...
(advanced search).

4/ THE WORKZONE
2/ THE RESULTS DISPLAY Several tabs: the facets, the thesaurus, the
This zone displays the results of a search. baskets and stories, the webgalleries.

@ Documents @ Stodes (RN

212 = WG Skylnd with One Z11 - Sarmwbedimias and 210 - Tomaicds and carols
Wrkd Trade Conbor blackdrios in n woodon chosn up
ol

Callaction

Diacurmant typa

190 - Charles Bridge - This 187 - Publicitd pour la
il ks b0 long that i god maning do Dick Tracy
cvor the image in & prinded

n Lo
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mountain Q.

@ Export @ Edit - & Pus

1/ THE SEARCH

Phraseanet 4.0 uses the powerful

Lofoten islands mountain open source search engine
Elasticsearch.

SIMPLE SEARCH

Phraseanet features a full text search mode that
allows to retrieve assets depending on the
information contained in the documentary fields of
their descriptive note.

Enter a keyword, then click on "Search”.

ADVANCED SEARCH

¥ Phraseanst Maching viruele 44
@ Puble

Click on the wheel next to the "Search” button to open N s
the advanced search window.

You will be able to choose the databases and collections
for the search but also to access several filters.

BROWSING WITH FACETS

E L 4
E @ Faceted navigation enables to create a “mapping”

of the response. Browse in a very intuitive way by
creating several associations of filters. Facets can
ROCH type be used on the databases, collections, documentary

fields and technical data.

Please note that it is possible to combine facets.
Select several facets (click) or on the opposite,
invert (alt click) to exclude these facets from the
search.

Eric Clapton (8)
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2/ DISPLAY THE RESULTS

® Documents ¢ Stories

@ Export -~ @ Edit Pust % Tools ® Delete

Rohas Perkasa - Kuala Lumpur City lights Inside view of the hotel Denver by night

Paysages Paysages

Tha revolution of imelligent buildings in A city with raally high buildings New York by night London in the clouds
Architecture

The documents appear in the results
display zone. They can be displayed as a
grid or a list, depending on the users’

Configuration

preferences.

The "Preferences” button (on
English the right) for the display
settings allow to choose the
display mode, the skin, the size
_ithebba il Lo HL. of the thumbnails, the number of

results per page, the selection

Display mode Skin

color,...
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You will find the following informations on each thumbnail :

Title of document

Tour Eiffel - 11796

Name of the collection.
In Phraseanet, the
databases contain

. . . Type of document
collections which contain

- - image, video, audio...
documents. (— Jennifer Private ( 9 )
Additional actions: add a
Iconograph view (caption on rollover) or graphist picture to a basket,
view (preview on rollover). This view mode can be export, print, share

switched in the user’s display preferences.

Technical informations
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THE DETAILED VIEW

db_alch_phraseavm / Public Result number 1 : 139 - Lonely Road In The Middie Of Flelds

o

Landscapa

Lonely Road In The Middle Of Fields

2014:08:24 173737

Country Road view through the windshield of a car in the
mrning

+ Blug sky; Car; Cloud; Cloudy sky; Country; Countryside; Field;
Hodgerow tree; Landscape; Moming; Ouldoor; Outside; Plowed
field; Road; Tree; Vineyard; Windshiold
MartinGrossman @ gmail.com

Pictiumba

Double click on the thumbnail to display the * The CAPTION tab displays information

detailed view.

-The upper part of the window displays the

thumbnails feed.

-The preview image of the selected media is at

the center.

from the filled documentary fields and
technical details on the media.

e The TIMELINE tab lists the history of all
interactions made by users on the record
since it was added to the database.

-On the right side, three tabs display the
description, the history and the statistics of the * The STATISTICS tab displays statistics of

chosen media.

Potatos salad
20110818 143639

i, doad. foxcelie, Pty ful of dood, hoath, Peatiny, hoatfry
focd; hungry: panta: salact table: vogetable: yumimy

Wikior Hanacek

Pickumba.oom

the media.

Caption Timaline Statktics Caption  Temeline  Statistics

) Download(s) from document, preview

Just raw View statistics
! Metadatas Edition

6 mirtes ago

¥ documents moved to: Restricted access

39 minutes ago

¥ documents moved to: Public By Anthony C.

13 hours ago

Bl Edit Status

21 howrs ago

Il Metadatas Edition

21 hours ago

Add document Download statistics
Yesterdmy

[ Metadatas Edition
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3/ THE ACTION BAR

TO PERFORM ACTIONS ON THE RECORDS

The action bar allows to perform several actions, such as edit, export, send or publish media

files...

