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Review Assets

Published on 01/27/2022

Uploading Review Assets

Any files in need of review can be uploaded as assets and sent out for review and approval.
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There are a few ways to upload review assets: you can drag and drop files from another source on your
computer or select Add Assets to upload files with the following options:

e Browse Files from local storage (https://guide-ignite.inmotionnow.com/help/review-assets#browse-files-from-local-
storage)

o Capture Webpage (https://guide-ignite.inmotionnow.com/help/review-assets#capture-webpage)

o Capture Email (https://guide-ignite.inmotionnow.com/help/review-assets#capture-email)

e Add from Existing Files (https://guide-ignite.inmotionnow.com/help/review-assets#add-from-existing-files%C2%A0)

e Add from a configured storage integration (https://guide-ignite.inmotionnow.com/help/review-assets#storage-
integration)

Once the file is uploaded, it will display in the Review Assets area of the proof details. The name assigned

to the review asset will default to the original file name. Click the field to change the assigned name, which
will display to the reviewer in the review environment.

Review Assets Add Assets v

Drag and drop to upload files.
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Any user with access to the proof can add notes, instructions, or annotations in the review environment
before the proof is sent. This allows the designer or team member to provide context, attach reference
files, and additional information to the reviewers as necessary.

© 2019 inMotionNow, Inc. - All Rights Reserved


https://dyzz9obi78pm5.cloudfront.net/app/image/id/5f0e6a0d6e121c8c1e82fbb9/n/86-review-upload-menu.jpg
https://guide-ignite.inmotionnow.com/help/review-assets#browse-files-from-local-storage
https://guide-ignite.inmotionnow.com/help/review-assets#browse-files-from-local-storage
https://guide-ignite.inmotionnow.com/help/review-assets#capture-webpage
https://guide-ignite.inmotionnow.com/help/review-assets#capture-webpage
https://guide-ignite.inmotionnow.com/help/review-assets#capture-email
https://guide-ignite.inmotionnow.com/help/review-assets#capture-email
https://guide-ignite.inmotionnow.com/help/review-assets#add-from-existing-files%25C2%25A0
https://guide-ignite.inmotionnow.com/help/review-assets#add-from-existing-files%25C2%25A0
https://guide-ignite.inmotionnow.com/help/review-assets#storage-integration
https://guide-ignite.inmotionnow.com/help/review-assets#storage-integration
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5f0e6937ec161c497475f5d0/n/86-renaming-review-asset.jpg
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5f0e6a7b8e121c9f04dfa1a1/n/86-asset-notes.jpg
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5f0e69978e121c427fdfa3fb/n/86-review-asset-menu.jpg
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5d1643b8ec161ca014ffa9fa/n/61---proof-assets---drag-and-dropmov.gif
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5d165eddad121c226d74980a/n/61---proof-assets---capture-webpagemov.gif
https://dyzz9obi78pm5.cloudfront.net/app/image/id/603fab3a6e121c6d0eab509a/n/kb-capture-email-gif2.gif
https://dyzz9obi78pm5.cloudfront.net/app/image/id/60254835ec161cd76f7a77c8/n/email-capture-gif.gif
https://dyzz9obi78pm5.cloudfront.net/app/image/id/603fae556e121c5611ab4e5c/n/kb-capture-email-3.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/603faf6b6e121c8011ab4e63/n/kb-capture-email-4.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/603fb08b6e121c9611ab50cd/n/kb-capture-email5.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/604a40f16e121cc548e86537/n/kb-review-asset.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/604a45296e121c1d4ae86195/n/add-from-existing-files.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/604a46106e121c284ce8634a/n/add-from-existing-files2.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5cd19f0f6e121c470b30110e/n/57--integrationsmov.gif
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63dd7c1b8be6db6ccc4f1ae3/n/wf-rel-149-asset-gif.gif

oo, ..
motion

ignite

Click the pencil icon to the right-hand side of the asset file to add asset notes in the review environment.
This will open the review in a new tab of your browser window. From the review environment

(https:/guide lytho.com/help/intro-review-approval), you will be able to add general comments and/or annotations with
associated comments.
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Drag and drop to upload files.
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From the actions menu to the right of the review asset, you can download the file or remove it from the
proof.

Review Assets Add Assets

Drag and drop to upload files.
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Remove from Proof

Having trouble uploading files as expected? Be sure to follow our File Preparation Guidelines
(https://guide.lytho.com/help/file-preparation-guidelines).

Browse Files from local storage

Drag files into the drag and drop area to upload an asset to the proof. You also have the option to click the
drag and drop area to open and select files from your computer.
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Create and finalize ad

Proof Assets

Add Assets v
Proof Options

Drag and drop to attach files. Members
+

Project

E Digital Ads
Proof Route

Start Date
[£ Add Start Date v

Due Date

Add a route to your proof. 51 Due Jul 26 v

Create a New Route Tags

DieimAL X Add tag..

B truesoap-ad-h....pdf Show All

Capture Webpage

Select Capture Webpage from the Add Assets dropdown menu and insert the URL. Workflow will access
the site and take an image to pull into the review and approval environment. A link to the site will be
provided to the reviewers so they can validate buttons and interactive experiences.

Create and finalize landing page & ToDo v

Proof Assets

Members
+

Drag and drop to attach files.

