Mediasource
Asset Library

Files such as images and documents that you wish to send with your distributions are stored online
in your Asset Library. Images can then be embedded into your distributions, or inserted as a
download link for the recipient to click on to download the document or image file.

To manage your stored files, select Asset Library from the menu on the left side of the screen:

.. Vuelio

Release Management

RELEASES
CONTACTS
E E
OUTLETS
Name (> ]
A Created Date >}
EDCALS Distribution Status [>]
Category [>]
Scheduled 5]
ASSET LIBRARY Sub Client o
(Max5000) | Toegle Drat i Choose Columns Reset Columns Result Count: 5
CONTACT IMPORT Bpart B Dol e e
Name Headline Created ¥ Scheduled Sent Bounce Open Click Spam Unsub Sta.. Category
Test 02/08/2018 02/08/2018 1 0 1 0 0 0 B corporate
en 2 13/07/2018 13/07/2018 1 0 1 0 0 0 B4 . corporate
13/07/2018 13/07/2018 1 0 1 0 0 0 Bd . corporate

Any documents or images previously uploaded into your Asset Library will display, along with any
Folders you have previously created:

L. Vuelio

Document Staore

RELEASES
Root > b g
CONTACTS
OUTLETS Filte ~I Images Only _| Folders Only
GROUPS Title Name Size Print Ready Added
EDCALS Con 2509 KB x 13/07/2018 18:20
D abic.docx 66.4 KB 18/07/2018 16:03

ASSET LIBRARY

" vuelo  Vuelio Logo Vuelio Logo.jpg 11.5KB x 24/08/2018 15:41

CONTACT IMPORT

choose Files | NO files selected

Note: If you have a lot of files stored in your Asset Library, you can enter text into the Filter box to
help find what you are looking for, as well using the two tick boxes to only show images or folders
respectively.
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To upload a new file to your Asset Library, select the Choose Files button:

Document Store
RELEASES
Root > w fi e -+ Advanced Search
CONTACTS
OUTLETS Ite ) Images Only _| Folders Only
GROUPS Title Name Size Print Ready Added
EDCALS SoclableMedia - Arabic bleMedia - Arabic.docx 66.4 KB 18/07/2018 16:03
ASSET LIBRARY 4% vuelo  Vuelio Logo Vuelic Logo.jpg 5.7kKe x 03/09/2018 16:32
Choose Files | NO files selected
CONTACT IMPORT
Locate the file(s wish t load, and select them:
ocate you 0 upload, :
EJ Hll = 00 v [ Release Images s i} [] Q
Favorites
Document Store & Recents & =
RELEASES = = —
<Y iCloud Drive
New fold
CONTACTS Root > ' e ,A Applications Distribution Profile Related Sisters
=] Desktop
OUTLETS Filte
@ Documents
GROUPS Title 0 Dowrloads . — E == Print Ready Added
EDCALS m bleMedia - Arabic @8 CrratveChiud - Social Media Social Media 2 Title Information Topics 18/07/2018 16:03
Devices
@) Remote Disc
CIEnRR 4iivuelo Wuelio Logo — x 03/09/2018 16:32
" [ Kodak s
choose Files | N0 files selected
Shared
CONTACT IMPORT bandn
[ NetworkSpace2
Cancel

Document Store

RELEASES
= | Advanced Search
CONTACTS
OUTLETS Filte "I Images Only | Folders Only
GROUPS Title Name Size Print Ready Added
EDCALS SaciableMedia - Arabic edia - Arabic.docx 66.4 KB 18/07/2018 16:03
ASSET LIBRARY “Vuelo  Vuelio Logo 5.7 KB X 03/09/2018 16:32
Filename Size
CONTACT IMPORT
Address.jpeg 84007
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Adding MetaData to a File

Once you have uploaded a file to your Asset Library you can add metadata to it such as Tags and
a Description for reference. Click on the Title or Name of the file:

Document Store
RELEASES
Root > New folder name - Advanced Search
CONTACTS
OUTLETS | Images Only _| Folders Only
GROUPS Title Name Size Print Ready Added
EDCALS Address Address jpeg 47.6KB x 04/09/2018 15:06
m SaclableMedia - Arabic SociableMedia - Arabic.docx 66.4 KB 18/07/2018 16:03
ASSET LIBRARY
i iwuele Vuelio Logo Vuelio Logo.jpg 5.7kB x 03/09/2018 16:32
CONTACT IMPORT
Choose Files  NO files selected

The details of the selected file will display on the right of the screen and you can Edit the details
by changing its Title, adding a Description, adding Tags by typing in the box and pressing
Enter/Return to create each Tag, and by moving it to any Folders you have created on your account.
Press the Update Document button at the bottom of the screen to Save any changes.:

.. = Vuelio
Document Store
RELEASES
Root > | wNew folder name. =k Advanced Searct -
CONTACTS =
OUTLETS Filter. “J Images Only "~ Folders Only o
GROUPS Title Name Size Print Ready  Added Address.jpeg
EDCALS Address Address.jpeg 47.6KB x 04/09/2018
1512 Tite Address
ASSET LIBRARY SociableMedia - Arabic.docx 66.4 KB 18/07/2018 L
16:03 Description Address image for MediaScurce press release.
CONTACT IMPORT 5 Vuelo  Vuelio Logo Vuelio Logo.jpg 5.7KB x 03/09/2018
16:32 Tags MediaSource »  Address
cheose Files | NO files selected
Folder
/
Resolution w: 1494 / h: 378
Print Ready x
Added 04/05/2018 16:02
Thumbnail Url _a3b:
Web Version Url 2d-a3b4
Original Url 482d-
IEIk . m =

Note: Other details also display here, such as whether an image is ‘Print Ready’, its Resolution size,
and the URLs to use if you wish to embed the original image, a ‘web-friendly’ version, or thumbnail
version. You can also download a copy of the file using the Download button.
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To delete a file from your Asset Library, click either the Name or the Title of the file that you wish
to remove:

Document Store
RELEASES
Root > | New folder name + Advanced Search
CONTACTS
OUTLETS Filte | Images Only | Folders Only
GROUPS Title Name Size Print Ready Added
EDCALS — Contact rmrw, ipeg 250.3 KB x 13/07/2018 18:20
A SaciableMedia - Arabic SociableMedia - Arabic.doex 66.4 KB 18/07/2018 16:03

ASSET LIBRARY

% “vyelo Vuelio Logo Viuelio Logo.jpg 11.5KB x 24/08/2018 15:41
CONTACT IMPORT E

PR Logos

|/

Choose Files | NO files selected

The details of the selected file will display on the right of the screen, such as its Title, Description
and any added Tags. Use the Delete icon at the bottom of the screen to permanently remove the
file from your Asset Library:

Document Store
RELEASES -
lder name. Ad cr
CONTACTS ROpL| Ao . it SE Semamea )
’ -
= ~| Images Onk ~ Folders Onl -
OUTLETS Filter B ¥ y = . —
GROUPS Title Name Size Print Ready  Added a-
EDCALS Address Address.jpeg 47.6 KB x 03/09/2018 =
16:51 -
ASSET LIBRARY —— Contact Contact.jpeg 250.9KB x 13/07/2018 Contact.jpeg
18:20
[N sociableMedia SosiableMedla - Arabie.doc: Title
CONTACT IMPORT SociableMedia SociableMedia - Arabic.docx 66.4 KB 18/07/2018 Contact
Arabic 16:03
: Description
#*“Vuelo Vuelio Logo Vuelio Logo.jpg 115 KB x 24/08/2018
15:41
= Tags
[
choose Files | NO files selected Folder / T
Resolution w: 1731/ h: 964
Print Ready X
Added 13/07/2018 18:20
Thumbnail Url
Web Version Url
Original Url
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°
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You can create Folders to manage and organise the documents and images uploaded to your Asset
Library. To create a new Folder, type a name for the folder in the text box to the right of where it
says Root » and then click the Plus button to create a Folder with that name:

