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How to Manage Assets: Documents (PDFs) 

Assets are images (e.g., pictures, jpg files) and documents (e.g. PDFs). 
This guide deals with documents (PDFs). 

Load PDFs from your local computer to the assets folders in Ingeniux. All documents 
must meet accessibility standards as detailed here: 
www.kutztown.edu/about-ku/administrative-office... 

1 On the top menu, select "Assets" 

https://scribehow.com
https://www.kutztown.edu/about-ku/administrative-offices/web-and-digital-media/cms-accessibility-resources.html
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2 On the Assets screen, select the Asset Tree Navigation icon

3 In the Asset Tree, expand Assets
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4 Expand Departments-Offices

5 Expand the appropriate alphabetized group (A-F, G-L, M-R, S-Z) depending on your
office name. 
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6 Find your area's folder. it will appear white, while the other offices are grey. Select
the Documents sub-folder. 

7 Click on create new icon
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8 Click "Create New Asset"

9 Click here.
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10 Click "Upload"
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11 A window opens that says "Drag Files Here or click to browse a file."

You can open a window on your computer to drag files over, or click to open a 
window and select the files you want to load. 

In the open window (not pictured), select the file(s) you want to load from your 
computer or network drive. You can select more than one file by CTRL+click the 
files. Click Open.
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12 Back in the Upload File window, take note that the “update existing assets for
conflicting names” box is autochecked. This is standard. If you have a file of 
the same name as what you are loading, it will be replaced by this new file. 

Click "Upload" then "Close."

Once uploaded, the document will automatically be added to the document 
workflow. You no longer need to add it to workflow. The document will be publish 
once reviewed by the Web Team. 

13 Updating a Previously Loaded Document (one-time update from old Asset
Workflow) 

The first time updating a document, that was loaded prior to May 21, 2026, it will 
need to be updated to the new document workflow. 
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14 Click the Advance in Workflow icon

15 In the Advance Worfklow window, click "(Choose a different worfklow)"
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16 Choose "Update Document" option.

17 In the "Assign to Group" window, select yourself then click advance workflow
button. 
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18 Submitting Document for Review and Publish

19 Select Upload New
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20 In the Reupload window, click draft file here or drag a file from your computer.

21 Click "Upload"
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22 Advance in Workflow

23 Send Document to Web Office for Review

This is a required step. All documents must be reviewed for accessibility by the 
Web Office Review Team. 

You do not need to select a user from the Assign to Group window.
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24 Click "Advance Workflow"

25 Updating a Document (in Document Worfklow) that has already been
published. 
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26 Advance in Workflow

27 Update Document is the only option. Click "Assign to Group"
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28 Select yourself from the list of users.

29 Click "Advance Workflow"

follow "Submitting Document for Review and Publish," steps 18-24, above.