Located under the search form in the center of the window, it allows to act on the selected

documents in the display area.
A similar action bar can also be found in the baskets.

m v @Export - @ Edit ~ . ® Tools X Delete

139. ® Print The ‘& Properties, @ Feedback 1286 - A Road Bollard
MIOWIE T FIgIas I ?

+ Move # Bridge

¢ LD

@ Publish

MAIN FEATURES

Export, print

Edit, access to the properties, move to another collection

Push (send documents), feedback, publication

Tools (metadata, video tools, rotation, substitution, share permalinks...)
Delete
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4/ THE WORKZONE

3 main tabs...

e The facets
a The thesaurus

The baskets and stories

[ﬁ Prod Lightbox Publications

db_alch_phraseavm (1)

... and optional plugins. For example, Collection
the webgalleries.

THE FACETS

Click on a facet to filter the results and refine your search.

THE THESAURUS

In Phraseanet, the thesaurus gets its own
application. But there is also the Thesaurus in
the Phraseanet Production workzone.

The Thesaurus is a documentary language
management tool, useful for:
ge ; Domaine Contributors, to give a reference vocabulary
on ; Arts et loisirs to describe resources of the database in the
Computer science, information & general works ; edition form.
All users, to browse assets allowing to narrow
or expand searches.
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THE BASKETS

Baskets and stories allow to set aside media files in order to retrieve and work on them. They
are recognizable by their colours: Light blue for baskets, navy blue for stories.

The basket is owned by the user who created it. The basket can be shared through a Push or
a Feedback, to other users.

Click on its title to open/close it and display
the basket’s content.

[3 Prod Lightbox Publications

E E. @ v To add pictures to a basket, just drag and

drop the pictures or select files and add to the
current selection when creating the basket.

» @ Cuisine NZ

THE STORIES
* & Push from your friend

8 < B X

~ @ Story: Roland Garros

EsBc+<cBOHRX

Roland Gamos - Roland Garros -

The story is a record in a collection that
includes document type records. Unlike
baskets, stories can be searched and
displayed by every user who can access
its collection.

Roland Gamos - Roland Gamos -

Many actions can be performed from a

basket or a story.
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STEP 5

THE OTHER FEATURES

Other interfaces are included in Phraseanet.
Let’'s take a quick tour!

ADMINISTRATION: MANAGEMENT AND SETUP OF THE SOLUTION

To setup the databases and collections, subdefinitions

To view the logged in users in real time on the system | ge=sssss M
To manage the publications é%m E
To manage the register requests, the users rights, to -“‘-E}-‘wm oy
setup the users templates, to create the guest access. :%‘:‘“ — . - I
L Vs i = o LI
THESAURUS

The Thesaurus is dedicated to the thesaurus administration.

The left side of the window displays the list of candidates, terms and expressions resulting from the
indexation and the list of rejected or deleted terms displayed by documentaries fields of the database
structure. The right side displays the existing Thesaurus, as a browsable tree.

REPORT: THE STATISTICS INTERFACE

Number of connections
Number of added documents
Number of downloads

Tableau de bord

List of most active users
Referers
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PUSH & FEEDBACK

Push and Feedback are two actions intended to transmit documents to users, whether or not
they have a Phraseanet account.

The Push is the feature used to send documents to users; the Feedback is intended to receive
users opinions on documents. Push and Feedback can be found in the workzone (Production
window) but also in a dedicated interface: Lightbox.

1 <+ [ Caption

Categorie
usA
Keywords
USA Alxska, Jungau
Mendenhall Glacier
Date
20180820
Ville:
Junédu
Pays
usSA
Titre.
Mendenhall Glacier - 20008118
Credi
Jennifer [Alchemy
NomDeFichier
20180220 _120204 jpg

Dol

e Select one or several documents and click on Push in the action bar in Phraseanet
Production.

¢ In the Push window, select or add one or several users you wish to send the documents.
Give them the rights to download the documents (or not), then click on Send.
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The use of the Feedback is the same than the Push. The difference is the additional options
and rights.

e "Download HD"” to allow the user to download the HD.

o "Contribute”, option by default that allows the user to authorize to give his feedback
(Yes/No) on the documents and to annotate them.

e "See others” allows the recipient to view the others’ feedbacks and annotations.

Use the form to setup the time of the feedback request.

18 ’_ Help = Sign oul

1% elp >m » Caption

Feedback
Comments Yo e asked

Jennifer : Mice picturel

= Send my feedback

- 19 * 20 o
sl
o Y o

The List Manager allows to setup and operate lists of recipients for the Push and Feedback
requests. On the left of the Push window, select the List Manager to get an access to the
features.
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