Project

B Digital Ads

Proof Route
Start Date
[E Add Start Date v

Due Date

Add a route to your proo. 2] Add Due Date v

Create a New Route Add Tag

Level of Effort
£ Add LOE v

Capture Email

You have the ability to capture emails inside of Workflow. Begin by copying the company specific email
address located inside the Capture Email option of the Add Review dropdown list.
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True Soap email blast X

OVERVIEW  FILES  TIME

Description . R
Review Options v
Email blast to promote all True Soap scents

Review Details Add Assignment

Add Time Entry
Review Name

True Soap email blast

Members

" o+

Instructions

Add instructions for reviewers...
Start Date

=1 Add Start Date v

Review Assets Iy Add Assets v Due Date

=1 Add Due Date v
Tags
Drag and drop to upload files. DIGITALDESIGN X SCENT X

Add tag..

Send your email asset to the copied address. This will work with any marketing email automation platform
using the 'test' email functionality.

When sending the email for capture, the capture email address must be in theTo field. The
email will not pull into Workflow if cc'd.

The email will then appear in the list of email assets and you can select for review. By default, the name of
your email asset will be the email's Subject Line.

True Soap email blast

OVERVIEW  FILES ~ TIME

Description ) )
Review Options
Email blast to promote all True Soap scents

Review Details Add Assignment
Add Time Entry
Review Name

True Soap email blast

Members

. R

Instructions

Add instructions for reviewers...
Start Date

=] Add Start Date

Review Assets Due Date

=] Add Due Date

Tags
Drag and drop to upload files. DIGMAL X SCENT X

Add tag..

Level of Effort
L Add LOE ~

Review Route Add Route v
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Before sending out for review, you have a few options to edit or add details includingFrom, Subject,
Alternate Subject Line, Segment, and Release Date. Select SHOW DETAILS under the name of the
email asset to update these fields.

Review Assets Add Assets

Drag and drop to upload files.

e [Test] inMoMNews: New Year, Mew Features! \ 7

SHOW Djﬁus *

Fill in the details of your choice and selectSave when complete.

True Soap email blast X

Drag and drop to upload files.
Review Options v

= [Test] inMoNews: New Year, New Features! %, 4

Add Assignment
HIDE DETAILS

Add Time Entry

This information will be displayed for review, in addition to the email design.

From Members
resources@inmotionnow.com '”> +
Start Date
Subject
=] Add Start Date v
[Test] inMceNews: New Year, New Features! %
Due Date
Alternate Subject Line 21 Add Due Date v
inMoNews: Happy New Year! %,
Tags
s ¢ DIGITALDESIGN X SCENT X
egmen
Add tag...
ignite Admins

Level of Effort
Release Date & Add LOE ~

‘ 1/5/2020| ‘

Cancel %

Inside of the review environment your reviewers will see the email design as well as the subject line, email
sender, and other fields you choose to populate.

Tracked Time
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EMAIL INFORMATION

From: resources@inmotionnow.com
Subject: [Test] inMoNews: New Year, New Features! ¢/
Alternate Subject Line: inMoNews: Happy New Year! &
Segment: ignite Admins
Release Date: 1/5/2020
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What's New in
inMotion ignite

Product Updates for January 11, 2021

Create, Edit, and Manage Your Own Forms! @

BT TR —

Your reviewers will have the ability to view the email within their browsers and test any links by selecting
the link on the right side of the asset, below the approval status.

® A @ SAVE & EXIT

®

[Test] inMoMNews: Mew Year, New Feat...

Select an approval status - ,%.’

Page 10of 1

[/ https://truesoap.demo.goinmo.c...

https:/ftruescap.demo.goinmoom,'emailcaptured 775

M FEEDBACK @ FILES ()

Add From Existing Files

You have the ability to add files that have been uploaded to the proof or linked project for review. Select
the option Add from Existing Files in your Add Assets dropdown menu.
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Review Assets Add Assets

Browse Files

Capture Webpage
Drag and di P pag

Capture Email

Add from Existing Files U
Add from Easting Files
Review Route Add Route

Select a file to add as a review asset.

Review Assets Add Assets v

< Add from Existing Files x

Drag and di
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b ‘-h Project file, .png @

iy Flower Image.jpg
Praject file, .jpg

Review Route

o Once a file has been sent for review, it cannot be re-uploaded as an asset in future proofs.

Storage Integration

If you have storage integrations (https:/guide-ignite inmotionnow.com/help/storage-integrations) St UP in your account, they
will appear as an option in the Add Files dropdown. Select the integration to browse its contents and
upload assets to your proof.
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Design + Copy - Print Ad

OVERVIEW  FILES

Add Files v
E= .

Drag and drop to attach files.

COMMENTS  ACTIVITY

@ | wite a comment

Kick off the conversation by adding a comment.

Reordering Review Assets

Drag and drop functionality allows you to reorder your assets prior to sending out for review. Hover over a

@ ToDo -

Members
o +

Project
[E) Truesoap Mother's Day Pro.

Start Date
[2 Add Start Date v

Due Date

=] Add Due Date v

Add Tag

Level of Effort
1 Add LOE v

review asset to reveal the mouse grabber and drag to the desired location.

Truesoap Spring Ad Components

Review Name
Truesoap Spring Ad Components

Instructions

Add instructions for reviewers

Review Assets

Drag and drop to upload files.

+ True Clean House Bottles (2).PNG

Truesoap_Berryjpg

True Clean House Logo (1).PNG

Review Route

Review Options

Assignees
e+
Priority

F HARD DEADLINE ~

Start Date
) Add start Date

Due Date
2 Add Due Date

Add Tag
£ AddLOE v
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© 2023 Lytho, Inc. All rights reserved. | Privacy Policy (https://www.lytho.com/privacy-policy/)
Have a friend who could benefit from Lytho? Refer them and get a $200 gift card!

(https://lytho.knowledgeowl.com/help/customer-referrals)
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