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INSIGHT ARCHITECTURE

Insight has a dynamic multi-tier architecture built on the client-server model which allows it
to adapt to an institution’s needs and requirements.

Figure 1: Insight Component Diagram
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Insight’s components are as follow:

User Manager: The Insight User Manager functions as a single point of entry for all Insight
Collections and Personal Insight Managers. It consolidates the functions of Authentication
and Authorization for all shared resources within Insight. The User Manager can integrate
within an existing security infrastructure if an institution already has a single sign-on
solution in place. The User Manager also provides access to resources such as shared
folders and groups.

Collection Manager: The Insight Collection Manager provides a common interface
between client requests and the underlying data repository. Each Collection Manager may
contain multiple collections and Virtual Collections of consistent or heterogeneous
structures. The Collection Manager also functions as a broker between the clients (the
Insight Java Client, Inscribe data editor, and XML Gateway) and the underlying database,
coordinating search requests, and data updates. With Insight’s data import and
management tools, the Collection Manager can leverage virtually any data source.




Personal Insight Manager: The Personal Insight Manager is a specialized version of the
Collection Manager which supports the creation of Personal Collections with the Insight Java
Client.

Media Manager: The Insight Media Manager is built around a basic JSP Server, and
manages access to Insight’s media content. The Media Manager supports direct upload of
processed content and also manages access to the JPEG2000 wavelet images that power
Insight’s Image Workspace. Finally, the Media Manager supports an optional ticket based
authentication system to ensure authorized access for Insight applications to images and
multimedia.

Browser & Java Clients: The Browser and Java Clients represent the core of Insight.
They provide the end-user interface for searching, viewing, and managing Images, Audio,
Video, and other Multimedia. The clients provide unique tools to interact with visual
content. The Insight Clients offer two environments for interacting with visual content: a
Group Workspace and an Image/Media Workspace. Together, these facilitate simple,
elegant interactions with an institution’s media assets. The Group Workspace allows a user
to interact with content in aggregate- to search, manage, and organize images and media-
while the Image Workspace allows a user to view images at high resolution, compare
multiple images side-by-side, and interact with visual media.

Inscribe® Data Editor: The Inscribe Data Editor is a cataloging tool which has been
designed to support all of an Institution’s cataloging needs. Inscribe comes with built-in
support for controlled vocabularies, date and numeric validation, and complex data
relationships. Inscribe also supports an institution’s workflow requirements by facilitating
the publishing and review processes.

Insight Studio: Insight Studio provides a collection administrator with the tools necessary
to build and manage collections. Insight Studio is a wizard based tool supporting batch
processing of media, batch import of metadata, user management, cataloging template
creation and management, and other basic functions.

Administrator Tools: The Insight Administrator Tools allow a collection administrator to
dynamically manage collections. Components include tools for batch media processing, user
and resource management, data indexing, and configuring of the search and user interface.

JPEG2000 Wavelet Encoder: The Insight Administrator Tools and Insight Studio is paired
with a JPEG2000 Wavelet Encoder. Wavelet encoded images increase speed and
performance when accessing large images.

XML Gateway: The XML Gateway provides a web-services based interface for searching
and retrieves content stored within Insight collections. The XML Gateway is middleware
which allows backend interaction between Insight and other XML aware applications.




Managing Users and Accessing
Collections

This chapter discusses how to grant different levels of access privileges to various Insight
users. Managing these privileges is done within Insight Studio and the Insight Administrator
Tools.

GRANTING ACCESS TO INSIGHT STUDIO

By default, when a new Insight system is installed, the administrator account created during
installation is granted access privileges to Insight Studio and the Insight Administrator
Tools.

The next section discusses how to give access to other types of users.

Enabling Insight Studio Access to a Collection Manager

1. Open Insight Administrator Tools.

2. Connect to the Collection Manager you want to grant access to by right-clicking
(control-click on the Mac) on the Collection Manager name and selecting Connect.

& Control Panel - Main :

(1 Console Root

=2 User Managers

=+ & Collection Managers
guick start collection manager

Connect

Disconnect
Edit
Remove

3. Select Server Settings, right-click on Admin Accounts, and click New.

g Control Panel - Main

[ Console Root
=¥ User Managers
=+ i Collection Managers
= E,' quick start collection manager {lunaadmin)

Catalog Templates
Collection Settings
Server Settings

8| Admin Accounts
(1 Profiles
1 Inscribe Profile P
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4. Enter the Username and Password you wish to add and select Insight Studio
Access. If you would also like to grant access to delete collections, select Insight
Studio Collection Delete, and click Save.

B Edit Admin Account -

Username: |F'at |

Passwaord: |**‘* |

Server Admin Permissions: [_] Read
[ Edit
[ Add
[C] Delete
|Z] Collection Editor

[v] Insight Studio Access

[CT'Insight Studio Collection Delete

Account Admin Permissions: D Read
[ Edit
[C] el

[ Delete

‘ Save ‘ | Cancel

Adding a User to the User Manager

Once the Administrator User has the appropriate permissions in the Collection Manager,
you must confirm that there is a matching user in the User Manager.

To confirm that the user is defined in the User Manager:
1. Open Insight Administrator Tools.

2. Connect to your User Manager by right-clicking on the User Manager name and
selecting Connect.

3. Select Users and look for a matching user name.

[ Control Panel - Mair

1 Console Root UserMame | Password

B =2 User Managers lunaadmin  [admin [
=+ [ quick start UM (unaadr]
23 Admin Accounts
| Users |
[Z3 user Groups
[Z3 user Shares
[ Collections
1 Image Group Files

4. If you do not find a matching Username for your Administrative User, add one by
right-clicking on Users and click New.




5. Enter the same Username and Password that match the Administrative User in the
Collection Manager followed by a First Name and Last Name.

B Edit Used - HE=EBR
L ['nal
Passward: |IL'.'m
First name: | 73

Lastnama:  [Dng

Drganizatior: |_Lu||a Iirs&ping Ine
E-mait |ndnessiuna-imp com]
Phane: [
hibdress: |
City: [
s |
Postal codec |
Countr |

faitatie Athertication Groups Assigned Authentication Groups
e =]

6. Insight Studio only verifies a valid Username and Password during login, so you do
not need to assign Authentication Groups. Click Save.

Enabling Insight Studio Access to a User Manager

1. Open Insight Administrator Tools.

2. Connect to your User Manager by right-clicking on the user manager name and
selecting Connect.

& Control Panel - Main

1 Console Root
=¥ User Managers

N quick start UM

i) Collection MalifRaae,
(L, yuick sta

(L, quick sta

Disconnect
Edit
Remove

3. Right-click on Admin Accounts and click New.




H Control Panel - Main
(] Console Root Admin Mame Created
= User Managers lunaadmin [wed 15 Dec 2004 12:00:00 |
=+ [ quick start UM {lunaadmin)

| Admin Accounts

(3 users New...
(21 user Groups

4. Enter the user you wish to add and select Insight Studio Access. If you would
also like to grant access to delete collections, select Insight Studio Collection
Delete and click Save.

B Edit Admin Account

Username: |pat |

Password: |"""* |

Server Admin Permissions: [ Read
[ Edit
[ Add
[ Delete

[¥] Insight Studio Access|

[Z] Insight Studio Collection Delete

Account Admin Permissions: [_| Read
[ Edit
[ Add

[C] Delete

Save | | Cancel |

You must have access to a collection through Insight Studio to
manage user access to that collection.

INSIGHT STUDIO USER MANAGEMENT

Once a collection is created in Insight Studio, you can manage access to that collection and
create "shares" (network shared work areas) for other users to access your collection.

Insight Studio only allows you to perform user management for the collection
you are currently working in. More advanced user management, such as
multi-collection access and collection profile management will be discussed
later.




Insight User Management Concepts

To manage Insight users, you will need to be familiar with the following concepts: user,
user group, and profile. The following diagram illustrates the relationship between these
concepts:

User Manager Collection Manager

Q .,l :| | Network  ——

user User
Group Group

FProfile

Collection

User: An Insight user as defined in the User Manager

User group: Made up of a Group Name and Access Key (Code Key). These two elements
control access between a User Manager and a Collection Manager.

For example: A User Group and Access Key on the User Manager
"MyUserGroup/MyAccessKey" must have a matching User Group and Access Key on the
Collection Manager or users belonging to either User Group will be denied access to the
Collection.

Profile: Sets the level of privileges available to a user for a collection

Managing Users

Log on to Insight Studio and select your collection. Select Manage User Access in the

Task Menu.
Manage User Access
@ (User Manager)

Adding a User

1. Click Add.

2. Fill in the form (minimum requirements: Log-in Name, First Name, Last Name,
and Password) and click OK.
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Assigning a User to a User Group

There are two ways to do this:

1. Select Manage User Access from the Insight Studio Task Menu. Select Users
from the Access Type menu, then select the user from the User Name list in the
right panel and click Properties.

a. Select the Member Of tab.

b. Click Add.

c. Select the User Group you would like to assign.
d. Click OK.

11



e. Click OK again in the User Properties panel.
f. You will be asked to save the changes. Click Yes.

2. Select Manage User Access from the Insight Studio Task Menu. Select User
Groups from the Access Type menu, then select the User Group from the User
Groups list in the right panel and click Properties.

Membars:

ﬂ lunasdmin
I 4

Select Usars from st

[ Usar Hame
ﬂ doe (ohn Doep

S Sl

Select the Members tab.

Click Add.

Select the user or users you would like to add.
Click OK.

Click OK again in the Group Properties panel.
You will be asked to save the changes. Click Yes.

moao T

Adding a User Group

To add a User Group, you will need to add it to both the User Manager and the
Collection Manager.

In the Insight Studio Task Menu, you will need to add the User Group using both the
Manage User Access and the Manage Collection Access tools.

Manage User Access
@ (User Manager)

banage Collection Access

(Collection Manager)
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Adding a User Group with the Manage User Access Tool

1.

Log on to Insight Studio and select the collection you would like to add a
User Group to.

Click Manage User Access in the Insight Studio Task Menu.

Select User Groups in the Access Type panel.

[ B swvdo-pema i
fle Task Window Help
Accrss & Poanissions
e e T S— x
Accoss Type: Type hbembers:
| I | Genaral r Membors
5505 |
Shites g Dermo-1-Adm
& roosrauLT Groisp Name: [Demo-Fublic

Display Nasre:

Arccess Key: TTFER

Dz cripticn;

i Add &
Click Add.

Enter a Group Name and Access Key (Code Key). Optionally, you can
add a Description and a Display Name. A Display Name will show in the
collection selection panel of Insight and Inscribe. This is not recommended
for public display.

Click OK.

Click Yes in the confirmation window.

Adding a User Group with the Manage Collection Access Tool

1.

Log on to Insight Studio and select the collection you would like to add a
User Group to.

Click Manage Collection Access in the Insight Studio Task Menu.

13



Default Profile Privileges

Click New.

Enter the Group Name and Access Key (Code Key).

Select a Profile (see details below.)

Click OK.

Click Yes to apply your edits locally.

Save Delete Max Max Export | Edit Edit Edit Multi-

Collection | Collection | Image Presentation | HTML | Annotations | Multi- Page

Level Level Export Export & Links View Documents

Media Media Resolution | Screen Images

Groups Groups in Pixels Resolution
Admin YES YES <24576 1600 x 1200 | YES YES YES YES
Editor YES YES <24576 1600 x 1200 | YES YES YES YES
Cataloger NO NO <24576 1600 x 1200 | YES YES YES YES
General NO NO <3072 1280 x 960 YES NO NO NO
Restricted NO NO <96 None NO NO NO NO

14




Default Inscribe Profile Privileges

Approval | Read | Write | Delete | Map Between Map Records to
Level Records Media

Admin 6 | Yes Yes Yes Yes Yes

Editor 5| Yes | Yes | Yes Yes Yes

Cataloger 4 | Yes Yes Yes Yes Yes

General 0[No | No [No No No

Restricted 0 | No No No No No

When a user has multiple collections open in the Insight Java Client,
the more restrictive permission for each privilege ALWAYS takes
precedence.

Creating New Profiles Using the Insight Administrator Tools

Collection Profiles allow you to control the type of privileges a group of users may be
granted within a collection.

