Enterprise Digital Asset Management
Training Guide

(Technical Documentation Sample)

Overview

| designed and developed enterprise software training materials for the ADAM digital
asset management and product information management platform (now part of Aprimo)
used by a global healthcare manufacturer.

This document is an excerpt from a larger training manual created to support enterprise
users working with digital assets, product information, and search workflows.

The selected sections demonstrate:

user-focused technical writing,

procedural instruction,

enterprise software training,

and workflow-based documentation design.

Proprietary information, branding, and system-specific details have been anonymized.

Audience
Internal business users, product teams, and marketing personnel, and operational
managers.

Business Need
The organization implemented the ADAM platform to centralize product information,
digital assets, and related workflows.

Documentation Goals
o Teach users how to search and locate digital assets

e Improve search efficiency
e Support adoption of enterprise DAM/ tools

My Role
Led development of enterprise software training and user documentation for cross-
functional business teams.

Deliverables for the project included:
e Instructor-led training for marketing and inventory teams
Quick reference materials for general employees
A comprehensive user reference guide
Train-the-trainer sessions for marketing managers
Live software training for operational managers



Table of Contents

S 1= 1 .0 PSRN 1
S AN NI - 1
Filtering Search RESUILS...........oooiiiiiiii e 2
AVAIlADIE FACELS.......eeiee e 2
USIiNG FUItEXE SEAICN.......cc e 3
To add a Full text SearCh: ... 3

F W) (o Tot0 1 0] 0] 1= (= S 3
Using Combination SEArChes ...............uuuiiiiiiiiiiiiiiiii e 5
Clearing SEAICNES .......ccco e 5
SEArCH RESUILS ...t e e e e e et e e e e 6
Grid VIeW VS. LiSt VIEW.....ccooiieiieeieeeeeeeeeeeeeeeeeeee e 6

0 To A0 o] 1T 13O 7
Ascending/Descending BUttONS ...........oooiiiiiiiii i 7
Number of Iltems Displayed ... 7
Paging BULtONS ... ..o e 7
UPIOAdiNg ASSELS ....cooiiiiiiiiiiiiiiiiiie e 8
Upload Folder Structure (Mac or PC) .......oooviiiiiieeeeeeeeeecee e 8
Uploading @ DOCUMIENT ........uuiiiiiiiiiiiiiiiii e 8
Verifying UpPload SUCCESS .........oooiiiiiiie e e e e e e eeaeans 10
Correcting Upload EITOIS ......ccooieeeeeeeeeeeeeeeeeee e 10
Duplicate Asset (All Users that Upload ASSets)...........ceeeiiiiiiiiiiiiicciieceeeeceee, 10
Edit Metadata for ASSELS .....cooi i 11



Key Terms

Asset File — any digital file.
Batch — A collection of files uploaded together.

Collateral Asset — Brochures, Catalogs, Advertisements, Invitations, Direct Mail,
Posters, and other assets. They are also Composite assets.

Composite Asset — an asset that uses linked assets. Example: collateral or
packaging.

DAM (Digital Asset Management) — A system used to organize, search, manage,
and distribute digital assets such as images, brochures, packaging files, and
documents.

Facets — a particular aspect of the data contained in ADAM. The Facets allow you to
filter information. For example: the Types Facet allows you to filter by Product
Family, SKU or Asset. (covered in Searching section)

Ingestion — The automated process used to import files into the system.

Linked Asset — an asset that is tied to another asset. One example is a product
image that is linked to a collateral asset.

Metadata — information about an asset (or digital file).

PIM (Product Information Management) — A system used to manage and organize
product-related information such as attributes, specifications, and vendor data.

Search — the ability to locate assets and product information within the system using
keywords or filters.

Single Asset — an asset that is not tied to any other asset. An example is a product
image.

Searching

ADAM allows you to search for information and assets. To do a search you can use
Facets, Full text, or a combination of both.

NOTE: You can begin a search from the Dashboard by selecting search criteria for a
Facet or typing text in the Full text search box and clicking the Search icon or
pressing Enter. ADAM will automatically highlight the Search button.
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Filtering Search Results

A Facet is a category or attribute used for filtering information. For example, the Types
Facet allows you to filter the results to only show Product Families, SKUs, or Assets.

