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1.	 Help and contact menu

2.	 User settings menu

3.	 Users menu

4.	 Search for categories

5.	 Search for assets

6.	 Search logical filters

7.	 Filter button

8.	 Create a new category

9.	 Delete a category

10.	 Edit a category

11.	 Upload assets

12.	 Download an Excel file with the keyword values

13.	 Favorites for the selected library

14.	 Current library with categories and subcategories

15.	 Amount of assets in libraries and categories

16.	 Amount of assets currently shown

17.	 Sorting assets (sort by and order of sorting)

18.	 Basket

19.	 Downloads

20.	 Collections

21.	 Show asset release requests

22.	 Approval status

23.	 History for the asset (approval and versions)

24.	 Thumbnail for the asset

25.	 Quick asset actions (select, download, mail)

26.	 Asset information when hovering over the thumbnail

27.	 Show or hide the categories

28.	 Show or hide the favorites

29.	 Show or hide the amount of assets

30.	 Upload assets
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View details of an asset by clicking on it

31.	 View the previous asset

32.	 View the next asset

33.	 Asset name and possibility to rename it

34.	 Category to which the assets belongs

35.	 Technical keywords for the asset

36.	 Licensing for the asset

37.	 Other keywords for the asset (custom, IPTC and AI 
derived keywords)

38.	 Actions available to the user (depending on the user 
rights, not every action is available):

A.	 Upload new version for the asset
B.	 Download asset
C.	 Send asset per email
D.	 Print asset (information)
E.	 Request
F.	 Export asset to a location on the server
G.	 Approve asset
H.	 Disapprove asset
I.	 Similar assets
J.	 Show in which InDesign document(s) the asset is 

used
K.	 Copy asset to another category
L.	 Move asset to another category
M.	 Download Excel with keyword values
N.	 Delete asset
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Viewing an InDesign, Illustrator or PDF document after 
clicking the thumbnail.

39.	 List of pages contained in this file

40.	 Enlarged presentation of the selected page

41.	 Button to show the list of images used on the selected 
page

42.	 View the previous asset

43.	 View the next asset

44.	 Zooming tool

45.	 Specific actions for InDesign and PDF assets:

A.	 Manipulations for the asset; translate 
InDesign (myTranslations®) or PDF correction 
(myCorrections®)
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Viewing a video file after clicking the thumbnail. 
​ 
​The controls available for the video can differ from browser 
to browser. 

45.	 Dispay of the video after double-clicking on it

46.	 View the previous asset

47.	 View the next asset

48.	 Option to start or pause the video

49.	 Volume control for the video

50.	 Progress bar for the video

51.	 Remaining playback time

52.	 Picture-in-picture control

53.	 Show the video fullscreen

54.	 Specific actions for video assets:

A.	 Manipulations for the asset; upload to YouTube 49
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Viewing a ZIP or TAR compressed file after clicking the 
thumbnail.

55.	 View the previous asset

56.	 View the next asset

57.	 Specific actions for ZIP and TAR assets:

A.	 Upload preview
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Any questions?

support@myworkflow.de

www.myworkflow.de


