Ingeniux - Uploading a New Image

1. Select the Assets section
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2. Navigate to the folder where the image will reside. Example: Assets > Images >
Communications > 2020 > Web Editors Guide > Training
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3. Select the Upload new Asset icon
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4. Upload the image and click the “Upload” button
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5. Right-Click the image title in the asset-tree and select “Check In”
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6. Right-Click the image title in the asset-tree and select “Mark/Unmark for Publish”

Whitman CMS Dashboard Assets Administration

Assets Tree

Training (a/61906)

7[] & Overview Categorize History Properties
» [ Fountain o AssignTo~v @ o Show Path
¥ [3 GraphicsToolbox
» [ IGX Tips
P [D Ingeniux_Training_Assets c
D Recent-Projects File Name Trainingjpg Dimensions: 600 x 600 Asset ID: /61906
b [0 Social Media Icons File Type: Image DPI: 96 Uploaded on: November 1, 2020
» [ Template Thumbnails File Size: 110.08 KB Uploaded by: TestAccountKeith
» [ Training heck Checked Out: false
Rollback
P [ Video_conference backgrounds
b [ VisualStyleGuide Mark/Unmark for Publish Current URL: ~fimages/Offices/Communications/Web-Editors-Guide/Training/Training.jpg
Publish
¥ [0 Web-Editors-Guide
v (3 Training Propsries Restrict Asset Publication:
Download
[ Training jpg = : Start Date: 5 AM
[ igx-10.png Notes:
) igx-11.png
B igx-12.png #

7. Check the Marked for Publish “Live” box and click the “Okay” button
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8. Right-Click the image title in the asset-tree and select “Publish”
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9. Click the “Incremental” button
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