You can collapse and expand each Facet by clicking the — or the + sign for the Facet.

Catalogs Catalogs E

Master data catalog

Sales Status (22162 + Uncategorized products
HPIS

Sales Status (22162 +

When a Facet has additional options, you can click +See more and see all the available
filter options.

Sales Status (22162 — Sales Status (22162 —
Active Active
Stock (: Stock

9B : Discontd. No Substit
9N : New Itm-NA Purchase
7C : Competitive Product
A Purchase

+ See more 9A : Discontd.See Substit
9S : Source Fm Any Plant

9B : Discontd. No Substit
9N : New Itm-NA Purchase
7C : Competitive Product

— See less

When a facet contains many available values, selecting See more opens an expanded
list of filtering options.
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Available Facets

Available facets may include asset type, product
category, manufacturer, product division, market,
language, and other metadata fields used to refine
search results.

Selecting a facet dynamically updates the remaining
available filtering options based on the current
search criteria.

You can add additional criteria using the Facets. For
example, if you want to find a SKU for a specific
Product Division.

Using Full text Search

Current Criteria

Types
® Sk

© Cloar fmers

Catalogs

+ See more

Manufacturer

Search resuits

B veving 11000028980 fems

- File cate Modified v

You can also search using text associated with a SKU, Product Family, or Asset.

To add a Full text Search:

Click in the Full text search box.
Type the text you wish to search for.
Click the Search button or press Enter/Return.

PN

search for.

Autocomplete:

You can add more than one Full text search if there is additional text you wish to

Once you type six characters in the Full text search box, ADAM'’s Autocomplete feature
will display possible matches based on the text you typed. You can either click one of

the Autocomplete options or continue typing.

gloves| I

gloves, support,my
way,occumitts, beige

gloves, support,occumitts therape

gloves, exam,chloroprene, non-
sterile,pft

gloves, exam,nitrile, non-
4 T 2

-

e

gloves,surgical, polychloroprene.s E
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NOTE: By searching for text without selecting any Facet options, you would
find SKUs, Product Families, and Assets that have the text “gloves”
associated with them.

= ; e "
0 seacn g Search results
a] Asset
Cu R Centerid .
o o =
oo \\ s
Types _ % &//l ;
0Q = Sku

Sales Status

ProductFamily

NOTE: Keep in mind that some of the metadata associated with an asset is
searchable. For example, you can use the job number to locate a collateral
asset.
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Using Combination Searches

A combination search is when you use Facets to narrow your search results and a Full
text search to find specific text. Notice in the following graphic, the search shows all
assets that are packaging with the text “glove”.

Current Critena
@ glove

Types
@ Asset
@ Packaging

@ Clear filtess

r.com Image
NG

Packaging

Packaging

Designers (1

Creative Director

wWaltingroor

Search results

Viewing 1 -2 01 2 items

Asset date Created

W Add all 1o basket

LA LAl L)
AhUARAR

)

»

L 2

ltems

Clearing Searches

To clear a text search or Facet criteria, click the ® button next to the text or click the

text itself.

To clear the entire search criteria, click Clear filters.

Current Criteria

@ Asset
® Packaging

@ Clear filters
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Search Results

ADAM allows you to customize the appearance of your Search results page.

l = - —
© Search results
n Viewing 1-100f12es @ e = -
Current Cntena - F e Gxte MOOSec - - -
Types
° 5 .
@ Clon 8
o8 Image - g\‘ =
= - y >
Designers u! - .
- - = G =0
i -
"M
Creative Director - b o ’_ o
. LR R ] — -
. — VL-'
- = 7
“a —_— €5 — ¢
— 8

Language - “e — -

Grid View vs. List View

The search results in the above graphic were displayed in Grid View. The List View
button will change the search results to display in List View which allows you to see the
Short Description, Product Division, and Manufacturer for the SKUs.

[
0 Search results
n s o

Current Criteris Foe Gate Modied = . rs - -
Types

e
S Asset ComateraSeld Sheet

1 Image - Proguct Manager
- Assets hnked to shu
Cesgrars - L‘u
- o Assets inked 10 product tamily

Asset Colater

2'Sed Sheot
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Sort Options
The sort drop-down menu allows you to change the sort criteria.