.. Vuelio
Document Store
RELEASES
Root > | client Logos &= | Advanced Searct
CONTACTS S
OUTLETS ~| Images Only ~| Folders Only
GROUPS Title Name Size Print Ready Added
EDCALS SociableMedia - Arabic Arabic.docx 66.4 KB 18/07/2018 16:03
ASSET LIBRARY < “Vuello VuelloLago Vuelio Logo.jpg 57KB x 03/09/2018 16:32

A new Folder will be created and you can then use the Choose Files button to upload new content
into the Folder in the usual way:

- Vuelio
Document Store
RELEASES
Root » Client Logos > | New foider name & | Advanced Search
CONTACTS
OUTLETS ~ Images Only ~| Folders Only
GROUPS Title Name Size Print Ready Added
EDCALS Chaose Files | NO files selected

Clicking on Root will take you back to the first screen and the created Folder can be seen - you can
click into the Folder to open it:

Document Store

RELEASES
Root > | New folder name o+ Advanced Search

CONTACTS *

QUTLETS i (I Images Only _| Folders Only

GROUPS Title Name Size Print Ready Added

EDCALS Arabic SociableMedia - Arabic.doex 66.4 KB 18/07/2018 16:03

ASSET LIBRARY 4" Vuelo Vuelio Logo Vuelio Loge.jpg 57KB x 03/09/2018 16:32

] Client Logos

CONTACT IMPORT

Choose Files | NO files selected

Note: Folders will automatically delete if they are left empty.

... Yuello



Mediasource

To move an existing image or document to a new Folder, select the item by clicking either its Title
or Name to open its details, and then select the name of the Folder you wish to move it to:

Search contacts/outlets

. Vuelio Al

Document Store
RELEASES =
Root > | New folder name. ok | Advanced Search g e
CONTACTS e * .
OUTLETS Filter... ~) Images Only ~| Folders Only .; vl 'e I IO
. o .
GROUPS Title Name Size Print Ready  Added ® ®
EDCALS DN SociableMedia - SociableMedia - Arabic.docx 66.4 KB 18/07/2018 Vuelio Logo.jpg
Arabic 16:03
. Title Vuelio L
ASSET LIBRARY 4§ Vuelo Vuelio Logo Vuelio Logo.jpg 5.7KB X 03/09/2018 uelic Logo
16:32
Description
CONTACT IMPORT PR Client Logos
iy y
Choose Files 1O files selected Tags
i
Folder v §
/Client Logos/ .
Resolution “Wwi300/h:109
Print Ready X
Added 03/09/2018 16:32
Thumbnail Url
Original Url
X o x

Press the Update Document icon which now appears at the bottom of the screen, and the Asset will
be moved to the selected Folder:

Document Store
RELEASES =
Root > | New folder name.. o | Advanced Search g e
CONTACTS a® *a .
sl Only [ Folders Onl L
OUTLETS iiter.. mages Only olders Only ®
e e o'
GROUPS Title Name Size Print Ready  Added ® ®
EDCALS SoclableMedia - Arabic.docx £6.4 KB 18/07/2018 Vuelio Logo.jpg
16:03
Title
ASSET LIBRARY £ vuelo  Vuelio Logo Vuelio Logo.jpg 5.7KB x 03/09/2018 Vuelio Logo
16:32
Description
CONTACT IMPORT ey Client Logos
i
choose Files N0 files selected Tags
Folder /Client Logos/ A
Resolution w: 300/ h: 109
Print Ready x
Added 03/09/2018 16:32
Thumbnail Url dcf682-b4c9-4f25-9b2b-
Original Url hitps://dmsedn.v bl 4f25-9b2b-cedddeeeedat
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