
Loading Assets, adding to Asset Workflow, Advancing through Workflow. 

Assets are images (e.g., pictures, jpg files) and documents (e.g. PDFs).  In order to have any images or documents on your website, you must 
upload the files from your local computer or drives to the assets folders in Ingeniux.   

Before you begin, be sure to know where on your computer or network drive you have saved the files you are uploading.  

IMPORTANT: If you are uploading images, you MUST size the image correctly for the web.  Basic settings would be 96dpi resolution and size 
closely to the actual size that the image will appear on the site.  Direct questions and requests for assistance with sizing images to Kelly Smith 
(ksmith@kutztown.edu, x34937) 

• Refer to Website Style Guide Resources section at https://www.kutztown.edu/webtraining for information on sizing of images. 

Upload Assets 
On the top menu (blue toolbar) 
click on assets 

 

mailto:ksmith@kutztown.edu
https://www.kutztown.edu/webtraining


On the asset screen, select the 
Asset tree navigation 

 
In the Asset Tree, expand Assets / 
Departments-Offices then either 
A-F, G-L, M-R, S-Z depending on 
your office name, and find your 
area’s folder.  

 



Upload Assets 
To load an asset, find your 
department’s asset subfolder. 
 
Under assets, expand 
Departments-Offices, then the 
proper part of the Alphabet (A-F, 
etc.), then find your department.  
 
To load PDFs, Find your 
department’s Document 
subfolder 
 
To load images, select your 
Department’s Images subfolder. 
 
Then click “Create New Asset” 
icon. 

 

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, find the 
file(s) you want to upload on your 
computer or network drive.   
Note: You can select more than 
one file by CTRL+click the files.  
Click Open  

 
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 

 



Click Close 

 

To view the file(s) you just 
loaded, you may need to right 
click and click refresh to view the 
updated files in this folder.   

 



Add asset to workflow 
 
Click the Add to Workflow icon 
(this is the same button that is 
normally “Advance in Workflow”) 
 
To select multiple assets at once, 
see below. 
 
 

 



Process Multiple Assets at Once 
Alternatively, you can multi-
select assets in the asset tree by 
CTRL+click, or use the mouse to 
highlight several assets, or click 
then SHIFT+click to  select all 
assets in between. 
 
Then right click and select “Add 
to Workflow” in the menu 
 
NOTE: For “Add to Workflow” to 
appear in the menu, you cannot 
have any of the selected assets 
already in workflow. 

 
In the Select Workflow window 
 
Choose “Asset Workflow” and 
click OK 
 
Note: This step now processes 
the asset through workflow once, 
publishing it. There is no need to 
advance through workflow again, 
unless you change the original file 
(see Advancing asset through 
workflow, below). 

 



Advancing Asset through 
Workflow 
 
After you have updated the file 
with a new one from your 
computer (see steps above) 
 
Click the Advance in Workflow 
icon 

 
In the Advance Workflow window 
 
Submit for Publishing is the only 
choice and is pre-populated. 
 
Select yourself from the Assign to 
Group dropdown. 
 
Click Advance Workflow.  

 



Updating a Previously Published 
Asset 
 
Select the asset you want to 
update in the asset tree. 
 
Click Advance in Workflow 
 

 
In the Advance Workflow 
Window 
 
Update Asset is the only choice 
and is pre-populated. 
 
Select yourself from the Assign to 
Group dropdown. 
 
Click Advance Workflow. 

 
 
 

 



You can now edit or replace the 
asset as needed. 
 
 
 
 
 
Don’t forget to advance it 
through workflow again so the 
updated file will be published. 

 
  


