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Signing Up




Signing Up on the Media Library

Users who wish to upload files will need to register as contributors.

For a quick overview of how to register on the system and upload files, you can view a video tutorial
here.
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https://multimedia.paho.org/en/preview/275068

How to Sign Up

Click on the ‘Sign up’ link at the top of the homepage

=\ Pan American

) Health ‘ Multimedia library
&/ Organization

Q. Search

Galleries

Sign in

Sign up
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Click here



https://multimedia.paho.org/en

How to Sign Up |

Sign up as a client to use lightboxes and apply for download rights.
Sign up as a contributor to upload and manage files.

Client Contributor ‘_\
Select the ‘Contributor’ option

Staff member

02 On the sign up page, select the ‘Contributor’ ... ..
option and complete all the fields as shown:

First name Last name
‘ | John 4 Smith "
Password Confirm password

...... I ] @ ITTTTY] I (] @
Company Position

N |

Apply for download rights
O No Yes

c\?
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How to Sign Up

03 Once you've signed up, a media library administrator will need to approve and activate
your account. You'll see a screen like this:

If your application is approved, an email will be sent to you at
_youremail@xxxx.com confirming your registration details.
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Uploading Files

Once your account has been approved, you will receive an emaill like this with a link to activate

your account.

LightRocket

Enterprise

\ Pan American
i Health
7 Organization

You have successfully registered on the PAHO's Multimedia Library.

Please click on the activation link below to confirm your registration details. You'll then be able to sign-in and
upload files to the system®.

https:/imultimedia.paho.orglfactivate?id=217&code=16650edB859bcT35c551 58577328247 70c69ccy

Please take note of the following guidelines before submitting files,

All files uploaded to the media library must be annotated with relevant contextual information, added to the
following fields:

* DESCRIPTION - Add a short description explaining the who, the what and the why of the image(s) you
are submitting.

» COUNTRY/LOCATION - Add the country/province/city where the images were created. Country is the
minimum requirement,

+ CREDIT - Add your name or the name of the creator of the image.

+ DATE CREATED - Check date created info is present. This information should be added automatically.

For detailed explanations of how to upload and annotate files, we recommend you take a look at the following
short video tutorials:

+ UPLOADING - hitps./multimedia.paho.orglen/preview/275068
* ANNOTATING FILES - hitps://multimedia.paho.org/en/preview/275069

If you have any questions you can contact the multimedia library manager at multimedia@paho.org.

We look forward to seeing your files in the system.

* NOTE - If your email software does not support hyperlinks in the body of the message, copy and paste the
URL below into the address line of your Web browser.




Uploading Files

Click on the link to activate your account.

S\ Pan American

, i) Health ‘ Multimedia library
&/ Organization

Q  Search

Account activated

{
‘\ You account has been activated. You can now sign in.
\
\
\\
\ L ] L 3
Secaaaa - Sign 1n .
N
o
Email address
And sign in :
]
Password
h ©

Forgot your password?
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Uploading Files

Once signed in, browse to the Manage Archive page by clicking on ‘Account’ as shown here:

S\ Pan American

i) Health ‘ Multimedia library Q Search Galleries Account

‘1-'_.‘ “o\. " -
La Orgamzatlon After signing in, click on ‘Account’ and browse to ‘Manage Archive'.

Manage archive

& Lightboxes I
B & My downloads

& Account settings

Sign out

PAHO Multimedia library

Welcome to the Pan American Health Organization multimedia
library. Find photos, videos and more and request to download.

