How to Manage Assets: Images Scribe™

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

Load images from your local computer to the assets folders in Ingeniux. Images must
be sized correctly for the web (refer to Website Style Guide Resources section at
www.kutztown.edu/webtraining for information)

1 On the top menu, select "Assets"

Assels Administration
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2  Onthe Assets screen, select the Asset Tree Navigation icon

MyKU Web Dashboard i | Assels  Administration

Assets (assetfolders_1)

Folder Properties

[%]- | publish =

=\
MName 0] Type File Size
(] commitees af19 Folder
D Departments-COffices afi40 Folder
D Documents afia4 Folder
D Emblems af11 Folder
D Events af165 Folder

3 Inthe Asset Tree, expand Assets

MyKU Web Dashboard i | Assels  Administration

Asset Tree Assets (assetfolders_1)
m | ® ® ': . Folder ] Properties

: ‘ ) @ assets E‘Eé' | publish (= &

: ¥ r.‘!.l Recycle Folder i Nt D e
(]  commitees aff119 Folder
() Depatmentsoffi..  ar40 Folder
D Documents affdd Folder
|:] Emblems a1 Folder
D Events af65 Folder




4  Expand Departments-Offices

MyKU Web Dashboard i I ~ Administration
Asset Tree ‘9 ) | Assets (assetfolders_1)
@ @ Folder Properties
v & Assels @~ & Pubish v = H|H
Committees
Name ID Type
Pepartments-Offices
() committees afi119 Folder
Documents
Emblems () Depatmentsoffi..  ar40 Folder
Events
Global D Documents aff44 Folder
mages (] emplems aff11 Folder
» [0 images_o
P [ Indexed D Events af165 Folder

Expand the appropriate alphabetized group (A-F, G-L, M-R, S-Z) depending on your
office name.

Asset Tree € Departments-Offices  (af/40)
= Folder
| [®
v @ Assels £ | Publish = HB
Committees
Name ID Type
o (] aF afl336 Folder
&t [ es afl337 Folder
M-R
= (] mr af338 Folder
Sl [T} sz aff339 Folder
Emblems
Events




6  Find your area's folder. it will appear white, while the other offices are grey.

CounselingPsychologicalServices

~ 1 i y = .
Counseling Stu

CriminalJustice
ganStudents
» || DerroOffice
» | Documents
» [ icons
» [0 Images
P [ Test
eight jpg
Faculty StaffMasthead.jpg

E7

]

E7

Fireworks.jpg

7  Click "Images"

Administration

af339

Folder

Dashboard
Asset Tree ) Documents (af/419)
‘@ o Folder Properties
+ [J DemoOffice ‘] B~ chexou O
» [0 Documents
Name

» O icghs

» [ Inages D Masthead IMG T...

*O D PDF Example.pdf

[2) eightjpg

[2) FacultyStaffMasthead.jpg
[ Fireworks.jpg

[ fivejpg

[ fourjpg

[ GininTree.jpg

[ HammockStudy.jpg

[ KUclass2027mastheadSm.jpg
[ LytieFairjpg

[ OldMainMasthead.jpg

[2) onejpg

[2 OutdoorClassroom.jpg

[ seven.jpg

2 sixjpg

Publish =

D

/19900

24841

= H
Type File Size
Document 338.93 KB
Document 17.05 KB

Modified

8/21/2025

5/18/2026

Show Path

Assigned To

& Smith, Kelly

2 webaemo
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Click the new icon.

Dashboard

Asset Tree

m () [F]

w [0 DemoOffice
» [0 Documents
» [ icons
b [0 Images

» [ Test

2]

eightjpg

Faculty StaffMasthead.jpg
Fireworks.jpg

five.jpg

fourjpg

GirlinTree.jpg
HammockStudy.jpg
KUclass2027masthead Sm.jpg
LytieFair.jpg
OldMainMasthead.jpg
one.jpy
OutdoorClassroom.jpg

seven.jpg

[ B O i O B B N B B 5 P R R )

sixjpg

Images (af/420)

Ealday Properties

‘ [%). kheckout |

Mame

D Masthead IMG T.