To create a new profile:

1. Open Insight Administrator Tools and connect to the Collection Manager you want
to create a new profile for.

2. Select Server Settings and then Profiles.

3. Right-click on the collection you would like to add the new profile to and
click New.

= Server Settings
1 Admin Accounts
= ] Profiles

I Editing Profile

Display Name: | |

[ Allow user to save a group
= Allow user to delete a group

5PS Number
up to 24576 pixels ¥ Maximum export resolution
1600 X 1200 ¥

up to 24576 pixels ¥

Maximum export presentation resolution
Allow editing of Yirtual Collections
Mazximum viewable resolution

Allow exporting of HTML files

Allow editing of image links

Allow editing of multi-views

Allow editing of multi-page documents

DDDDHD

Cancel

Save ||
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e Display Name - Provide a name for the profile.

e Allow user to save a group - Select this box to enable a user to create and save a
collection-level group (that everyone can access).

Note: This privilege should only be granted to collection owners and is not intended for General-Access
profiles.

o Allow user to delete a group - Select this box to enable a user to delete a
collection-level group.

Note: This privilege should only be granted to collection owners and is not intended for General-Access
profiles.

e SPS Number - The Storage Path Segment (SPS) refers to the machine on which
the images accessed in Insight reside. This is a partial URL to the media files
stored on the image server. Generally, set this number to 1. For more
information on how this number is used, see the Administrative Guide.

e Maximum export resolution — Defines the maximum resolution that will be
available for exporting by a user with the associated profile.

e Maximum export presentation resolution - Defines the maximum presentation
resolution that will be presented to a user with the associated profile.

e Allow Editing of Virtual Collections — Grants the right to edit Virtual Collection
content from within the Insight client.

e Maximum viewable resolution — Limits the maximum resolution (within the
available SPS range) for images when viewed using Insight.

o Allow exporting of HTML files — Enables the option Export as HTML in the print
menu of the Insight Java Client.

¢ Allow editing of image links — Provides the right to edit image links (annotations,
linked media, Web links).

o Allow editing of multi-views — Provides the right to create, edit, and delete multi-
view images.

e Allow editing of multi-page documents — In version 3.5 or higher, provides the
right to create, edit, and delete multi-page documents.

Once you have saved this profile, you will be able to select it in Insight Studio.

Inscribe Profile Privileges

After you create a new profile, you can enhance its privileges for Inscribe access.

Open Insight Administrator Tools.

Connect to the desired Collection Manager.

Select Server Settings and then Inscribe Profile Privileges.

Select the collection and double-click on the profile you would like to edit. Make
any changes to the profile’s approval level and permissions.

PP
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e InScribe Approval Level — The most restrictive privilege is O and the least
restrictive is 6. A level 6 approval is usually given to a system administrator or
high-level cataloger.

e InScribe Permissions — This is where permissions may be enabled for performing
the following tasks:

--Read, edit, add, or delete fields and records within Inscribe

--Perform record-to-record or record-to-media mapping

Insight Shares

Insight Shares act as network folders where users can store and access media groups,
annotations, and web links.

Shares can be assigned to individuals or to multiple users. A user may have read-only,
read/write, or read/write/delete privileges within shares.

If a user creates a group of images in a share, the user will be able to delete
that item from the share regardless of the user’s privilege to delete. The delete
privilege allows a user to delete items from a share regardless of who created
the item.
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Adding a Share with the Manage User Access Tool

Select Manager User Access from the Insight Studio Task Menu.
Select Shares in the Access Type panel.

Click Add.

Enter a Share Name and click OK. Verify by clicking Yes.

PONE

5. Select the share and click Properties.

6. Select the Share Access tab.

a. Click Add.
b. Select the individuals who should have access.
c. Click OK.

7. Select the appropriate Write/Delete/Create Folders privileges.

A user with share access automatically has read
privileges. The Create Folders privilege allows a user to
create subfolders within the share directory.

18



8. Click OK.

9. Click Yes in the confirmation window.

MULTI-COLLECTION ACCESS

Insight can easily grant access to remote collections. This section describes how to grant
access to multiple collections.

As the following diagram illustrates, a user can be assigned to many User Groups. Each User
Manager User Group Name and Access Key (Code Key) must have a matching Collection
Manager User Group Name and Access Key (Code Key) for the collection being accessed.

User Manager Collection Manager

Network —-

User
Group1

Collection Manager

Nework ——»{ ——gh——>

User Pfila
User Group2
Group?2

Collection Manager

Network =1

User Profile
User Group3
Group3

Collection3

Once you have added your Group Name and Access Key (Code Key) to the User Manager,
either through Studio or the Administrator Tools, you will need to use the Insight
Administrator Tools to grant access to users.

1. Open Insight Administrator Tools. Connect to the User Manager by right-
clicking on the manager name and selecting Connect.

2. Select the Users folder on the User Manager.

[ Admin Accounts

) Users |

= ['E guick start UM {lunaadmin)
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3. Select and edit the user you wish to grant access to by double-clicking
on the user.

.
]

4. Select any of the user groups in the Available Authentication Groups
panel that you would like this user to be a member of and move them to the
Assigned Authentication Groups panel.

5. Click Save.

Creating a Catalog Template

This chapter will describe how to build a catalog template using Insight Studio.

20



Common terms

Catalog Template
A catalog template is the metadata schema that represents the way that data is organized

within a collection. A catalog template consists of a set of fields or groups of fields that
represent one complete record.

Field

Fields are the lowest-level building blocks of a data structure. Each field represents one
unique section of data. Fields can be categorized as Numeric, Short Text, Long Text, Date,
or Required. Multiple fields can be combined to create Field Groups.

Field Group

Field Groups represent groups of fields organized for display and for data entry, as a way to
organize common content.

Independent Records (An Authority record)

Independent Records should be used when data fields are related more to each other than
the main (object) record. For example, a single creator record may be created to describe
an individual artist (e.g. Pablo Picasso, 1881-1973), but it will be linked to multiple Work
Records representing works by Picasso. The independent record enables catalogers to
access and manage this information separately from the object record (accessible from the
File | Open Record menu option in Inscribe).

Figure 2: Independent Record Diagram

Work 1: Les Creator Name: Pablo Picasso
Demoiselles d’Avignon Creator Dates: 1881-1973

Work 2: Blue Boy

In the example above, both Work Records (Work 1 and Work 2) link to the same creator
information (Creator 1). If the Creator Record is updated, both records will share the
updated data.

Dependent Records

Dependent Records duplicate data and are merged into the parent record (in many cases,
this is the base record). A metadata architect might use dependent records for something
like a Work Title where a unique title needs to be created for each object instead of linking
each record to a unique title. Dependent Records can also be used to allow a field to
repeat. Dependent records are not displayed in the form selection list in the File | Open
Record of Inscribe.
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Figure 2: Dependent Record Diagram

Main Work Record

Work Title:

Work Title:

Work Title Type:

Waork Title Hotes:

Work Title:

Work Title Type:

Work Title Hotes:

Controlled Vocabularies

Work Title Type:

Les Demoiselles d’Avignon
Primary

Work Title:

Work Title Type:

Young ladies of Avignon
Title Translation

—
Les Demoselles de Avignon

Primary

—|
Young ladies of Avignon

Title Translation

Controlled vocabularies are a special type of independent record. Like independent records,
they maintain unique values, but can only contain one field. Like dependent records within

Inscribe they do not show up in the File | Open Record menu.

Catalog Template Tools

“E= \
MEw

add a name, description, and reference URL for your collection.

ol
-

EpIT

Add a new template: this will open the Catalog Template Properties page, where you can

T Edit a template: this will open the Catalog Template Properties page, where you can adjust
the template name, description, and reference URL.

DELETE

|MPORT

later import the associated XML file to the templates list.

T Delete a template: you must delete all collections that use this template before deleting it.

Import a template: if you have exported a catalog template from Insight Studio, you may
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ExPoRT

Export a template: by selecting a template from the list and clicking this icon, you can
export the template’s properties to a location on your file server and later use this template in Insight
Studio.

ViEw

View template extended detail: this will open the Catalog Template Summary window,
showing detailed information about the selected template.

You may view, edit, export, or delete any template in the list by right-clicking on it. You may add or
import a template by right-clicking on the blank area of the Templates panel.

CREATING A FLAT CATALOG TEMPLATE

A flat catalog template is a metadata schema that does not have any relational data. An
example of flat metadata is a single table in a database or a single spreadsheet of data. A
flat catalog template may be needed if you would like to limit repeating fields.

Fd Microsoft Excel - Flat_data.xls

J@ File Edit Wiew Insert Format Tools Data Window Help

J frial Bl

RNy

—

DEHLGRY [ BB I o
G

(5]
A B ¢ | D | E | F |
ObjectlD Author Date Short Title Publisher Type
431 Andrews, AH. 1875 Andrews Eight It Chicago: A H. Globe
444 Betts, John 1852 Betts's New Por London: John 1Globe
1131 Robert Sayer a 1776 Cover: American London: Sayer Covers

1258 American Publi 1886 Rarnbles Throug Hartford: Amer Garne

1674 Blum, George 41896 Cover: California San Francisco Covers

4353 Watson, Gaylo 1874 Cover: YWestern Mew York: GaiCovers

22472 Andreas, A T, 1874 Park Place Hote Chicago: AT, |View

2261 Andreas, A T, 1874 (Fartraits of) Ear Chicaga: AT, Wiew

24489 Chicago, Rock 1885 Text Page: Chic Chicago: Cam Text Page
25828 (Rumsey, Davic2002 Lake Tahoe mag (San Francisci Separate Map

EREEEEEEEE

—

1. After logging into Insight Studio, select the Collection Manager you’'d like to use and
double-click Manage Catalog Templates.
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Insight Studio

insight’ Studio"5-5

Select a collection to edit; use ‘Create’ commands to
erform associated function:

[ quick start collection manager
Create Mew Collection
Manage Catalog Templates

Select collection to open and
click 'select’

luna imaging, inc.
www.lunaimaging.com

@zo05 all rights reserved.

+5.50(08] 26 Auqust2005

2. Review the summary and click Next to proceed.

Il 1nsight Studio :: Dublin Core
File Task Window Help

=

Catalog Templates

=10l x|

I l:'“ Help E‘

Select or manage templates

There are three oplions in the
Catalog Templates section

Select a template from the list below.
1. gelect an existing template

Additional Information:

http:ifwanw. dublincore.org

Templates: Deseription: fram the list oftemplates.
Dublin Core 2. Editthe properties of an
existing ternplate using the
Edit button
Created: 7/20/0512:00 PM

3. Create 3 new template by

clicking the Create a new
template butlon below the
Templates list pane,

Dependent collections: Mo collections use this template

“visual Resource

The icon huttons beneath the

Sirmple Labels Templates list pane allow you
WRA 1o manage your templates.

WRAZ Huld the mouse cursor over a
wacab test button to view the action itwill

perfarm:

1. Clicking the View template
extended detail button
displays a report window that
will allow you to view, print,
and save your template
infarmation to the file systerm
as aweh page.

2. The Create a new template
hutton creates a new template
and advances you {0 the
Catalog Templats Fropeties
panel

|

Cancel |

3. Click the button in the Templates panel or right-click on the white space of
the panel and select Create Template to create a new template. Enter a Template
Name, and optionally, a Brief Description and Reference URL. Select [Custom] in
the "Base template on" field to create a template from scratch. Select whether or
not this template can be used for Personal Collections.
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1l tnsight Studio :: New Template-1 (Unpublished)

Cataloyg Template Properties

Edit Template Properties

1. Enter a name for your
Catalog Ternplate.

Mew Ternplate-1
2. Ifyouwould like to base this
new template on an existing
[Custort] h template, select the base
Catalog Template.

IFyouwould like to create a
new, custom template, leawve
Base Catalog Template on
[Custom].

3. Enter a Brief Description
(optional}

4. Enterthe Reference URL
wihere more infarmation may
be found aboutthis template
(optionaly

5. Ifthis new Cataloy
Template i for Personal
Collections, check the hox
next to Allow this template to
be used for Personal
Collections.

6. Click Next to continue ta the
next step.

Click Next to proceed.

Click the icon to add new fields. Enter a Field Name and
choose an appropriate Field Type (see page 34).

Do not create any Field Groups for a flat catalog template.

