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Request For Upload

Published on 05/25/2022

The Request for upload feature in Lytho DAM is an easy way to ask for assets from users both inside and
outside of your organization. This user does not need a Lytho account to send assets to your admin's
waiting room for approval.

There are many reasons why you might ask someone to send assets to you. Let's take a look at a few
scenarios. We'll also see what your users' experience looks like when they receive the Request for upload
invitation.

Scenario 1

You just had a great event, and your attendees took photos during their experience. Whether
the assets are selfies, team photos, action shots, speaker presentations or the entertainment,
you would love to be able to use those files to promote your next event.

Scenario 2

You hired a photographer to take photos for a new product launch or promaotional materials
for a new ad campaign. You need to get those photos from your photographer and upload
them to your Asset Manager so your team can use them to create the collateral for the
project.

Users with the assigned rule to add and approve assets to the Asset Manager can create and send a
request for upload link. The recipients of the link do not have to have DAM access to use the link.

To create the upload request you will need to have the Create upload requestsRule
(https://guide.lytho.com/help/rolesi#rules) applied to your Role (https://guide.lytho.com/help/roles) under settings.
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Edit role

Name

Admin

SETTINGS DAM BRAND GUIDES PUBLISHING TRANSLATIONS

View assets & collections

Add assets

Edit assets

Delete assets

Download & share assets
Approve assets

Create & edit public collections
Edit visibility of assets

Edit copyright settings of assets
Crop images

View assets that have been set invisible

Manage embedded links

Create upload requests

Creating a Request for Upload Link

Select the upload button/@| in the top right corner in the Asset Manager or the Waiting Room to begin
creating your request.

© 2019 inMotionNow, Inc. - All Rights Reserved


https://dyzz9obi78pm5.cloudfront.net/app/image/id/641321cc6acfca683b7e0297/n/1678975435688.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/62910f47f6a0254eae343eaa/n/1653673800756.png

O o
@motlo_n
ignite
H BRAND CENTER 0 & v O W
hssets... & & Upload
door Single = 1 Creation date ¥ HmH

In the GENERAL tab select the date the link will be valid through, a name for your link, and a message for
your end users. The name is only displayed internally within your shared links for easy management.
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Request for upload

ﬁ Waiting room
GENERAL TAGS PERMISSIONS

Valid thru
[ Setting ~
06/26/2022 b
Adult Fru = 1h Creat
Name @

Sales Headshot Request

Message

AaBt Flease upload your professional nheaasnot. _)] B
ensure you are wearing Truesoap branded
L]
S ]

attire.

b

Create link

Add one or multiple email addresses

Add one or multiple email addresses

Cancel
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You have the ability to add Tags (https://guide.lytho.com/help/organizing-tags) and Permissions

(https:/guide lytho.com/help/permissions-user-groups) Within the additional tabs. This ensures that the assets coming in
will have the appropriate tags or permissions applied so that you do not have to apply to each individual
asset in the waiting room.

Select Create link to create a link that can be copied and shared with your end users. You also have the
option to send an email directly from Lytho DAM. Enter the email address(es) in the email field and click
Send email to send.

3 Setting ~ Name o

Sales Headshot Request
Adult Fru

= i

Message

Flease upload your proressional neadsnot.
ensure you are wearing Truesoap branded
attire.

AaBt Copy link https://link.us-1.lytho.us/u/165...

Add one or multiple email addresses

emily@truesoap.col (C"a @

You can separate email addresses with a ;

Cancel Send email

When entering more than one email address into the email address box, use a semicolon (;)
separator between email addresses with no space.

Example: email1@truesoap.co,email2@truesoap.com

Uploading Assets

If you add user email addresses, they will receive an invitation to upload assets.
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Shannon Chapman asked you to upload assets.

Click on the button below to visit the page where you can upload these assets.

Kind regards,
The Lytho team!

This is an automated message; please do not reply.

Clicking on the View Page button will send the recipient to a web page where they can start uploading
assets. Upload assets by either by dragging and dropping files into the designated space or selecting
Upload from computer.

@ open X
<« v 1 « Downloads > Training Assets v U Search Training Assets p
Organize ~ New folder =- m @
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o New folder nboarding ogist saiev- |

> 3% Dropbox (Lytho) =) AN Drop to upload your file
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> @ OneDrive X

v =W This PC — ° Upload from computer
‘ Proof V2 TAGGING
> 3D Objects
> [ Desktop v
File name: V| Al files v

example 2-SA

Your users can continue to upload more assets by clicking on theUpload more assets button.
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Upload more assets &

When uploading a large number of assets at a time there may be a wait time before all assets
are finalized. Do not refresh the page during this time as this can disrupt the asset upload
process.

The final step is for your user is to enter their email before they click orSend uploaded assets.

Your email address

shannon.chapman@lytho.com

Send uploaded assets «f

If you set an expiration date for the link, it will appear at the top under the Request for Upload information.

Request for upload

Requested by Uploaded assets
Shannon Chapman 2

Expiration date of this request
Apr 2, 2023

Viessage

We would love to see the photos you took at our conference
this year. Please use the link to upload photos of the event
you'd like to share. We might use them for promotional
purposes!

The user can continue to upload assets until the link expires. If an expiration date was not set when the
Request for upload was created, the default expiration date is 30 days from when the link was sent.

Approving Assets from the Request for Upload Link

When an asset is uploaded via this link, the "To Do" emblem will light up. A notification will read that an
asset has been uploaded via the link. Clicking on the notification will take you into the Waiting Room for
your approval.

© 2019 inMotionNow, Inc. - All Rights Reserved


https://dyzz9obi78pm5.cloudfront.net/app/image/id/641322796662d8205615759f/n/1678975597084.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6413227598fdba5f1d4414b6/n/1678975597118.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/64132275ded7464adb2f801f/n/1678975597155.png

oo, ...
O o°
(motion

ignite

% © o @ e
To do X

\~// shannon.chapman@lytho.com has added 2 asset(s) . -
on Mar 22, 2023 that need to be reviewed

If you have the ability to approve assets in theWaiting Room (https://guide lytho.com/help/uploading-assets#waiting-room),
you will see them in the Approval Requested waiting room.

88 Al [T Collections P Waiting room

= Filters
shannon.chapman@lytho.com
2 asset(s)

& Stafus Uploaded Mar 3, 2023 UTC

Personal - _ -
Uploaded . ‘ .
Approval .
L »
O Approval Requested ‘ ‘ .
a @ O
N
yF = . .‘ @
0 9

To have the ability to approve assets to the Asset Manager you will need the Approve assets rule applied to
your role under settings.
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Edit role

Name

Admin

SETTINGS BRAND GUIDES PUBLISHING TRANSLATIONS

View assets & collections
Add assets

Edit assets

Delete assets

Download & share assets

Approve assets

Create & edit public collections

Edit visibility of assets

Edit copyright settings of assets

Crop images

View assets that have been set invisible
Manage embedded links

Create upload requests

You can click the Thumbs Up to add them to the Asset Manager or selectThumbs Down to decline the
asset. If you choose to decline the asset you will get a prompt asking you to confirm that you want to
decline the asset.
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Delete
Are you sure you want to decline this
asset? 1t will be permanently lost

Cancel | Delete

If you are declining multiple assets at one time, you have the opportunity to add a reason for declining.

Declining 4 asset(s)

Reason for declining

We have multiple of these photos. |

Cancel Decline

© 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://www.lytho.com/share-the-lytho-love/)
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