D PDF Example.pdf

Click "Create New Asset"

Dashboard

Asset Tree

m | ©

w [J DemoOffice
» [J Documents
» [ icons
» O Images

» [ Test

o)

eightjpg
FacultyStaffMasthead.jpg
Fireworks.jpg

five.jpg

fourjpg

GirlinTree.jpg
HammockStudy.jpg
KUclass2027masthead Sm.jpg
LytieFair.jpg
OldMainMasthead.jpg
one.jpg
OutdoorClassroom.jpg

seven.jpg

o O i N i N e B 5 N i Y i T 5 O 5 IO i O 5 B v B

six.jpg

Images (af/420)

Folder Properties

B~  chekout =
@ New Folder
@ Create Nejw Asset
& N 247)pg
ﬂ 911Remembranc

B A&FMastheadF

Bl AzFMasthead K

AccountingLG jpg

alumni-plaza-nig. ..

bearfest-event.jpg

BearLibrary.jpg

bearstatue-tower. .

blackhistoryment

BloodDrive jpg

Administration

Publish

D

a/19900

24841

Administration

Publish

a/14254

a/20232

a/20362

a/20363

a/22458

a/18939

a/18938

a/18936

a/18941

a/s93r

a/17080

Type

Document

Document

Type

Image

Image

Image

Image

Image

Image

Image

Image

Image

Image

Image

File Size

338.93 KB

17.05KB

File Size

8.07 KB

47.92 KB

178.15 KB

175.71 KB

66.2 KB

154.69 KB

4432 KB

284.53 KB

40.13 KB

67.87 KB

3217 KB

Modified

8/21/2025

5/18/2026

Modified

8/21/2025

2/7/2025

8/21/2025

8/21/2025

1/22i2026

8/21/2025

8/21/2025

7/212025

8/21/2025

8/21/2025

8/21/2025

Show Path

Assigned To

& Smith, Kelly

& webdemo

Show Path

Assigned To

& smith, Kelly

None

& Smith, Kelly

& Smith, Kelly

a2 P AssetManag.

& Smith, Kelly

& Smith, Kelly

8% PAsseiManag...

a Smith, Kelly

P AssetManag.

& Smith, Kelly
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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.

-

Documents (af/419) g
Folder Properties
[{%1 - Check Out &3 | Publish = H Show Path Q search | W Filter
or click to browse a file
Update existing assets if names conflict Use default asset schema
i 5 Marked For
Name 1D Type File Size Madified Assigned To Publish

B Masthead IMG T.. a/19900 Document 338.93 KB 11/12/2024 & Smith, Kelly v
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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 image will automatically be added to the image workflow. You
no longer need to add it to workflow. The image will publish on the next system
publish.

Folder Properties

[=a) Show Path Q search | W Filter

[~ Checkout & Publish »

thekey.pdf

Update existing assets if names conflict % Use default asset schema _: Close
: & z Market.Eor
Name ID Type File Size Modified Assigned To Publish
a IMasthead IMG T.. a/19900 Document 3368.93 KB 11/M12/2024 A Smith, Kelly b

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

The first time updating an image, that was loaded prior to May 21, 2026, it will
need to be updated to the new image workflow.



13 Click the Advance in Workflow icon

Dashboard Assels Administration Apps Leiboff, Josh =
se @O || 24-7jpy (ar14254) ¥
Overview ‘ Categorize ‘ History ‘ me
“f | check out | AssignTo w blish w Show Pat
- [ DeanStudents o
» [ DemoOffice v
» [0 Documents Properties o
» [ icons
File Name: 24-7 jpg Dimensions: 238 x 147 Asset ID: al14254
w [ Images
File Type: Image DPI: 96 Updated on: 5/18/2026, 1:22:40 PM

[ -masthead. jpg

File Size: 8.07KB Updated by: webdemo
[ 24-7.jpg 24/7 Checked Out:

[ 738w-410t,jpg

[ 911Remembrance jpg Current URL: ~/Departments-Offices/A-F/DemoOffice/images/24-7 jpg

d
[2 A&F-Masthead-Facilities.jpg @ l
[ A&F-Masthead-Kemp.jpg Restrict Asset Publication:

[} AccountingLG.jpg Start Date:  MM/DDAYYYY

B alumni-plaza-night jpg EndDate:  MMDDIYYYY

[2) bearfest-event.jpg

HH | MM AM

HH : MM AM

Notes:
[2) BearLibrary.jpg

[2) bearstatue-tower.jpg

[2) blackhistorymonth.jpg

[2 BloodDrive.j|
bg Schema °

[2 Bonfire.jpg

14 In the Advance Worfklow window, click "(Choose a different worfklow)"

Advance Workflow

& Please sewnansmon.

Authoring o
(Choos(a different waalow)

Next State:

Bridge to Document Next Group: P AssethManagers
AssignTo

Assign to Group

Bridge to Image
Comments

Publishing

Advance Workflow -




15 Click "Update Image"

Advance Workiflow

Authoring

Next State: Authoring

Bridge to Document Next Group: PAssetManagers

Assign To

Assign to Group

Bridge to Image
Comments

Publishing

Advance Workflow

16  Click "Assign to Group"

Advance Workflow

& Please select a workflow transition.
Authoring [ Transition

Update Image

Next State: Bridge to Image

Next Gmmnagers

Assign

[Assig(m Group )

Bridge to Image \7/
Comments

Publishing

Advance Workflow
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Select yourself from the dropdown list

Advance Workiflow

Authoring

Bridge to Document

Bridge to Image

Publishing

__Briage__

Click "Advance Workflow"

Advance Workilow

Authoring

Bridge to Document

Bridge to Image

Publishing

Please select a workflow transition.
Transition

Update Image

Next State: Bridge to Image

Next Group: PAssetiManagers
 Assign To

Leiboff, Josh
Mull, Andrew
Smith, Kelly

|

webd

v N

Advance Workfiow .