Il nsight Studio :: Visual Resource

[ [ [ Tomplate properties || Fielus&Growps | [ |

Field & Field Group Properties W
1. Selectthe Primary Field
Group and specify properties
By default, the primary field
group inherits the name of the
template. Change the Field
Group Name, if desired

[ mm Mappings Selectthe Field Groups

Display option for display in

et

2.When creating or editing a
Field, use the Field Settings
panel to adjust General
properties, Insight properties,
and Inscribe properties. You
can also et Mappings to
other field's standards for
cross-collection searching

hittp:fhinieie | LR Eirnaging. corn

Drag and drop fields and field
groups to define the structure
ofthe Catalog template or use
the icons beneath Template
Structure to create, delete,
and move fields and field
Groups.

Display order is dictated by an
itemn's placerment in the tree

3. Click Mext'to proceed
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Il1nsight Studio :: Visual Resource o [=]E]
File Task Window Help

= Template Properties Fields & Growps || | | ‘ (LD
Field & Field Group Properties Defining your template
1. Selectthe Primary Field

Group and specify properties,

Modify the structure of your catalog template. By default, the primary field
group inherits the name of the
Template Structure Field Settings template. Change the Field

Group Name, if desired.

1 New Field Group fGeneraI f’lnslgm rlnscrihe r Mappings ‘ Selectthe Field Groups
Display aption for display in
= New Field Field Name: OhJEcHD\ Insight
Field Type: ’— 2. When creating or editing a
EI EI e Custonite:) ¥ || Field, use the Field Settings
panel to adjust General
properties, Insight properies,
and Inscribe properties. You
= Creator can also set Mappings to

e el
= Title g

= Description

Description URL: | .
2 Simple Labels hittp: /e | iR EiPAGING. C O

Drag and drop fields and fiald
groups 10 define the structure
ofthe Catalog template or use
the icons beneath Template
Structure to create, delete,
and rove fields and field
Groups.

Display order is dictated by an
itemn's placerment in the tree

3. Click Mext'to proceed

‘ Back MNext Cancel |

Fress F1for heln,

6. To perform cross-collection searches, you will be required to format your custom
fields to the CDWA standard. Select a field from the Template Structure panel and
click the Mappings tab in the Field Settings panel. Scroll through the list of
available fields in the CDWA standard and choose the appropriate field to map to the
field in your own template. Once you have completed your mappings, click Next to
proceed.

Modify the structure of your catalog template.

Template Structure Field Settings
| @ New Field Group | (General rlnsight rlnscrihe rMappings
| =2 New Field | Map fields to: |CDWA -
E E O sTATE
@ Simple Lakels [ STYLESIPERIODS! GROUPSIMOYVEMENTS
=) BRI [ SUBJECT IDENTIFICATION
= Creator
= Date O SUBJECT MATTER
=1 il [ SUBJECT MATTER-DESCRIFTION

= Description

O SUBJECT MATTER-DESCRIPTION-INDEXING TERMS

O SUBJECT MATTER-IDENTIFICATION-INDEX TERMS

O SUBJECT MATTER-INTERFRETATION-INDEXING TERMS
TITLES OR MNAMES

Mapping Preview
Standard Mame Standard Field Name
COWA TITLES OR NAMES

7. Select four fields for Labels and Sort Order. The fields selected for Labels will
appear in the Group Workspace in Insight. Media in Insight will be sorted based on
the fields selected for Sort Order. Click Next to proceed.
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2l1nsight Studio :: Yisual Resource (Unpublished)

Template Thumbnail Label & Sort Ors Defining Label & Sort Fields

1. Selectthe four Thurnbnail
Labels you wish to appear
heneath each media item.

Thumbnail labels provide a briel
textual reference to a media itern.

2. Selectthe four Sort Order
fields. To sort your collection’s
content by a single field, simply
repeat the same field for each
level ofthe sort order.

3. Click OK to define your Quick
Search Fislts locally and return
10 the Task Menu

=]
=
4

4. Inthe collection edit mode, use
File -= Save collection seftings
{Ctrl-83 to commit changes to the
ELI

=]
=
4

Press F1 for additional help.

8. Select Quick Search Fields. The fields selected will be the searchable fields that
are immediately available in Insight when search is selected. Click Next to proceed.

1l insight Studio : Flat Template == x|

[ < | | Fosacows || LobeidSortrieds ||  Qucksearcn | | [x]

Quick Search Fields Defining Quick Search Fields

1. Check the fields from
Searchable Fields that you would
like to appear immediately when
search is selected

2 The Search List Preview

O creation Date dizplays the fields which have
been selected. Fields will appear

Creator in alphabetical order when

O Description showen in Insight

[ identifier 3. Click Next 1o review your
Subject Cataloging Template settings,
before publishing your custam
[ Title template

Press F1 for additional help.

9. Review all catalog template settings and click Publish Template to save your new
catalog template to the Collection Manager server. Once a catalog template has been
published, it will be available for use when creating a new collection.
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1lnsight Studio = Flat Template =10l ]

File Window Help

| Labet s Sort Fiets Quick Search Publish Template =] | =D
Template Review & Confirmation Reviewing Template Settings

1. Prior to publishing your
C: ing Template, review your
This is your chance to review your template settings. To create your template, select ‘Publish = settings using the panel to the

Template'. To modify your choices, select 'Back’ or use the scroll menu above to return to left
the configuration panels.

2. 0Once you have confirmed your
settings, click Publish Template

Flat Template tn publish your new template to
Catalog Template Summary - Monday, August 29, 2005 the server.
Property Value Afteryour ternplate has heen
Template Name Flat Template successiully published to the
. — server, you will be returned to the
Creation Date Monday, April 4, 2005 6:23:15 PM Cataloging Template selection
Description: panel
Brief Description an example of 3 flat catalog template
Available for Personal no
Collections

Collections Using Flat Tomplato
Mo collections use this template

Template Elements: Fiat Tomplate ‘
1

Press F1 for additional help

| o ||

CREATING A CATALOG TEMPLATE WITH RELATIONS

A catalog template with relations will be necessary when fields or a group of fields repeat or
contain multiple values. If your metadata is relational or has an infinite number of repeating
values, you will need to use a catalog template with relations. Below is an example of
relational data.

Pub_List
ObjectD [Author Short_Title Publisher Pub_Date |Pub_Hote _No  [Pub_Type
Andrews, A H Chicaga: AH
431 & Co. Andrews Eight [Andrews & Co 1875 [See note fiell 5517 |Globe
London: John
444 Betts, John Betts's New PolBetts 1852 See note fiel]l 4362 [Globe
Robert Sayer
and John London: Sayer
131 Bennett Cover: Americaand Bennett 1776 |This smallhq 675 |Mational Atlas
American Hartford: American
Publishing Publishing
1258 Company Rambles ThrougCornpany 1886 [See note fiell 3886 |Garne
Blum, George San Francisco:
1574 Y. Cover. Californig Geo. W. Blum 1896  [Early bicyclg 1582  |Guide Book
Watsan, Mew ¥ork
4393 Gaylord Cover Western|Gaylord Watson 1874 [See note fiel] 2539 |Case Map
Chicaga: AH
22472 Andreas, AT, |Park Place HotdAndrews & Co 1874 Special ed. 3034 |State Atlas
Chicago: A.H
22611 Andreas, AT, [(Portraits of) EalAndrews & Co 1874 [Special ed 3034 [State Atlas
Chicaga, Rock
Island and Chicaga:
Pacific Railway Cameron, Ambery
24469 Company Text Page: Chigé& Co. Folds into s§ 5249 |Timetable Map
(San Francisco:
Cartography
Associates and
25028 Rumsey, David [Lake Tahoe ma| Telemorphic, Inc.) 2002 5706 [Separate Map

Note the shaded area in the data containing more than one value: author is Robert Sayer
and author is John Bennett. A record with two authors would be represented with the
following relations:
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Pub_List

ObjectlD |Short_Title Pub_Date |Pub_HNote _No  |Pub_Type
431 Andrews Eight | 1875 |See note fiel] 5517 |Globe

444 Betts's New Po 1852 See note fiell 4362 |Globe

JRE) Cover: America 1776 Thizs small h g7’5 Mational Atlas

1258 Rambles Throu 1886 |See notefiell 3886 |Game

1574 Cover: Californig 1896 |Early bicycld 1592 |Guide Book
4393 Cover: YWestemn 1874 |See note fiel] 2539 |Case Map
22472 Park Place Hot 1874 |Special ed. 3034 |State Atlas
22611 (Fortraits off Eal 1874 |Special ed. 3034 |State Atlas
24469 Text Page: Chicago Rock Ig|Folds into sg 5248 [Timetable Map

255828 Lake Tahoe ma] 2002 5706 |Separate Map
Object ID Author 1D AuthorlD |Author

431 1 1 Andrews, AH. & Co.

444 2 2 Betts, John

1131 3 F———— =5 Robert Sayer

L 1131 4 F——— 4 John Bennett

1258 g ) Arnerican Publishing
16574 5 B Blurn, George W

4393 7 7 Watson, Gaylord
22472 a g Andreas, AT,
22611 g Chicago, Rock |=land and
244639 9 9 Pacific Railway Cormpany
25828 10 10 Rumsey, David

The next example represents the case of data containing repeating fields.

Pub_List
ObhjectlD [Author Short_Title Publisher Pub_Date [Pub_Note _No |Pub_Type
Andreves, AH Chicago: A H
431 £ Co. Andrews Eight [Andrews & Co 1875 See note fiell 5517 |Globe
Londan: John
444 Betts, John Betts's New Po|Betts 1852 See note fiell 4352 |Globe
Robert Sayer
and John London: Sayer
1131 Bennett Cover: Ameticaand Bennett 1776 [This small h a7s MNational Atlas
American Hartford: American
Fublishing Publishing
1258 Caornpany Rarnbles ThroudCompany 1886 See note fiell 3886 |Garme
Blum, George San Francisco:
1674 WY Cover: Californig Geo. W, Blurm 1896 [Early bicycld 1552 |Guide Book
WWatson, Pew ¥ ork:
4393 Gaylord Cover: Western|Gaylord Watson 1874 See note fiell 2539 |Case Map
Chicago: AH.
22472 Andreas, AT, |Park Place HotdAndrews & Cao 1874 [Special ed 3034 |State Atlas
Chicago: AH.
22611 Andreas, AT, |(Porraits of) EqAndrews & Co 1874 [Special ed. 3034 |State Atlas
Chicago, Rock
Island and Chicago
Pacific Railway Cameron, Amberg
24459 Company Text Page: Chigd Co. Folds into 5§ 5249 |Timetable Map
[San Francisco:
Cartography
Associates and
25828 Rumsey, David |Lake Tahoe ma|Telerorphic, Inc.) 2002 5706 |Separate Map

Note the shaded areas representing fields that share the same value. The repeating value
that is shared by multiple records is represented by one record in a separate table
(identified in Insight Studio as a Field Group). The Publisher table on the bottom right would
be a Publisher Field Group in Insight Studio.
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ObjectlD (Short_Title Pub_Date |Pub_Note _No  [Pub_Type
431 Andrews Eight | 1875 See note fiell 8517 |Globe
444 Betts's Mew Po 1852 See note fiel| 4362 |Globe

1131 Cover. America 1776 |Thissmallhy 875  |Mational Atlas
1250 Rambles Throu 1006 See note fiell 3806 |Game

1574 Cowver: Californid 1896 [Early bicycld 1592 [Guide Book
4353 Cover. Western| 1874 [See note fiel] 2539  [Case Map
22472 Park Place Haot 1874 |Special ed. 3034 |State Atlas
22611 (Portraits of) Ea| 1874 [Special ed. 3034  |State Atlas
24469 Text Page: Chicago Rock |s|Faolds into 5§ 5248 |Timetable Map

25525 Lake Tahoe ma] 2002 5708 |Separate Map
Publisher
Object ID PublisherlD D Puhllshgr Country State City .
Chicagn: AH. Andrews |United hinneapoli
431 1 1 & Co. States  |Minnesota|s
444 2 7 |London: Jhn Bets
1131 3 Londaon: Sayer and United
1258 4 3 Bennett States
1574 5 Hartford: American United
4393 5] 4 Fuhlishing Company | States
20472 1 San Francisco: Geo. W,
—29E 11 1 g Blum California
Mew York: Gaylord
ggggg ; 4} Watsan LS. West |Mew York
Chicago: Cameran, United
7 Amberg & Co. States
San Francisco
8 Cartography Associates California
San Francisco
] Telemorphic, Inc. Califarnia

