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To Create Folders  
 
-  Click on Playlist menu .  

 

 
 

1.  Under the  selected Tab  (My Playlists /Institution Playlist ) , Click on New . 

 
Note:  

 

New is enabled on tabs accessible by users (i.e. Only Administrators and 

Professors are allowed to create playlist in the the Institution tab; Only Na xos 

staff can create playlist in NML; etc. )  

 
2.  On the Create Playlist Folder popup screen, define Folder details.  

 

You may secure your folders by defining password to access them. Just 
select Yes  on Secure Folder  and define  and confirm your password.  

 
Note :  

In case you forget your password for the secured folders, please contact  your 

Administrators. They can unsecure a folder or change the password for you.  

 
3.  All password protected folder will have a lock icon  beside the name. To 

unlock it, just click on the  name and enter the password on the prompt 
screen.  
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Note:  

 

Current  is the default folder in your óMy Playlists ô and óInstitution Name 

Playlists ô tab s.  

 

The owner/creator (Author) may change the folder name.  

 

Folders can be used to group playlists.  

 

To E dit or Delete Folders  
 

 
 

1.  Highlight the Folder to be edited or deleted.  
2.  Click on Edit  or Delete .  

3.  On the delete popup screen, click on Delete All Playlist button to confirm.  
4.  On the edit popup screen, update fields accordingly and  click on Save . 

 
Note :  

 

Delete  folder function will delete all the playlist under the folder. You cannot un -

do this process. Please ensure that your selection is correct, otherwise, you have 

to re -create all the playlist s.  

 

Folders can be edited  and delet ed by their creators.  

 

Administrators have rights to edit or delete Folder s of Professors  in the Institution 

tab .  
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To Create New Playlist  
 
-  In CD page:  

 

 
 
 

1.  Select  the tracks you want to add to the playlist by ticking on the 
checkbox beside the track names.  

2.  Click on the Add to Playlist  button to add the selected tracks to the 
playlist.  
 

In the Select Location  section:  
 

3.  Select t ab  which either be óMy Playlistô, your personal private folder or 
óInstitution Name Playlistô, your institutionôs public folder. 

4.  Select the folder  group you want to add the playlist to.  To create new 

folders please refer to óTo Create Folders ô.  
 

In the New Playlist  section:  
 

5.  Accept the default Sequence No  or select from the list. This field is used 
to sort  the playlist within a folder.  

6.  Enter Playlist name . 

7.  Indicate your name as Author  of the playlist.  The default will be your NML 
member account name.  

8.  Enter Remarks . This could be used to indicate playlist description.  
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9.  Click on Add To Playlist  button to save . 

 
Note:  

 

The maximum number of tracks allowed for a playlist is 60.  

The maximum number of playing time allowed for a playlist is 4 hours.  

 

Owners/Creators of Folders can add playlist to them .  

 

Administrators can only create playlists name to Professors ô Folders  in the 

Institution tab . They are not allowed to add tracks to Professorsô Playlists. 

 

Add Tracks to Existing Playlist  
 
-  I n CD page  
 

 
 

1.  Select  the tracks you want to add to  the playlist by ticking on the 
checkbox beside th e track names . 

2.  Click on the Add to Playlist  button to add the selected tracks to the 
playlist.  
 

In the Select Location  section:  
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3.  Select t ab  which either be óMy Playlistô, your personal folder or óInstitution 

Name Playlistô, your institutionôs public folder. 
4.  Select the folder  group you want to add the playlist to.  
5.  Select playlist name  from the dropdown . 

6.  Click on Add To Playlist  button to save.  
 
Note:  

The maximum number of tracks allowed for a playlist is 60.  

The maximum number of playing time allowed for a p laylist is 4 hours.  

 

Owners/Creators of Folders can add playlist to them .  

 

Administrators are not allowed to add tracks to Professorsô Playlists. 

 

To View Playlists  
  

-  Click on menu: Playlist   
 

 
 
 

1.  Click on My Playlists  tab to view your created playlists , Institution 

Name Playlist s to view playlist created by Administrator/Professor or 
Naxos Music Library  to view Naxos created playlists.  

2.  Select a Folder  to view.  
3.  The right section of your screen will show all the playlists under the 

selected folder.  Mouse over the name to view playlist description.  
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To Edit Playlist  Details  

¶ In Folder s List View  

 

 
 

1.  Click on the Pencil icon . 

2.  Edit  details on the popup screen.  
3.  Click on Save Changes  button.  
 

Note :  

 

Folders and Playlist can be edited by their creators.  

 

Administrators have rights to edit  or delete  Folders created by Professors  in the 

Institution tab . 
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¶ In Track s List View  

 
 

1.  Click on  Edit .  
2.  Edit  details on the popup screen.  
3.  Click on Save Changes  button.  
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To Edit Playlist Track  Details  

 

 
 
 
To change display name  of track :  

 
1.  Select checkbox beside the track name.  
2.  Click on Apply Alias . The Track Alias screen will appear.  
3.  Change the name on Alias  field.  

4.  Click on Apply Track Alias .  
 

To delete tracks:  
 

5.  Select track to delete. C lick on  Delete link .  

 
To change track position:  

 
6.  Select track to move. Change position of tracks by clicking on Move 

Up/Down  or Move to Position . Move Up/Down is used to move s ingle 

tracks. While the other is used to move multiple tracks.  
 
Note :  

 

Folders and Playlist can be edited by their creators.  
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Administrators have rights to edit or delete Playlists  and its tracks  created by 

Professors  in the Institution tab . But  they are  not allowed to add tracks to 

Professor sô playlist.  

 

To Import/Export/Delete Playlists  
 

The Import and Export function allows NML users to copy playlist s from an 
account to another account. For example, if you want to copy playlist from  an 

institutionôs Shared Tab or in Naxos  tabs to your individual subscription account, 
you may export them  from the institution account and import to your individual 
subscription account.  

 
-  Click on menu: Playlist   

¶ Import Playlist  

 

 
 

 
1.  Click Import from File .  

2.  On pop -up screen, click Browse .  
3.  Select .XML file to import  from appropriate directory . 
4.  Tab  will be óMy Playlistô for your private folder or óInstitution Name 

Playlistô for public folder. 
5.  Folder. Select the folder group you want to import the playlist to.  

6.  Click Import Now button.  The imported file will be listed on the  screen 
with a name that begins with óImported ô. 
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¶ Export  Playlist  

 
 
 
1.  Click checkbox to select specific playlist to export.  

2.  Click Export to File button . 
3.  On pop -up screen, click Export Now  and Save  files on your preferred 

directory . 
 

¶ Delete Playlist  

 
 

1.  Click checkbox to select specific playlist to delete.  
2.  Click on Delete Playlist.  

3.  On the popup screen, click on Delete All Playlist  button to confirm.  
 

Note :  

 
You cannot un -do the deletion process. Please ensure that your selection is correct, 

otherwise, you have to re -create the playlist.  
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To Move a Playlist  to Folder /Tab  

 
To share playlist s (i.e. display  a playlist under  their Institutionsô Shared Tab for 
public view ) , Professors  or Administrators must move their playlist from My 

Playlists Tab to their Institutionsô Shared Playlist Tab. 

 
For Administrators, be careful when moving playlist from folder to folder. Please 

not e that the playlist will inherit the creator of the Folder you will move it to.  
 

 

 
 

1.  Select playlist to move.  

2.  Click Move button.  
3.  On pop -up screen, select your Institution Name from tab . Select the 

folder  name you want to move th e playlist to.  The selection box will only 

show the folders and tabs that you are allowed to access.  
4.  Click on Change Playlist Location  button.  

 
 