The choices are:

e Asset date Created (when the asset was added File date Modified |~ 4
to ADAM, this date will not change)

¢ File date Modified (the date the asset was last |
changed)

e RecordName (the filename for the asset)

Asset date Created
File date Modified

RecordName

Ascending/Descending Buttons

To change the sort order, click either the Ascending or Descending button.

Number of Items Displayed

Whenever your search results in more than 10 items, you will see the Number of Items
Displayed buttons. To see more or less items on each page, click to make a selection.

\ ltems: 1 20 50 100

Paging Buttons

Whenever your search results in more items than can fit on one page, you will see the
Paging buttons. These buttons allow you to quickly move through the pages of search
results.

Notice the buttons that allow you to jump to the first page and last page of results.

NOTE: The Sort and View options are “sticky”, meaning they will stay as you set
them for the next time you log in.
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Uploading Assets

All files (assets) need to be zipped before uploading them into the system. You must
have the folders set up on your computer before you can upload any files. Files must be
uploaded to the appropriate system upload folder.

Upload Folder Structure
There are three main folders:
s Upload

% Success

®,

< Error

Each of the main folders has subfolders as follows:

X/
X4

L)

Collateral
Productimage
Document
NonProductimage
Packaging

R/ X/ R/
LXK X4

X/
X4

L)

To upload a file, move the asset to the appropriate subfolder within the Upload folder.
For example, product images should be placed in the Upload | Productimage folder.

The Success and Error folders contain files that were either processed successfully or
flagged for review due to an upload issue.
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Uploading a Document

1. Locate and select the document(s) you want to upload.

2. Right click and select Send to | Compressed (zipped) folder.

aize v Open with Adobe Reades X « Shate with « Print Burn New folder
Network

a_ " 1
Open with Adobe Reader X
Open
Prnt

Scan for Viruses...

Open with...

Share with

Restore previous versions

39 PM [ il : "p

Bluetooth

Cut l -

Compftﬂ::d (zipped) folder

Copy =
Create shorteut
Dedete

> U &

Rename

F-
.

Properties

.‘l "I

Desktop (kabate shortcut)
Documents

Fax recipient

Mail recipient

DVD RW Drive (D2)
Removable Disk (E)

3. Hold down the Shift key and click and drag the zip file to the Upload | Document

Folder.
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Verifying Upload Success

After uploading a file, you can verify successful processing by checking the designated
Success folder within the system upload structure.

If a file upload is unsuccessful, the system places the file in the Error folder for review
and correction.

Correcting Upload Errors

If a file upload is unsuccessful, the system places the file in the Error folder for review
and correction.

The following example demonstrates a common upload issue and resolution workflow.

Duplicate Asset (All Users that Upload Assets)

If a file with the same name and content already exists in ADAM, the upload attempt will
fail and the system will generate a duplicate asset error notification.

Oime or meee fdes vou vecemly dropped cmo the FIM:DAM hoafolder falled 1o mges. Choock the deails below for more informanion
[

ATE-A172 al0b-21 0000 SdMea

Resolution:

No additional action is required because the asset already exists in the system.
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Edit Metadata for Assets
1. From the Asset Detail Page, click the Edit button.
r

© Back
! JPG = e
L3
Linked to SKUs.
(
' ¥ Asset com image Make asset unavallable for
View path No download and order
o Product iImages/SKU Images False
View history
e Pre )
Filetype Flle Size Asset date Created Filo date Modified
g 1.18 M8 A 9:54:37 AM
Asset date Modified Width Height Resolution
PM 2976 2297 300
Color space Explration date Tags/keywords Photographer/Agency/Vendor
Rgb mask, child, anosthossa
NOTE: Editi biliti based issi
: iting capabilities may vary based on user permissions.

2. Update editable metadata fields, including keywords and
photographer/agency/vendor information.

Save Cance

L4

False
Viow history Eges
Flletype File Size Asset date Created Flle date Modified
Asset date Modified Width Helght Resolution
Color space Expiration date Tagsikeywords Photographer/Agency/Vendor
Owner
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3. Scroll to the bottom of the page and click the Save button.