The user is required to flatten the data into a delimited text format for Insight Studio to
import. Below is an example of relational data represented in a flat form:

Pub_ Pub_List
ObjectlD |Author Author2 Authord Short_Title |Publisher Publisher2 Date |Pub_Note _No  |Pub_Type
Andrews, A H. Chicago: AH.
431 & Co Andrews EiglAndrews & Co. 1875 |See note fisld 5517 |Globe
Landan: John
444 Betts, John Betts's New [Betts 1852 |See note field 4362 |Globe
London: Sayer
1131 Robert Sayer |John Bennett Caver. Ameriland Bennett 1776 |This small ha| 875 |MNational Atlas
Hartford
Ametican Arnerican
Fublishing Publishing
1258 Company Rarnbles Thr|Company 15886 |See note field 3886 |Game
Blum, George San Francisco
1574 WY, Cover. CalifojGeo. W. Blum 1896 |Early bicycle| 1592  |Guide Book
VWatson, Mew ¥ork
4393 Gaylord Cover. West{Gaylord Watson 1874 |See note field 2533 [Case Map
Chicago: AT,
22472 Andreas, AT, Park Place HAndreas 1874 |Special ed. 3034 |State Atlas
Chicago: AT,
22611 Andreas, AT, (Portraits of)|Andreas 1874 |Special ed. 3034 [State Atlas
Chicago, Rock
lsland and
Facific Chicago:
Railway Cameron,
24469 Company Text Page: QAmbery & Co. Folds into sell 5242 |Timetable Map
San Francisco:  |San Francisco:
Telermorphic, |Cartography Cartography Telemarphic,
25828 Rumsey, David|Inc Associates  |Lake Tahoe |Associates Inc 2002 5706 |Separate Map

Note that fields containing more than one value are broken into separate fields within a
Field Group. For example, three fields now appear in the Author group: Author, Author2,
and Author3. The final record in this data example contains three authors, which are now
separated into distinct fields.

General Rules for Field Groups

To help maintain data integrity, as well as ease of use, Insight Studio imposes specific rules
on fields and field groups:

-- All fields and field groups must have unique names within a catalog template.
-- Field groups must have at least one field defined within them.
-- Dependent records cannot contain dependent records.

-- Vocabularies can only contain one field.
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Steps

1. After logging into Insight Studio, select the Collection Manager you’d like to use and
double-click Manage Catalog Templates. Review the description and click Next to
proceed.

2. Click the icon in the Templates panel or right-click on the white space of the
panel and select Create Template to create a new template. Enter a Template
Name, and optionally, a Brief Description and Reference URL. Select [Custom] in
the "Base template on" field to create a template from scratch. Select whether or
not this template can be used for Personal Collections. Click Next to proceed.

1l tnsight Studio :: New Template-1 (Unpublished) = 3]
File Task Window Help
[ | [ catalag Tempiates Template Properties | | [~ = ‘ Help
Cataloyg Template Properties Edit Template Properties
Edit the properties of your template. 1. Enter a name for your
Catalog Ternplate.
Template Narme: ‘NewTemplater1
2. Ifyouwould like to base this
Base template on: ‘[Custnm] - new template on an existing

template, select the base
Catalog Template.

Brief Description:

IFyouwould like to create a
new, custom template, leawve
Base Catalog Template on
[Custom].

3. Enter a Brief Description
Reference URL: (optional).

4. Enterthe Reference URL

wihere more infarmation may

be found aboutthis template
[ Allow this terplate to be used for Personal Collections (optionaly

5. Ifthis new Cataloy
Template i for Personal
Collections, check the hox
next to Allow this template to
be used for Personal
Collections.

6. Click Next to continue ta the

\ ext | cancal |
= Mew Field
3. Click the button to add new fields. Enter a Field Name and

choose an appropriate Field Type. Fields that exist at the root of the template will be
the fields that belong to the primary record. In the next steps, you will create
records that relate to the primary record.
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Il nsight Studio :: Visual Resource

Defining your template

1. Selectthe Primary Field
Group and specify properties
By default, the primary field
group inherits the name of the
template. Change the Field
Group Name, if desired

[ mm Mappings Selectthe Field Groups

Display option for display in

et

2.When creating or editing a
Field, use the Field Settings
panel to adjust General
properties, Insight properties,
and Inscribe properties. You
can also et Mappings to
other field's standards for
cross-collection searching

hittp:fhinieie | LR Eirnaging. corn

Drag and drop fields and field
groups to define the structure
ofthe Catalog template or use
the icons beneath Template
Structure to create, delete,
and move fields and field
Groups.

Display order is dictated by an
itemn's placerment in the tree

3. Click Mext'to proceed

4. To create a new relational record, click the button to
create a new Field Group. Insight Studio will automatically create a new record type
when a Field Group is created. Enter a Field Group Name, choose a Display Layout
and select the appropriate Field Group Type (record type). Refer back to the
Common Terms section for more details on Field Groups.

Field Group Types

isual Resource (Unpublished)

[ T e [ Tomptate properties || Fiotus sGrows || [ ]

Field & Field Group Properties W
1. Select the Primary Field
Group and specify properties
By default, the primary field
group inherits the name ofthe
ternplate. Change the Field
Group Name, if desired
Selectthe Field Groups
Display option for display in
Insight.

- 2.WWhen creating or editing a
J J J Rlsplerjiioidlames Field, use the Field Seftings

panelto adjust General

2 Simple Labels prapetties, Insight properties,
= |dentifier and Inscribe properties. You
™ can also set Mappings to

other field's standards for
cross-collection searching.

Drag and drop ficlds and field
groups to define the structure
ofthe Gatalog termplate o use
the icons beneath Template
Structure to create, delete,
and move felds and field
groups

Display order is dictated by an
item's placement in the tree.

3. Click Mext'to proceed
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Display Layout Options

Display Field Group Names: Displays the field group name in the
descriptive data for Insight

Display Group & Field Names: Displays the field and field group name in
the descriptive data for Insight

Display Field Names: Displays only the field name in the descriptive data
for Insight

Single — Use Delimiter: Displays repeating field values with a delimiter
value (such as a tab or comma)

General |

Field Group Mame: |Fie|d Group 2

Display Layout: |Disp|a'5r Field Mames v

Field Group Type Display Field Group Marm h

Display Group & Field Names
® Dependent O Indep Display Field Mames

Single - Lse Delimiter

5. Once you have created a Field Group, click the New Field button to add a new field
and enter the field information. To move the new field, select the field and drag it to
the location you desire.

Elinsight Studio : ¥isual Resource {Unpublished) o =] |
File Task Window Help
= Template Properties Fiolds & Growps || | | Help
Field & Field Group Properties Defining your template
1. Selectthe Primary Field
Group and specify properties.
Modify the structure of your catalog template. By default, the primary field
group inherits the name of the
Template Structure Field Settings template. Change the Field

Group Marme, if desired

1 New Field Group fGemaral rlnsigm rlnscrihe rMappings | Selectthe Field Groups
Display option for display in
= New Field Field Mame Euthnr — | Insight
Field Type: ’— 2.When creating or editing a
IZ‘ IZI i® Shotis M Field, use the Field Settings

Description URL: panel to adjust General
2 Simple Labels properties, Insight properties,
=2 |dentifier and Inscribe properies. You
22 Author Group tah also set Mappings to

= [, other field's standards for
cross-collection searching
Drag and drop fields and figld
groups to define the structure
ofthe Catalog termplate or use
the icons heneath Template
Structure {0 create, delete,
and rove fields and field
groups.

Display order is dictated by an
itern's placement in the tree.

3. Click "Mext'to proceed

Cemm |

Press F1 for additional helo
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Field Types

Insight stores data in two formats: Text and Numeric.

There are five different pre-defined Field Types available to choose from within the General
tab, they are:

Date

Long Text
Short Text
Numeric
Required

Date, Long Text, Short Text and Required are text fields and can support up to ~4000
characters per value. The Numeric will only accept whole numbers.

Date

Fuzzy Dates — If a field has been defined as a Date field, there are certain requirements of
the values that are entered. Dates may be entered with considerable flexibility of
expression. You may enter specific dates, periods, or date ranges using a variety of forms.

Sample date entries are described below. If a date entry is not understood, a message will
appear that specifies the invalid keyword or syntax. Then, you need to try again using the
examples below as a guide:

Description Examples
Numeric Date Format 1782

5-Jan-14

7/4/1776
Familiar Date Vocabulary 11th century

first millennium
Add Modifiers to Dates 2000 BC

450

740 BCE
Construct Date Ranges 1900 -1940
Using a Dash 450 BC - 750

Insight does not currently support dates with terms for approximation or qualification: circa;
ca.; around; early; mid; late. For example: early; around 1640; mid 11th century; ca. 1500
BC. Inscribe will also not support AD.

To create a date field type, select Date from the Field Type menu. A date field type will
convert all supported date types to fuzzy dates, allowing users to be able search for date
ranges.
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Field Settings

rGeneraI rlnsight rlnscrihe rl'u'lappings

Field Marme:

Field Type:

Description URL:

|F'u|:3|icati|:|n Date

|Date

Short Text
Mumeric
Fequired

Long Text and Short Text

file

edit
group
[data]
search
print
return
help
exit

Descriptive Data
Information | File Data
David Rum=ey Collection

Collection: David Rumsey

Collection
Author: Anonymous
Date: 1821
Short Title: United States.
Publisher: H.P.: Ho Publisher

Type: Separate Map ;
Manuscript Map

Obj Height cn: 51

Obj Width cmn: 81

Scale 1: 6,500,000

Hote: Qutline color hand
drawn map by a young student. A silk
blue border has been sown onto map
with =silk hooks for hanging. Date
estimated from geography of the
west.

Countrny: United States

Subject: Children's Maps ;

School

Long Text will represent data
in the data display of
Insight by wrapping it
back to the beginning of
the line. See the Note
field in the example to
the left.

Short Text will represent
data in the data display
of Insight by wrapping it
back to the center. See
the Author or Type or
Subject fields in the
example to the left.
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Numeric

A numeric field type will only accept whole numbers. When you search for values in number
fields you will be presented with equals, does not equal, greater than and less than.

Search by Data Fields

field

enuals

1IN (oes not egual %
greater than
less than

You also have the option of forcing the number to be within an integer range for data entry.
This can be accomplished by choosing the Inscribe tab and selecting the following option:

Enfaorce integer range (Mumetric fields onhd

Allow values hetween: FEEIEIEI and |20nE

Select Numeric from the Field Type menu to create a numeric field type. A Numeric field
type will require catalogers to catalog numeric values in the specified fields.

Modify the structure of your catalog template.
Template Structure Field Settings
(1 New Field Group rﬁeneral rlnsigm rlnscrihe |/ Mappings
= New Field Field Name: Pub List No
Field T'_',"FIE: Murmeric -
SIAag |
Description URL: Date
03 Wisual Resources Long Text
= OhjectiD Short Text
i Eﬂtilécrztmn Date Reduired
I
L = author
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Required

When you select Required, You are setting the field to be a text field that will require data to
be entered when editing in Inscribe.

A required field has an asterisk (*) following the field name in Inscribe. You can also make
any numeric or text field required by choosing the property in the inscribe tab.

6. Click the New Field button to add remaining fields.

The Insight client will prioritize display order by Field Group rather than by field order
so ObjectID, Pub List No and Publication Date in the preceding example will appear
before the fields in Authors, Publishers and Publication Type. The following steps will
discuss how to control the field display order.

7. Because Insight prioritizes the Field Group display order rather than the field display
order, you will need to create individual Field Groups for the fields that currently
belong to the primary record (the Field Group at the top of the list that has the
Template Name in it). Once you have created Field Groups for the fields, you can

&
use the \_U_'_ icons to adjust the Field Group order.
Once finished with all your adjustments, click Next.

Select four fields for Labels and Sort Order. The fields selected for Labels will
appear in the Group Workspace in Insight. Media in Insight will be sorted based on
the fields selected for Sort Order.

10. Select Quick Search Fields. The fields selected will be searchable fields that are
immediately available in Insight when search is selected.

11. Review all catalog template settings and click Publish Template to save your new
catalog template to the Collection Manager server. Once a catalog template has
been published it will be available for use when creating a new collection.