Please select a workflow transition.
Transition

Update Image

Next State: Bridge to Image

Next Group: P AssetiManagers
AssignTo

webdemo

Comments

10
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Back in the Image window,

Click Upload New to select a new image from your computer.

Or, if you're simply editing the image (like size and dimensions), select the edit
image button to complete your edits. If editing the image, after making edits,
skip to Submitting an Image for Publish

« [0 Images Check In < Rename AssignTo v @ meo

[ -masthead jpg

[2 24-7 jpg
Properties
[ 738w-410tjpg
[ 911Remembrance jpg File Name: T38w-410tjpg Dimensions: 738 x 410 Asset ID: al24843

File Ty I DPI: 96 Updated on: 5/18/202¢
[ A&F-Masthead-Facilities.jpg testype. mage pdated on

File Size: 9.3KB Updated by: webdemc
[ A&F-Masthead-Kemp.jpg

Checked Out v
[2) AccountingLG.jpg
[ alumni-plaza-night.jpg Current URL:  ~/Departments-Offices/A-F/DemoOffice/lmages/738w-410t.jpg
[2) bearfest-event.jpg

[2) BearLibrary.jpg | Restrict Asset Publication

[2) bearstatue-tower.jpg

Start Date:  MM/DD/YYYY HH MM AM

[2) blackhistorymonth.jpg

| | B

N End Date: MM/DDAYYYY HH MM AM

[2) BloodDrive.jpg
[ Bonfire.jpg NGtEs:
[ businessopenhouse.jpg
) CampusTour.jpg

[ cDScreenShotAd.jpg
[) ChamberFestival.jpg Schema
[ chambliss jpg

[ ChemistyMediajpg Taxonomy l
[ ChioeAgnew.jpg

[ COElgspring24.jpg Related Images

11



20 In the Reupload window, Click Drag File Here or drag the file from your
computer.

Reupload

Select a new file for this asset

Dra ere

or click to browse a file

21 Once you've selected the image, Click "Upload"

Reupload

Select a new file for this asset

Im

738w-410tjpg

12
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Submitting an Image for Publish

Click the Advance in Workflow icon

Dashboard e Assels Q webdemo v
@ € || 738w-410tjpg (a/24843) %
1 ® Overview ‘ Edit | Categonize | History ‘
- S 1
7 Images “f Checkin 31 Show Path
'
[ -masthead.jpg N\ J_j’
) 24-7.jpg
Properties °

[2) 738w-410t.jpg

& 911Remembrance.jpg File Name: 738w-410t jpg Dimensions: 738 x 410 Asset 1D al24843

@ A&F-Masthead-Facilities.jpg File Type: Image DPI: 96 Updated on: 5/18/2026, 2:03:42 PM

File Size: 9.3KB Updated by: webdemo
[ A&F-Masthead-Kemp.jpg Lub e ediout o

[l AccountingLG.jpg

]

alumni-plaza-night jpg
bearfest-event jpg
BearLibrary.jpg
bearstatue-tower.jpg
blackhistorymonth.jpg
BloodDrive.jpg
Bonfire.jpg
businessopenhouse.jpg
CampusTour.jpg

CDScreenShotAd.jpg

[ I P B 5 R ST P I R R )

ChamberFestival.jpg

Current URL: ~/Departments-Offices/A-F/DemoOffice/images/7 38w-410t jpg

@

Edit Image

Restrict Asset Publication:

‘ Upload New | Start Date:  MM/DD/YYYY ‘ & | HH (2 MM AM
End Date:  MM/DD/YYYY ‘ & | HH (2 MM AM
Notes:

Schema
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Submit for Publishing should be the only transition.

Click "Assign to Group" and select yourself from the list of users

Advance Workflow

& Please select a workflow transition.
Transition

Authoring

Submit for Publishing

Next State: Publishing

Next Grgdip: P. nagers
Assigniio
[Assi to Group )
S—

Comments

Publishing

Advance Workflow o

Click "Advance Workflow"
The image will be placed in queue to be published.

Advance Workflow
& Please select a workflow transition.
Authoring Tstnn

‘Submit for Publishing

Next State: Publishing

Next Group: P.AssetManagers
AssignTo
[ webdemo

Comments

Publishing

Cancel
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