Galleries
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Uploading Files

Follow the new users’ tour to get an overview of how to upload and manage files in the media library:

Welcome to the Pan American
Health Organization -
PAHO/WHO Media Archive

Here's a tour to help you get started with
Pan American Health Organization -
PAHOMHO,

Note that all our tours are available by
clicking on the help icon in the bottom right
comer of your screen.
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Uploading Files
Or ‘End Tour’ and click directly on the ‘Upload’ button as shown below:

I T  Searching in salacted folder Act o Sor - IF Folder Editor o«

R Dalote i

_
ST

i

S
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Uploading Files

Browse to and select the files you wish to upload (note you can only select files and not folders).
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Uploading Files
Click ‘Open’ and monitor your upload in the upload panel.

a o tions - - 7 File Uploader

et MNone Add To Gallery Borve

Motifications [

Failpg

Upload files to My Files"or  Choose lolder

DSCO00362. PG

513 me

DSC00361.JPG

514 MB N

DSC00360.JPG

541 M

DECO0359.JPG

&.35 Mo

DECO0358.JPG

&.13 ME R

B S S
6.20 Mbit's 00:00:27 2351 % B.62 MB f 28.15 MB

S
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Uploading Files
As uploads complete you will see temporary ‘click to view’ links appear (and disappear) in the left panel.

fected folder a o : File Uploader

Salect All Select Currant Page Salact None Add To Gallary Move
Notitications [

Upload files to "My Files”or Choose lolder

This motification indicates the number of
files successiuly uploaded, Chck on it 1o revidw
your completed uploads.

As Nles are uploaded, ‘click 1o view' links will appear and
disappear in the manage archive panel here

The file DSCH359.PG has been added lo you archive successiully.
Click hore to view it

The file DSCHIIE0JPG has been added 1o you archive successiully,
Click here to view it

The file DSC0)358.JPG has been added 1o you archive successiully.
Click hare to view It

0 fes in "My Files®
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Uploading Files

Click on the ‘Uploaded’ panel to see your completed uploads. Click the magnifying glass icon beside
each upload to see your newly uploaded files.

T Basarching in selected folder Q -] Actions = Sort = IF File Uploader

Salact Al Selec! Currgnt Pacgs: SElec! Mond Add To Gallery it -
g P Notifications [

Failod

L I (= 1 it qQ

- 513MB \
= ] Click on the magnifying glass
oon bo view nowly uploaded filkes,

I;';?,Eﬁﬁnxmrmmmﬁ.wm;“"ﬂﬂ Groen tick indicates ona of the recommandad file which are displayed in the left pane
submit s 1 he modia library, ol those liokds/ info felds (in this case ‘date created’) is complete

kcons should show as complsted, namely credit!
copyright, description, 1ags, location info.
Complhetod Telds will show as grean ticks. If you
used a third party application o completa thesa
fields prior 1o upload, the data will be displayed
et dundd thar iconss will ba replaced by graen
ficks. Sea our ‘Fila Info Tutonal® for mone info on
rpcommindid Tl inlo and how 19 Complete
thasa fialds

DSCO0358.JPG
Q
File count for the
il 6.13MB

folder baing viewed. Click on this icon

This lells you which lolder 10 AOCRSS our hulorials

YOU are \'il:.m'ing My Files®
1S your root foldear

—
4 -

My Files 5 files in "My Files®

b

S
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Guidelines for Editing
Required File Information

%
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Guidelines for Editing Required File Information

When you upload to the media library it's important all your files are accompanied by
some basic contextual information.

For most image and video files this means you'll need to add information to the following
fields:

Description
Tags
g

@ Location (at least a country)

Credit and Copyright

@ Date created (this is usually added automatically)

ightRocket Enterprise



Guidelines for Editing Required File Information

If you add this information in a third party tool like Lightroom, Bridge, or Photoshop the
information will be displayed in the corresponding fields in the media library.

If you haven't already added this information you can do so directly in the media library.

For a detailed explanation of file information management we recommend viewing this
short video tutorial.
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https://multimedia.paho.org/en/preview/275069

How to Add and Edit File Information

1. Click the ‘folder’ icon to browse to the content you wish to edit and select one or more
files to edit.

Ciick on this search fiiter 5 - o= |F Folder Editor o

Rerama  Daeleles  :

v = My Files
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How to Add and Edit File Information

2. Click the ‘File Info Editor’ icon and complete the recommended fields that correspond to the
icons/ticks under the thumbnails.

Actions+»  Se-= T Flle info Editor

Enter a genoral description
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How to Add and Edit File Information

Click the orange ‘View Selected’ button to see a large preview of the image.
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Thank you
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