MODIFYING AN EXISTING CATALOG TEMPLATE

You may choose to modify an existing catalog template to fit the needs of your collection if
an existing template is similar enough to make creating an entirely new template
unnecessary. For example, you might just want to change the field display names of an
existing template or add an additional field.

Steps

1. After logging into Insight Studio, select the Collection Manager you’'d like to use and
double-click Manage Catalog Templates. Review the summary and click on Next
to proceed.
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EpiT

2. Click the
would like to edit.

button in the Templates panel or right-click on the template you

You will be restricted in some of the edits you can make to catalog templates.
You can not do the following:
e Move existing Fields between Field Groups
e Move existing Field Groups within other Field Groups
You can do the following:
e Rename Fields and Field Groups
e Create new Fields and Field Groups
e Delete existing Fields and Field Groups (permanently destroys data)
e Reorder Fields within a Field Group
e Reorder Field Groups within a Field Group
3. Click Next to edit the Thumbnail Labels and Sort Order.
4. Click Next to select your quick Search Fields.
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Creating a New Collection

This chapter will describe how to set up basic collection properties in Insight Studio. There
are two types of collections you can create using Insight Studio: Institutional Collections
and Virtual Collections.

Institutional Collection

An Institutional Collection is a self-contained repository of content based on a
single catalog template. This type of collection must be created before
creating a related Virtual Collection.

Virtual Collection

A Virtual Collection is a subset of an existing Institutional Collection that will
share the parent collection’s catalog template.

CREATING AN INSTITUTIONAL COLLECTION

1. After logging into Insight Studio, select the Collection Manager you’d like to use and
double-click Create New Collection.
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Insight Studio

insight’ Studio"55

Select a collection to edit; use 'Create’ commands to
erform associated function:

[ quick start collection manager
Create New Collection
Manage Catalog Templates

O quick start pcm

Select collection to open and
click "select’

luna imaging, inc.

www.lunaimaging.com

w5 50[02] 10AuqUStZ005

2. Read the Insight Studio summary and click Next.

3. Read the Collection Properties summary and click Next.

4. Enter a Collection Name. Select Institutional as your Collection Type.

5. Optionally, provide a Brief Description, Collection Website and Copyright Statement
for your collection. Click Next to proceed.

1finsight Studio :: Quick Start - ol x|
File Task Template Window Help
‘ =< ] | Ovenview | | callection Praperties | | = ‘ GELD ‘
Collection Properties Defining Collection Properties
Optionally, you may define a brief
description, a collection wehsite,

. i and a copyright statement.
Define the properties for your collection

The collection description and

Collection Name: Quick Start website hyperlink appear when

selecting a collection. The
Callection Type ‘\nStllulmnal Collection = copyright statement is included
when content is exported from

Brief Description: |

User Interface Tip

The status bar, located
irnmediately below the title bar,
will indicate the item requesting
your aftention

Collection Website:
An aletmessage will appear
when a required value has yetio
be defined orthe value is invalid
Far example, if a collection narme
hasg notheen defined, the
“Flease enter a collection name”
message will appear. The status
baris also used o indicate
processing activity

Copyright Statement:

Fress F1 for addiional help.

[ oma |

6. Select an existing theme for your Insight collection from the Themes panel. A
preview of this background image will appear to the right. Click Next to select that
theme and proceed.
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‘ Ovenview H Collection Properties H Collection Theme H | Help lz‘J

Collection Theme Selecting a Theme

Cnthe leftis a list of existing
Themes that may be used as
your background image.

Select a theme for your collection, or click [Custom] to create a custom theme
1. Select an existing theme, or

Themes: Therne Preview use [Custom] o create a new
theme using an image of your
[Custorm] choice
Alas
2. Click OK once yaur
MTrees selection has been made to

commit changes locally and
return to the Task Menu. In
collection edit mode, use File
-= Bave collection seftings
(CHrl-8) to commit changes to
the server,

To create a custorn theme

1. Select [Custom] from the
list of Themes.

Selecter Theme Praperties: 2. Click Browese to locate the

Property Values image you wish to use. A
previevs of the theme will be

Theme Name SlkD generated once the file has
Description Sunburst been selected and you click
Image Size w803 h500 ‘Open’

3. Define your custom Theme
Name and optionally, add a
Description for that theme:

| Hext ‘ 4. Click Save to create your

7. If you would like to create your own theme, select [Custom] from the Themes panel
and click Browse to locate an image file to use. Enter a Theme Name and optionally,
a Description. Click Save to save your new theme

Images with mid-tones work best for custom background themes. Avoid
using images that are very light.

1l insight Studio : My Collection P ol o3

Task Window Help
Collection Properties Collection Theme Cataloging Templates [ | Help E‘

Collection Theme Selecting a Theme

E3 Press Browse'to locate image to be applied as theme Onthe leftis a list of existing
Themes that may be used as

your background image.

Select a theme for your collection, or click [Custom] to create a custom theme
1. Select an existing therme, ar
Themes: Theme Preview use [Customn] to create a new
e e— theme using an image of your
choice.

2. Click OK once your
selection has been made to
commit changes locally and
return to the Task Menu. In
collection edit mode, use File
-= Save collection settings
(CHrl-8) to commit chanaes to
the senver.

To create a custormn theme:

1. Select[Custom] from the
list of Themes.

New Theme

2. Click Browse to locate the
Theme Name Telegraph image you wish to uge. A

. preview of the theme will be

Description generated once the file has

been selected and you click
‘Open’

3. Define your custom Theme
Name and aptionally, add a
Description for that theme:

4. Click Save to create your

8. Review the Catalog Templates summary.

9. Select a catalog template from the Templates panel that best fits your existing data
or the data that you will create later. A description of the template will appear to the

41



right. For more details about the template, click the button in the

Templates panel. Click Next to proceed.

Available templates in Insight Studio include Dublin Core, Simple Labels
and VRA. Any custom templates that you create and save will also be
listed here. You can edit a template, create a custom template, or import
a template while creating your new collection. For more information about
editing, creating custom, or importing catalog templates, see the Catalog
Templates section of this guide.

2l1nsight Studio = ¥isual Resource :: Dublin Core -|ol x|
File Task Window Help
Callection Properties Callection Theme | | [ l:l | BIELD ‘
Catalog Templates Select or manage templates
There are three options in the

Catalog T section.

Select a template from the list below. 1 Galact an sxisting tsmplate

fram the list oftemplates.

Templates: Description:
N 2. Editthe properties of an
Dublin Core existing ternplate using the
Edit button
Created: 7420006 12:00 PM
reate 3. Create a new template by
Additional Information: hitt A, dubiline are.org clicking the Create a new
template hutton below the
Temnplates list pane.

*isual Resource Dependent collections: Mo collections use this template
The icon buttans beneath the

Simple Labels Templates list pane allow you
to manage your templates.
WRA
Hold the mouse cursor over a
VRAZ button to view the action itwill
vacah test perfarrn;

1. Clicking the View template
extended detail button
displays a repart wincow that
will allow you to view, print,
and save your template
information to the file system
as aweh page

2 The Create a new template
button creates a new template
and atvances you to the

Catalog Template Properties

10. Review your new collection’s properties. Click Publish Collection to save your
changes. Your collection will now be listed as an available collection in the Collection
Manager when you log into Insight, Insight Studio, and Inscribe.
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: Quick Start :: Flat Template

Lee [ i v ][ punish catection | [ |

Collection Review & Confirmation Reviewing Collection Settings

1. Prior to publishing your
collection, review your settings
using the panel to the left

2. Once you have confirmed your
settings, click Publish Collection
1o publish your new collection to
the server.

Afteryour collection has been

successfully published to the

gerver, the Ingight Studio Task
Name Quick Start Main Menu will appear.
Collection Type Institutional Collection

Theme Telegraph
Template Flat Template

Title

Creator
Subject
Creation Date

Press F1 for additional help.

11. Click Next to view the Insight Studio Task Menu.

Collection Publishing

once your collection has been
published, click Next to open the
Insight Studio Task Menu

Press F1 for additional help.
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1l 1nsight Studio :: Quick Start
File Task Window Help

(ol

Task Menu

Help

ing a Task

Import Data

insight” Studio"5-5

Modify Collection Properies

Import Media

Manage User Access

(User Manager)

Manage Collection Access

(Caollection Manager)

Muodify Caollection Theme

Maodify Thurnb/Sart Settings

Manage Enabled Standards

Click on the buttons shown to
access associated task,

From thig panel, you can access
the following tasks

*Import Media, to import media
files into your collection.

* Modify Collection Description,
to update the descriptive
information far vour collection.

~Import Data, to imporn
descriptive data

*Modify Collection Theme, to
change the background image

*Manage User Access, {0
change user permissions

* Modify Thumb/Sort Settings, to
change collection sorting

*Manage Collection Access, to
modifty collection security

*Manage Enabled Standards, {0

enable / disable searchable
metadata standards

Press F1 for additional help

Once your collection has been published, you can modify the collection’s descriptive
properties, its theme, and its thumb/sort settings via Insight Studio’s Task Menu. You can
also add data and media to your collection via this menu, as well as manage user and

collection access and enabled standards.

Save changes to your collection by clicking File, then Save collection settings (or use the

shortcut keys CTRL+S).

Delete your collection by clicking File, then Delete Collection. Any Virtual Collections that
use the Institutional Collection as a parent will also be deleted. This privilege is not granted
by default. You will need to assign this privilege from the Insight Administrator Tools (Admin
Accounts). See Managing Users and Accessing Collections section of this guide to grant this

privilege.

! H1nsight Studio : Quick Start 0 -[o x|
File Task Window Help
Task Menu Help El

ing a Task

: i Uz
P 3\%‘

Select the task you wish to perform:

(=f=f
[=1=]

I s CI O lete Collection

insight’ Studic’5

Are you sure you wish to delete this collection?

This is NOT reversible and will DESTROY all collection cantents

as well as any related Virtual Collections.

Import Media

Manage User Access

(User Manager)

Manage Collection Access

(Collection Manager)

Delete

Cancel

Modify Thurb/Sort Settings

Manage Enabled Standards

Click an the buttans shown to
access associated task,

From this panel, you can access
the following tasks

* Import Media, to import media
files into your collection.

* Modify Collection Description,

%I} update the descriptive

farmation far your callection.

mport Data, to import
scriptive data

odify Collection Theme, {0
ange the bhackground image

*Manage User Access, {0
change user permissions

* Modify Thumb/Sort Settings, to
change collection sorting

*Manage Collection Access, to
modity collection security

*Manage Enabled Standards, {0

enable/ disable searchable
metadata standards

Press F1 for additional help
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CREATING A VIRTUAL COLLECTION

To create a Virtual Collection, you must first have published an Institutional Collection to
base the virtual version on. Your Virtual Collection will appear as a read-only collection level
group in the Insight Java Client.

1. After logging into Insight Studio, select the Collection Manager you’'d like to use and
double-click Create New Collection.

2. Read the Insight Studio summary and click Next.

3. Read the Collection Properties summary and click Next.

4. Enter a Collection Name. Select Virtual as your Collection Type.

5. Select the published Institutional Collection from the Parent Collection pull-down

menu.
1 1nsight Studio :: ¥irtual Quick Start - 1ol x|
File Task Template Window Help
‘ [ Overview Collection Properties | | == ‘ ‘ (LI E‘
Caollection Properties Defining Collection Properties

Qptionally, you may define a brief
deszcription, a collection website,
and a copyright statement,

Define the properties for your collection
The collection description and

Collection Mame: f\nualauwck Start wehsite hyperlink appear when
selecting a collection. The
Collection Type: ‘Vmua\ Collection - copyright statement is included
when content is exported from
Parent Collection: ‘Qumk Start - Insight

Erief Description:

User Interface Tip

The status bar, located
immediately helow the title bar,
will indicate the item requesting
your attention.

Collection Website:
An alertmessage will appear

when a required value has vetto
be defined or the value is invalid
For example, if a collection name

Copyright Statement

has notbeen defined, the
"Please enter a collection name"
message will appear. The status
har is also used to indicate
processing activity.

Press F1 for additional help

|

6. Optionally, provide a Brief Description, Collection Website and Copyright Statement
for your collection. Click Next to proceed.

7. Select a theme for your collection (See steps 6 and 7 in Creating an Institutional
Collection).

8. Review your new collection’s properties. Click Publish collection to save your
changes. Your collection will now be listed as an available collection in the Collection
Manager when you log into Insight, Insight Studio, and Inscribe.
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2linsight Studio :: ¥irtual Quick Start

L JIE owercenen 1[0 pumon iy |[ pubtish comection | >

Collection Review & Confirmation Reviewing Collection Settings

1. Prior to publishing your
collection, review your seftings
uzing the panel fo the left

2. 0nce you have confirmed your
settings, click Publish Collection
to publishvour new collection to
the server,

After your collection has heen
successiully published to the
semer, the Insight Studio Task
Name irtual Quick Start Wain Menu will appear,
Collection Type virtual Collection
Parent Institutional Quick Start
Collection

Theme Telegraph

Press F1 for additional help

lio = Virtual Quick Start

Collection Publishing
Collection Publishing

Once your collection has been
published, click Next to open the
Insight Studio Task Menu.

Press F1 for additional help.

You will not be able to import data, import media, modify thumb/sort settings, or manage
enabled standards with a virtual collection. These properties and the content of your virtual
collection are borrowed from the parent institutional collection.
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Ilinsight Studio : ¥irtual Quick Start (¥irtual Collection) oy ] 5

File Task Template Window Help

Task Menu Help |

Selecting a Task

Click on the huttons shown ta
}’ % access agssociated task,
< 7 = . . o
F— AR
v |nsjghr Studio"55 From this panel, you can access

the following tasks

Select the task you wish to perform: *Import Media, to import media
files into your collection.
*Modify Collection Description,
to update the descriptive
Modify Collection Properties infarrnation for your collection.

*Import Data, to import
descriptive data

*Modify Collection Theme, to

Modify Collaction Thems change the background image

j=f=)
(=T=]

*Manage User Access, {0
change user permissions
Manage User Access *Madify ThumbiSort Settings, to

(User Manager) change collection sarting

*Manage Collection Access, to
muodify collection security
Manage Collection Access *Manage Enabled Standards, to
enable [ disable searchable
Ietadata standards

o @

(Collection Manager)

‘ Presz F1 for additional help.

MANAGE VIRTUAL COLLECTION CONTENT

Once the Virtual Collection has been created, you will need to assign content to it, this
content can only come from its Parent Collection. To do this you will first need to Grant User
Privileges to the individual who will manage the content of the Virtual Collection.

1) Add Allow editing of Virtual Collections to the appropriate profile in the Insight
Administrator Tools
a. Open the Insight Administrator Tools and connect to the Collection Manager
that contains the Institutional and Virtual Collection you would like to
manage.
=8 o Rumsey {admin)
Catalog Templates
Collection Settings
Server sSettings
[ Admin Accounts
1 Profiles
': i) Globes
) David Rumsey Collection

b. Locate the Profiles.
[11 [Globes Administrator | ] | [] | 1|up to 24576 pixels |

c. Highlight the Institutional Collection and select from the profiles in the right
panel. Double click or right click to edit the profile.
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B Editing Profile

Display Hame:
[3#]

up to 24576 pixels >

1600 X 1200

|Glnbes Adrministrator |

Allow user to save a group
Allow user to delete a group
SPS Number

Maximum export resalution

Maximum export presentation resolution

[l Allow editing of Virtual Collections
up to 24576 pixels ¥ Maximum viewahle resolution
¥l  Allow exporting of HTML files
] Allow editing of image links
[ Allow editing of multi-views
(= Allow editing of multi-page documents
Save Cancel

d. Check Allow editing of Virtual Collections and Allow user to save a
group options.

2) You are now ready to add the content to the new Virtual Collection using the Insight
Java Client. Launch the Insight Java Client and select the Institutional Collection you
are basing the Virtual Collection on.

ew..

B
B
<

£ h’l

Select collections to view:

insight’vs.g

BB David Rumsey Maps
O =8 Glohes
[ B visual Resources

select cancel

[The David Rumsey
ICollection focuses on 18th
and 19th century North and
[South American
ccartographic materials. The
collection includes atlases,
wlobes, school
weographies, maritime
charts, and a variety of
iseparate maps including
pocket, wall, children's and
manuscript maps. The
wonline selection is an

luna imaging, inc.
www.lunaimaging.com

£1998.2005 all rights reserved
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3) Once the collection is open select manage virtual collection contents under the
file menu.

open collection
(=15 || S Open oroup
group LRI
data

search
print
return
(1= [1/ M manage virtual collection contents
exit

4) Select the appropriate Virtual Collection group to edit.

manage virtual collection contents:

7/l = 1 ONE PIECE
edit - Teaching Collection

group
data

search
print
return
help
exit

5) Once the Group opens, populate the Group with content from the Institutional
Collection then save the group.

Your Virtual Collection is now ready to access.
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Adding Content to a Collection

This chapter describes how to add data and media to your collection. There are two
scenarios described here: one for collections that already contain catalog data and one for
collections that do not.

After creating and publishing a new collection with Insight Studio, the Insight Studio Task
Menu will appear.

2linsight Studio = Quick Start o ] 54
File Task Template Window Help
Task Menu Help
ing a Task
Click on the buttons shown to
/;\ 4 access associated task,
s =
T i‘ 1 H ; L T AV5.5 From this panel, you can access
|n51ght S"Udlo the following tasks:

*Import Media, to impaort media

Select the task you wish to perform: files into your callection

*Modify Collection Description,

) 1o update the descriptive
Import Data Modify Collection Properties infarmation for your collection
e *Import Data, to import
descriptive data
0 *Maodify Collection Theme, to
ug Import Media Modify Collection Theme change the hackground image

*Manage User Access, to
change user permissions
Manage User Access ~Modify Thumb/Sort Settings, to

o gy i) ST change collection sorting

=

(User Manager)

Manage Collection Access
(Collection Manager)

*Manage Collection Access, {0
maodify collection security

Manage Enabled Standards *Manage Enabled Standards, to
enable [ disable searchable
metadata standards

Press F1 far additional help.

You may also access this menu after closing Insight Studio by double-clicking the collection
you would like to work with from the appropriate Collection Manager during log-in.
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Insight Studio

insight” Studio"5-5

Select a collection to edit; use 'Create’ commands to
erform associated function:

[ quick start callection manager
Create Mew Collection
Manage Catalog Templates
BB Quick Start

Select collection to open and
click ‘select’

luna imaging, inc.

www.lunaimaging.com

_ m Saecyalloghismacried.

w5.50002) 26 Auqust2005

In addition to modifying collection specifications that were selected during the collection
creation process and managing user and collection access, you may also import data and
media via the Insight Studio Task Menu.

WORKFLOW #1: ADDING CONTENT WITH
IMPORTED DATA

This section describes the steps involved in adding content to your collection if your media
has already been cataloged and a data file exists for your content. To do this, import data
first.

Importing Data

By importing catalog data before media, you can quickly and easily link data records to
associated media files using Insight Studio.

1. After publishing a new collection, click the = Import Data button in the
Task Menu to start importing catalog data for your collection.

2. In the Import Descriptive Data page, type the location of the existing data file on
your file server in the File Name field or browse for the file by clicking the folder
button.

3. You must select the Character set and Delimiter properties appropriate for your
data file.
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f1nsight Studio : Yisual Resource Collection =lol x|
File Task Window Help
Import Descriptive Data Help |
H Choose a source file to impart. m

Select a text file to import

File Mame: | @

File Format CSV (Delimited Text File)
O 3w

(Generate import {Optional step)

Click this button to generate a file (CSY or XML, depending on the File Format selected)
that may be used to model the catalog data you will import for your collection.

CSY File Properties
Character set:

System Default [ Unicode (UTF-8)

Delimiter:

Comma [ Semicalon [ Tab [JSpace [ Other:

Mote
Refer to the Administrative guide for further information regarding data containing carriage retums
/line feeds.

There are two types of
descriptive data formats that
can be imported inta Insight
wia Insight Studio: C5V
(Delimited Text Fila) and XML

1. Selectthe data source file
wou wish to import by clicking
the Foldericon and selecting
wour data file

2. Belectthe appropriate File
Format

Optionally, selectthe
appropriate File Format and
then click the Generate
Descriptive Data Import
Template button to export a
CSY or XML file that may be
used as an import mode|

3. Bpecify the File Encoding
type (Character set) of the
source file

4. Specify the calumn
Delimiter used in the source
file

Handling Paragraphs or
HNew-Line Characters in your
Data

Ifyaurimport file is C8Y,

as the delimiter.

Data that uses new-line characters, in the form of paragraphs or carriage-
returns such as the delimiter, will cause issues in data import, preventing
Insight from importing complete data records. If the data being imported
into Insight has new-line characters, it must be pre-processed to ensure the
new-lines or paragraphs are properly imported. See the Administrative
Guide for instructions on how to format data that uses such carriage returns

You can review your collection’s catalog template structure before importing new

=

data by clicking the

The correct order of fields used in your collection’s catalog template will be
generated. These fields will be separated in the exported file by whatever delimiter
you select in this step. For our relational data example, the generated file, opened

with Excel, will look like:

EA Microsoft Excel - generate

button. You can also use this exported file as a model for
the data to be imported into your collection. This ensures that your data import file
correctly fits the structure of the catalog template you selected when creating your
collection and as well as the properties selected for the data file you will import.

J File Edit Wiew Insert Format Tools Data Window Help
| aria -u-[BruU|lEE=E|
DEEHSSRY | $BBS|o - (@£ 45| 0eo - 0.
Al | = ObjectlD
A [ 8 [ ¢ [ o [ E [ F T 6 [ H [ 1 T 41 T K ]
ObjectlD lAuthor Short_Title City State Country  Publisher [Pub_Date Pub_Type Pub_List_[Pub_Mote

NN

4. Click Next.
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5. Review the automatic mappings generated between your data file and the catalog
template you selected when creating your new collection. The field headers from
your data file (listed in the column Source Column Name) should match the field
headers from the catalog template you selected for your collection (listed in the
column Target Insight Field).

1l insight Studio - Quick Start = [l =5
File Task Window Help
Import Descriptive Data Help
ive Data
Click Target' field to define field mappings. 1. Select the data source file you
wish to import by clicking the
rSource to Target Field i Folderican
| \ Source Column MName | Taroet Insight Field Optianally, click ihe Generate
¥ OhjectiD ChjectiD Descriptive Data Import
o Author Author Tempate button to exporta
s Author2 Author delimited text file which may he
v Author3 Authaor used as an import mode|
A SOl ST 2. Speciy the File Encoding type
¥ Publisher Publisher ofthe source file.
« Publisher? Publisher
s Pub_Date Pub_Date 3. Specify the column Delimiter
v Fub_Mote Fub_Mote used in the source file
4 [ 1T [FT [t (Wi 4. Click Next to proceed to define
¥ Pub_Type Pub_Type the field mapping relations

5. Click on the pull-down o the
right of the source field, select
the destination mapping field or
< 8KIP » to ignare the selected
saurce calumn.

B. Once all fields are mapped,
click Next to verify your import
configuration.

7. Click Finish once you hawve
reviewsed your data field mapping.

Presz F1 for additional help.

| L ||

6. If a column header (or field title) in your data does not match a field in the catalog
template you selected for your collection, you will see <MISSING MAPPING= in
the Target Insight Field column for that field title.

For example, if you selected the Simple Label template when creating your collection
but your data file uses the term "Name" instead of the catalog template’s term
"Title," this inconsistency would appear as:

1l tnsight Studio :: Quick Start —1ol x|
File Task Window Help
Import Descriptive Data Help |
n Specify field mappinas. All Source columns must have a target field mapping - —
Descriptive Data
Click Target field to define field mappings. 1. Selectthe data source fils you
wish to import by clicking the
[ Source to Target Field i Falder ican.
| Source Column Name \ Target Insight Field | Optionally, click the Generate
v Identifier Identifier Descriptive Data Import Tempate
s Creatar Creatar button to export a delimited text
v Date Date file which may be used as an
< Mame = MISEING MAPFING = import madsl
v Cescription Description

2. Specify the File Encoding type
ofthe source file.

3. Specify the column Delimiter
used inthe sourcefile

4. Click Next to proceed to define
the field mapping relations

4. Click on the pull-down to the
right of the source field; selectthe
destination mapping field or <
SKIP = toignore the selected
source column

6. Once all fields are mapped,
click Next to verify your import
configuration

7. Click Finish once you have
reviewwed your data field mapping

Press F1 for additional help.

| oo |

7. Click <MISSING MAPPING=> where it appears in the Target Insight Field column to
select the correct field name from the pull-down menu. The menu contains a list of
fields in the catalog template used for your collection. Select the field most
appropriate for the corresponding field of data in your imported file.
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—iolx

File Task Window Help

Import Descriptive Data Help

n Specify field mappings. All Source columns must have a target fleld mapping,

Importing iptive Data

Click Target field to define field mappings. ! Ee\ec_t (3 CT Y SN
wish to irmport by clicking the
[Source to Target Field i Folderican.
- \m - Source Colurn MName l\u - Target Insight Field | Ontianally, click the Generate
EiE? ENfrEn Descriptive Data Import Tempate
¥ Creator Creator button to export a delimited text
s Date Date fle which may be used as an
% Name Identifier impert madel
' Description

2. Specify the File Encoding tyne
ofthe source file

3. Specify the colurmn Delimiter
used in the source file

4. Click Next to proceed to define
the field mapping relations

4. Click on the pull-down to the
right of the source field; select the
destination mapping field or =
SKIP = fo ignore the selected
source column

6. Once all fields are mapped,
click Next to werify your import
configuration

7. Click Finish once you have
reviewed your data field mapping.

Press F1 for additional help.

All fields in your catalog template will appear in the pull-down menu of
fields as options for your missing mapping value but fields in the
collection’s primary record type may only be chosen once for mapping.

You may also select <SKIP> to disregard a field that is missing its
mapping value. Doing this will ignore the field of data and it will not
appear in your collection.

8. Click Next.

9. Review settings and click Finish.
=loix]

File Task Window Help

Import Descriptive Data Help

Importing D iptive Data

Review your settings and click Finish® to perform the import routine. 1. Select the data source file you
wish to import by clicking the
Configurations: Folder icon
Source File: quick_start_data_importbd Optionally, click the Generate
Source File Format: CSY (Delimited Text File) Descriptive Data Import
Tempate button o export &
Target Collection: Quick Start delimited text file which may be

used as an import mode|
Source-to-Target Field Mappings

ObjectiD -= ObjectiD 2. Specify the File Encoding tvpe
Authar-= Author ofthe source file.

Author -= Author

Author3 -» Author 3. Specify the column Delimiter
Short_Title -» Short_Title used in the source file
Publisher-= Publisher

Publisher2 -= Publisher 4. Click Next to praceed to define
Pub_Date -= Pub_Date the field mapping relations
Pub_Mate -= Pub_hote

Pub_List_No-= Pub_List_Ma 4. Click on the pull-down to the
Pub_Type -= Pub_Type rightof the source field; select

the destination mapping field or
= 8KIP = to ignore the selected
source column,

B. Once all fields are mapped,
click Mext to werify your import
canfiguration.

7. Click Finish once you have
reviewed your data field mapping.

| Press F1 for help

Return
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Importing Media

After you have finished importing your data, click the button in the Task
Menu to start importing media for your collection.

1. Click New to create a new batch. A batch represents a group of media items
imported at the same time. The batch in the left panel will show the date and time it
was created. If you do not create a new batch, a batch will be automatically
generated whenever you add content to the Process List in one of the two options
listed below.

Imported images can be deleted by entire batch, as well as individually, so
importing your media in several batches is a good way to assure easier
changes to your collection in the future.

2. Media files can be imported to your collection in one of two ways:

a. You can drag files from where they are stored on your file system and drop them
onto the Process List panel to the right of the Batch panel.

__Or__

b. You can find the media files you want by clicking Browse and importing them
from your file system to the Process List.

[ insight Studio : Quick Start i u =]
File Task Window Help
Import Media | Help @

E3 Orag and drop redia or directories onto the panel below, of click browss, then click import.

Impaorting Media

Use the tabs below to Process, Link, Review and Publish your media. -
1. Click New to create a batch.

Batch
L X
_— I —
Look in: sl - (g ia fdirectories
I _I l_ 55 List, or click
@ 1131 o nafile system
& 1256 jpg
) Bl 15745p0 to process and
Bl 22472500
B 22611 jog
B 24489 jog ete, ctlrl]ckthe
= : apthe
25828 jpg a3 to existing
@ 431 gy
& 4392jpg
B 444 jog ds-to-madia,
nal Mapping
Mapping File
ne the Mapping
Qppings may
d in Inscribe
o media. Click
File: name: |ALL Open | link records to
Files of type: |Suppmed Image, fudio, Video File Types LI Cancel |
view tab to
review Impored media hefore

publishing to your collection
group.

| tiew || oee || /[ erowse || peeie [ canca | s
collection. Click "Select All

‘ Return | Unpublished Media’ io select

TR R T T O S Iy

The Process List will show you the files you have selected for import.
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4.

ulnsight Studio =: Quick Start - Ellll

File Task Window Help

Import Media LED lZJ

Imparting Media

Use the tabs helow to Process, Link, Review and Publish your media. -
1. Click New to create a batch.

Batch [ ProcessList | Linking [ Review | Publish |
o o 2. To define the batch, drag
e | Mame Directary | Status and drop media/ directories

1131 jpa CADocuments and Settingsimacibty .. |Pending onto the Process List, or click
1268 jpg C:ADacuments and Settingsimacitty .. Pending E;EI‘"D';‘T_M B EIE e
1574 jpg CADocuments and Settingstimacihly FPending
2247 2jpag ChDocuments and Settingsimacihty .. Pending 3. Click Impaort to process and
22611 .jpgy CDocuments and Settingsimacihty .. Pending upload media.
24469.jpo CiDocurments and Settingsimacidy .. Pending )
2582.8 ipg CDocuments and Seﬂ?ngslmaclnny Pend?ng Ei.n?(?rf:t?b"t];]l:::bclu:kme
431 jpy CDocuments and Settingsimacihty .. Pending imported media to existing
4393 jpg CADocuments and Settingsimacihly .. |Pending data records.
444.jpy CiDocuments and SettingsimaciMy .. Pending

4. To link recards-to-media,
click Use External Mapping
File, define the Mapping File
Path, then define the Mapping
Field Name. Mappings may
also he defined in Inscribe
after publishing media. Click
‘Apply Links'to link records to
media.

4. Click the Review tah to
review imported media before
publishing to your collection
group.

. Click the Publish tah to
v | oo ||| [Bowsd [ oo [Pamnsen
collection. Click "Select All
‘ Return ‘L i 1 Media' to select

Al lin s e oo o

You can delete media items in the Process List by selecting the row in the right panel
and clicking Delete below the Process List panel. You can also delete the entire
batch by selecting the batch in the left panel and clicking Delete below the Batch
panel.

Once the Process List contains the files you wish to import, click Import. A status
message will appear to indicate Pending, Processing, Uploading, or Complete for
each file. When the entire batch has been processed completely Finished
Importing Media will appear at the top.

After importing media, click the Linking tab if you would like to link these media
files to records in an imported data file.

To link media to data records create a tab-delimited text file in which the first column
shows your media file names and the second column shows a linking value from your
cataloging data. The two values are separated by a tab character. In the example
below, the linking value in the second column is the ObjectID field from the
collection’s catalog data.

Note: The field you choose as the linking value must be a field in the
primary Field Group/Record Type. For example in Insight’s version of
Dublin Core it would be “ldentifier”.
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£ linking_data.txt - - 10| x|
File Edit Format Help

431. jpg 431 -
444.%pg 444 _J
113l.jpg 1151
1258.7pg 1258
1574.1pg 1574

4393, ]pg 4393
22472.3pg 22472
22611. 1pg 22611
24469, Tpg 24465
25828, 1pg 25828

< A

The value taken from your catalog data for the mapping text file must
match exactly.

6. Click Use External Mapping file and select the mapping file you created in the
Mapping File Path field.

7. Define the Mapping Field Name from the pull-down menu. The menu contains all
fields in the catalog template you selected when creating your collection. This should
be the value in the second column of your mapping text file. If the mapping is
correct, a preview will appear below.

Ilinsight Studio - Quick Start

File Task Window Help

=101x]

£l

Impaort Media | Help

Importing Media

Use the tabs below to Process, Link, Review and Publish your media.

1. Click New to create a hatch.

Batch

[‘Pracess List | Linking | Review [ Publish |

O Mo Wapping

Define Mapping Metk

& Lse External Mapping File (Tah Delimited Text File)

2. Ta define the hatch, drag
and drop media/directaries
onta the Process List, or click
Browse to open afile system
explarer.

3. Click Import to process and
upload media.

Wait until "Finished importing

22611 jpy

22611

Mapping File ; " B
ChADocuments and Settingstdrake\Deskiopilink

Path: |
rDefine field containing values

Mapping Field |ObjectID -

Marne:
rPreview

Media Filename | OhjectiDy

431.jpg 431

444 jpg 444

1131 jpy 1131

1258.jpy 1258

1574 jpy 1574

4393.jpy 4383

22472jpy 22472

[ | ows ||

media" appears at the top,
then click the Linking tab to
map the imported media to
existing data records.

4. To link records to media,
create atab-delimited text file
inwhich the first column
shows yaur media file names
and the second column
shows a linking value from
your cataloging data. Click
Use External Mapping file
and selectthe mapping file
you created in the Mapping
File Path. Define the Mapping
Field Name. This should be
the value inthe secand
column of your mapping text
file. Mappings may also he
defined in Inscribe after
publishing media. Click ‘Apphy

Links'to link records to media.

There are two reasons why a preview might not appear:

a. There is an inconsistency between the file names listed in the first column and

the actual file names you have imported. This includes file names, file
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extension types, and any inconsistencies between the use of lower and upper-
case letters.

b. There is a formatting issue with your mapping file (either columns are mixed
up, the values are not separated by a tab character, or the file was not saved
as a tab-delimited text file).

8. Click Apply Links.

9. Click the Review tab to review thumbnails of your imported images and the links to
imported data.

ﬂlnsight Studio :: Quick Start = | Ellll
File Task Window Help
Import Media | Help lz‘J

n Crag and drop media or directories onto the panel helow, or click browse, then click import.

Importing Media
Use the tabs below to Process, Link, Review and Publish your media.

1. Click New to create a hatch.

Batch [ProcessList | Linking | Review | Publish |

Aug 30, 2005 2:21:41 PM | 2. To define the batch, drag

Image Filename | Link | Date Processed and drop media f directories
onto the Process List, or click
Browse to apen a file system
explarer.

London: Say... Tue 30 Aug 2008 15..

3. Click Import to process and
upload media

3. 0nce complete, click the
Linking tab to map the

Hartford: Am... Tue 30 Aug 2005 15:..) imported media to existing
data records

4. To link records-to-media,
click Use External Mapping
File, define the Mapping File
Path, then define the Mapping
Field Hame. Mappings may
also be defined in Inscribe
after puhlishing media. Click
‘Apply Links'to link records to
media.

Cover: Califo... Tue 30 Aug 2005 15:

Park Place H... Tue 30 Aug 200515, 4. Click the Review tah to
review imported media before
puhlishing to your collection
group

fi. Click the Publish tab to

‘ H publish the media to your
collection. Click 'Select All
‘ Return ‘ Unpubli 1 Media’ to select

A SR LR s

10. Check for any missing links before proceeding.

Other inconsistencies that may later affect successful linking include an
incorrect mapping field name selected in the Define field containing
mapping values section or an inconsistency between the linking value in
your mapping file and the corresponding data in your imported data file.

11. If your links are correct, click the Publish tab.

12. Move all unpublished media from the current batch into the Published Media table for
processing by clicking Select All Unpublished Media and then clicking the

button. Move media objects back to the Unpublished Media table by selecting

them and clicking the button.

13. Click Apply Changes to publish media with mapped data to your Insight collection.
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ﬂInsight Studio :: ¥isual Resource Collection

File Task Window Help

Import Media

u Finished imporing media

Help

Importing Media

Use the tabs below to Process, Link, Review and Publish your media.

Batch

1. Click New to create a hatch.

[ ProcessList | Linking | Review [ Publish |

2. Ta define the batch, drag
and drop medialdirectories
onta the Process List, or click
Browse to open afile systemn
explorer.

Move items to Published or Unpublished Media, then press "Apply
Changyes'
~Unpublished Media { 0 items )

Image ‘ Filename ‘ Link
3. Click Import to process and

upload media.

YWiait until"Finished imparting
media" appears atthe top,
then click the Linking tab to
map the impaortad media ta
existing data records.

Select All Unpublished Media |

rPublished Media ( 11 tems )

| Apply Changes 4. Ta link records to media,
create a tab-delimited text file
in wehich the first column
shows your media file names
and the secand column
shows a linking value from
your cataloging data. Click
Use External Mapping file
and selectthe mapping file
you created in the Mapping
File Path. Define the Mapping
Field Name. This shauld be
the value in the zecond
column of your mapping text

Image ‘ Filename ‘ Date Published

0004008 tif Mot Published

1131.jpa Mot Published

= || Delata |

file. Mappings may also he
defined in Inscribe ater

1258 jpg Mot Published

publishing media. Click Apphy
| Links'to link records to media.

Review your collection in Insight.

fLuna Insight - Select the collection to view...

- -, o
insight'vs.1
Select collections to view:
B@ CQuick Start

Description not available.

luna imaging, inc.

www.lunaimaging .com

[+5.10(19] 03 June2005
—
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BN Insight v5.1 - Quick Start

=1oix]|

1of1 page Image 1 - 10 of 10

If you import media before you import data, you must return to the import media area
to apply links in the Linking tab or your content will not appear in Insight. If your media
was not linked correctly your content will not appear in Insight.

WORKFLOW #2: ADDING CONTENT WITHOUT
IMPORTING DATA

This section describes how to add content to your collection if your media has not been
cataloged and a data file does not exist for your content. You will import your media using

Insight Studio just as in Workflow #1 but you will skip the Data Import steps. Your data will
be added later using Inscribe.

Importing Media

Q
&

After you have published your new collection, click the = Import Media
button in the Insight Studio Task Menu to start importing media to your collection.

1. Click New to create a new batch. A batch represents a group of media items
imported at the same time. The batch in the left panel will show the date and time it
was created. If you do not create a new batch, a batch will be automatically
generated whenever you add content to the Process List.

2. Media files can be imported to your collection in one of two ways:
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a. You can drag files from where they are stored on your file system and drop
them onto the Process List panel to the right of the Batch panel.

--0r--

b. You can find the media files you want by clicking Browse and importing them
from your file system to the Process List.

3. Once the Process List contains the files you wish to import, click Import. A status
message will appear to indicate Pending, Processing, Uploading, or Complete for
each file. When the entire batch has been processed completely, Finished
Importing Media will appear at the top.

4. Click the Linking tab and make sure No Mapping is selected. (This is the default for
Insight Studio so you should be able to skip the Linking tab entirely for this workflow

procedure).
1l insight Studio :: Uncataloged Collection —[ol x|
File Task Template Window Help
Import Media Help
u Finished imparting media Importing Media
Use the tabs helow to Process, Link, Review and Publish your media. 1. Click New to create a batch.
Batch [ ProcessList | Linking | Review [ Publish | 2 To define the balch, drag
= i rDefine Mapping Method and drop media ! directories
onto the Process List, or click
® Mo Mapping Browse to open a file systerm
) Use External Mapping File (Tab Delimited Text File) explorer.

3. Clicklmport to process and
E‘ upload media.

3. Once complete, click the
rDefine field ining mapping values Linking tab to map the
imported media to existing
data recards.

4. 7o link CEST d

rPreview click Use External Mapping
File, define the Mapping File
Media Filename Creator Path, then define the Mapping

Field Name. Mappings may
also be defined in Inscribe
after publishing media. Click
‘Apply Links'to link records to
media

5. Click the Review tab to
review imported media before
publishing to your collection
aroup

6. Glick the Publish tab to
publish the media to your
collection. Click 'Select All
Unpublished Media’ to select

[ T o |
|

5. Click the Review tab to see thumbnails of your imported media. You will see that
the images are categorized as Not Linked.
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1l 1nsight Studio :: Uncataloged Collection o ] 59

File Task Template Window Help

Import Media Help

n Finished importing media

Importing Media
Use the tabs helow to Process, Link, Review and Publish your media. 1. Click New to create a batch
Batch [ ProcessList | Linking | Review | Publish | 2 To define the batch, drag
1 | Image ‘ Filename ‘ Link | Date Processed anddroplmsdisfiiteeiories

onta the Process List, or click
Browse to open afile systerm
explarer.

Mot Linked Thu 01 Sep 2005 09... 3 ClickImport to process and
upload media.

3. Once complete, click the
Linking tab to map the

imported media to existing
MotLinked  Thu 01 Sep 2005 09,88 4ata records

4. To link records-to-rmedia,
click Use External Mapping
File, define the Mapping File
Path, then define the Mapping
1574.pg MotLinked  Thu 01 Sep 2005 09, il Field Name. Mappings may
also be defined in Inscribe
after publishing media. Click
‘Apply Links'to link recaords to
media

4. Click the Review tab to
review imported media before
publishing to your collection
group.

B. Click the Publish tab to
[ pew | oo | || et

collection. Click "Select All
‘ Return

i Media’ to select

22472 jpy Mot Linked Thu 01 Sep 2005 09

6. Click the Publish tab.

7. Move all unpublished media from the current batch into the Published Media table for

processing by clicking Select All Unpublished Media and then clicking the |+—i||
button. Move media objects back to the Unpublished Media table by selecting them

and clicking the ﬂll button.

1l tnsight Studio : Uncataloged Collection — ol x|

File Task Template Window Help

Import Media Help

n Finished importing media

ing Media
Use the tabs below to Process, Link, Review and Publish your media. 1. Click New to create a batch
Batch [ProcessList | Linking | Review | Publish | 2. Ta define the batch, drag

Move items to Published or Unpublished Media, then press ‘Apply
Changes’

and drop media f directaries
onta the Process List, or click
Browse o open a file system

rUnpublished Media { 0 items ) explorer,
Image | Filename ‘ Link 3. Click Import o process and
upload media

3. Once complete, click the
Linking tah to map the
imported media to existing
data records

4. To link records-to-media,

Select All Unpublished Media Apply Changes click Use External Mapping

File, define the Mapping File

Path, then define the Mapping
Field Name. Mappinas may
Image ‘ Filename ‘ Date Published alsoleeldeninediinlinscribe

after publishing media. Click
‘Apply Links' fo link records to
media

[Published Media { 10 items )

1131 jpy Mot Published
§. Click the Review tab to
rewiew impaonted media hefare
publishing to your collection
group.

B. Click the Publish tab to
publish the media to your
collection. Click "Select Al

Return || i Media’ o select

1258, Mot Published

8. Click Apply Changes to publish media to your Insight collection.

You do not need to click Apply Changes for your media to be viewed in Inscribe
but once you have cataloged and mapped records to your media in the next
steps, you will need to publish your media in Insight Studio for the media to
appear in Insight. You should click Apply Changes and publish your media now so
you do not have to return to Insight Studio to perform this task later.
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1nsight studio :: Uncataloged Collection o ] o5

File Task Template Window Help
Import Media Help

u Publishing changes saved

Importing Media
Use the tabs helow to Process, Link, Review and Publish your media. 1. Click New ta create a hatch
Batch [ PracessList | Linking | Review | Publish | 2.0 define the batch, drag

Move items to Published or Unpublished Media, then press ‘Apply  and drop media/directaries
Changes' onto the Process List, or click

L] Browse to open a file system
rUnpublished Media ( 0 items ) explorer.

(iTEED ‘ GllEEL2 | (Lt 3. ClickImport to process and

upload media.

3. Once complete, click the
Linking tab to map the
imparted media to existing
data records.

4. Tolink CERT d

Select All Unpublished Media Bpmychanges cl\ckIJseExtemalMappingl

File, define the Mapping File
Path, then define the Mapping

[ Published Media ( 10 items ) Field Name. Mappings may

| Image | Filename | Date Published Blsoibeldeine dlinlinscrikie
after publishing media. Click
‘Apply Links'to link records to
media
1131.jpg Thu 01 Sep 2005 09:26:42 5. Glick the Review lab to
review imported media before
publishing to your collection
group.

6. Click the Publish tab to
puhblish the media to your
collection. Click "Select All

i Media’ to select

1248 in Thu 01 Sen 2005 N9 2647

‘ Return

If your collection contains no data (and no links to that data) you will not see your
images in Insight. To view your media in Insight, you must first provide data and link
that data to your media. You can do this using Inscribe.

Adding Data in Inscribe

You can provide descriptive data for your media by individually cataloging records
using Inscribe.

Cataloging Records by Hand

1. Log on to Inscribe. Select the collection you will edit.

2. Under Edit, select Record-To-Media Mapping (or use the shortcut keys
CTRL+E).

3. To view the media you wish to catalog, click Show unlinked media in the media
panel on the right. You should see the unmapped media files you imported using
Insight Studio.
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Record-to-Media Mapping Tool

Records Orecords Media 10 media

-

. -
1 of 1 page Horecords 1 of 1 page Media 1- 10 of 10
Show unlinked records Show unlinked media

Simple Labels ¥ | |Undo Save

4. Select an image by clicking on it once. It will become highlighted in red.

Record-to-Media Mapping Tool

Records Orecords Media . 10 media

]
Ll

s |

A >

1.0f 1 page Norecords 10f 1 page Media 1- 10 of 10
[osomton <] || fina || [toawm> ]
Show unlinked records Show unlinked media

Simple Labels ¥ | |Undo

Optionally, double-click on a thumbnail image to open a reference of that image.
You may drag this image anywhere on the screen while you catalog its
corresponding data and reference either the image itself or its small thumbnail in
the image tool bar.
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| Rurcard.to Midia Mappirsg Toal

Heconds [

5. Minimize the Record-to-Media Mapping window. You should see the Data Editor
window, which is open whenever you log on to Inscribe. If you have closed this
window, click File, click Open Record, and then select your collection (listed as
your catalog template’s name or the primary record type of your catalog
template).

Data Editor - Simple Labels

Search View Editor View Record Preferences

Idlentifier:
Creator:
Date:
Title:

Description:

save search load search clear search

new record

6. Click new record.

7. Add data for your media item. In this example, the Simple Labels template was
selected when the new collection was created. You will see the fields for your
selected template in this editor window.
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Data Editor - Simple Labels

Search View Editor View Record Preferences
Record 1 of 1
Identifier: * (431
Creator: Andrews, A.H. & Co.
Date: 1875
Title: Andrews Eight Inch Terrestrial Globe.

Description:

* Indicates a required field

8. Click Save after data has been added.

Mapping Data to Media with Inscribe

Once you have created a record for a media item in Inscribe, you must link the two
together for the item to appear in Insight.

The following steps can also be used if you import media and data using
Insight Studio but do not apply links in the Linking tab of the Import Media
process.

1. In Inscribe, open or return to the Record-to-Media Mapping window.

2. Click Show unlinked records in the Records panel on the left. You should see
any data records created in Inscribe that have not been mapped to media and
any data records that were imported using Insight Studio that were not mapped
to media.
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Record-to-Media Mapping Tool

Records 1record Media 10 media

-

J I I

A

-

Ui save

3. Click the data record you would like to map (it will become highlighted in red)

and then click the corresponding image you would like to link it to. You will
receive a confirmation message.

Record-to-Media Mapping Tool

Records

Globe

431

Andrews Eight Inch Terres
1875

1 record Media 10 media

Mapping Confirmation

You are about to map "Entity 120" and "Medium 100101".
Do you wish to proceed?

Yes Ho

100101
Always prompt for confirmation.

Click Yes to map the data record to the media item.

Click Save to save the mapping.

Click Show unlinked records and Show unlinked media. The data record you
mapped to a media item should not appear as a result in the unlinked records

panel. The media item it was mapped to should also be missing from the unlinked
media panel.
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Record-to-Media Mapping Tool

Records 0records Media

1 of 1 page Norecords 1 of 1 page Media1-90f0
‘Show unlinked records Show unlinked media _

Simple Labels ¥ [ {Undo Save

You can check your collection in Insight to see if the mapping was successful. If

your media item and record were linked successfully in Inscribe (and your media
was published by clicking the Apply Changes button of the Publish tab in Insight

Studio’s Media Import process), the image will appear in Insight.

BB Insight ¥5.1 - Quick Start =10l

1.0f 1 page Image 1-10f 1

Perform this cataloging by hand and mapping process in Inscribe for all media
that requires data.
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