
          INGENIUX TUTORIAL 

 

 

LOGIN:  http://ingxcms.rwjms.rutgers.edu/rwjms-main 

Upon Login, you will land on your Dashboard page.  

 

Quick Content Widgets 

 

The widgets on the second row of the dashboard provide quick access to 

different types of content 

The Assignments box gives you an unfiltered number of items that belong 

to you. Clicking the box takes you to the Site area and loads the 

assignments pane from the Utility Bar. 

The Assets box on the dashboard shows the number of asset items that are 

assigned to you and is a shortcut to the Assets area of the CMS. 
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Favorites provides you with a list of links to pages and components you 

have favorites. Use this area to store links to pages and components that 

you visit often. This might even be the page or folder that contains the list of 

pages that you normally work on. 

To add items to the Favorites list: 

1. Click the orange Favorites A slide-out menu displays. 

2. Enter an xID in the field provided. 

3. Click the add icon (+). The new xID displays at the bottom of the 

slide-out menu. 

To remove items to the Favorites list: 

 Click the remove icon (-) associated with the list item. 

 

Site Structure 
Proceed to click on the Site tab at the top of the page.  

 

 

In the Site section, you will then proceed to click on the          icon to display 

the site tree of the website that you are managing.  
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You will now see a tree view of the site. In this example, we see the 

expanded tree view of the RWJMS website. In this tree view, there are 2 

main types of objects: Folders and Pages.  

 

 

Folders can simply be used to group similar pages and make the 

management of the website easier. Note! - web pages can be added under 

folders or other web pages.  

XID 
Each object within the RWJMS Ingeniux CMS will have its own unique 

identifier. This identifier is known as the XID. Every page, folder and asset 

will be assigned an XID. By hovering over the name in the site tree, the XID 

will be displayed. You will also find the XID displayed in various tables 

throughout the system.  
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Pages 
While creating a page is as simple as a few clicks, one needs to consider a 

number of factors prior to creating the new page.  

Page Type Determination 

Consider the page content when deciding the type of page.  

 

 

 

 

 

 

 

 

 

  

Does the page consist 

of a standard banner, 

title and content?  

 

Generic Page Type 

Select “Generic” from the page 

type drop-down. 

 

Is the page a listing of 

people? 

 
Flexible Page Type 

Select “Flexible Page” from the 

page type drop-down. 

 

Person Listings Page Type 

Select “Person Listings” from 

the page type drop-down. 

 

Yes 

No 

 
Yes 

No 
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Page Types 
 

Generic Page 

 
The generic page offers the user to quickly create a web page that contains 

the following: Banner Image, Title and Body Copy.  

 

 

Banner Images 
Banner images will have a maximum width of 1000 pixels. One can upload a 

new image or select an existing banner by clicking on the “Select” button. 

This item is not required (if left blank, the web page will not display anything 

once the page is published). 

Title 
The title will be displayed on the page. This item is not required (if left blank, 

the web page will not display anything once the page is published). 
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Body Copy 
Content for your web page can be added (typed or pasted) into the 

WYSIWYG editor. Simple formatting tools (bold, italics, bullets) will be 

enabled.  

 

 

Flexible Page 

 
As denoted by the page type name, the Flexible Page offers a significant 

advantage over the Generic page in that the page is built to allow repeated 

“flexible” content.  

Like the Generic page, users can create a web page that contains an optional 

top Banner Image and optional Title. 

However, users will be able to add “flexible” content sections. Each section 

contains: 

 Header 2 (optional) 

o Option for treating the entire section as an “Accordian” 

o Selection for different “Accordian” styles 

 Banner Image (optional) 

 Body Copy (optional) 

 Drop Cap option – if selected, the first letter of the Body Copy will be 

displayed as a Drop Cap style 

The use of the these repeatable “flexible” content sections will allow the user 

to re-create complicated web pages with some planning on how to split up 

existing pages into sections.  

Note: Any field left blank will not be displayed on the actual website. In the 

CMS Preview, placeholders may be displayed. 
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Person Listings 
 

Person Listing pages can be used for personnel listing types of pages. Like 

the Generic page, users can create a web page that contains an optional top 

Banner Image and Title. 

The repeatable Person section contain the following: 

 Display Horizontal Line – If checked, then a horizontal line will be 

displayed above the specific person 

 Group Title (optional) – A group title that can separate groups of 

people 

 Person Name (Required)  

 Role (Required) – If the person has multiple roles, then separate each 

role/title with “|” 

 Email (Optional) 

 Building (Optional) 
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 Room (Optional) 

 Phone (Optional) 

 Image (Optional) 
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Adding New Folder or Page 
 

To add a new folder to the website, you simply have to right click the 

existing folder or page to activate the menu. Select “New” and proceed to 

select either “Folder” or “Page”.  

 

 

 

Folders 
 

Once you select the Folder option, you will be prompted to enter the folder 

name.  
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Creating Pages from Site Tree 

You can create a page directly in the Site Tree. 

To create a page from the Site Tree: 

1. Right-click a node in the Site Tree under which you want the new page 

to be created. 

2. Select New > Page from the context menu. 

 

3. Enter a name for the page. 

4. Select a page type. 

5. Click Create. The new page displays in the Site Tree and its elements 

display in the Workspace pane. 

Note: If you have sufficient permissions, a page can be dragged to a new 

location in the Site Tree. 
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Checking Pages In or Out 

Pages that are checked in cannot be edited until they are checked out. 

Changes made to pages that are checked out do not take effect until the 

page is checked in. New pages are automatically checked out and assigned 

to the creator. 

You can check in a page associated with a specific publishing target. By 

checking in a page only associated with a specific target, you limit the 

environments to which you'll publish content. For example, you could check 

in an updated page associated with a test environment without sending it to 

production. 

 

Checking Out Pages 

A checked out page can be modified. The page is assigned to the person who 

has checked out the page. Only the person who checks out the page can 

make changes to it. 

To check out a page: 

1. Navigate to Site. 

2. Select a page in the Site Tree. 

Note: Once a page has been selected, the following notice reminds 

you that the page needs to be checked out before it can be 

edited: This page must be checked out to you before you can 

edit it. 
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3. Click Check Out on the Workspace toolbar or right-click the page and 

select Check Out. To check out a page and its children, right-click it in 

the Site Tree and select Check Out > Page and Children. 

 

Note: When pages, folders, and assets are checked out, their respective 

icons turn blue. 
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Checking In Pages 

The check-in action creates a new version of the page that includes the 

changes made since the page was checked out. If the page is marked for 

publish, these changes will take effect with the next publish that includes the 

page in its scope. Pages checked in outside workflow are no longer assigned 

to any user. 

To check in a page: 

1. Navigate to Site. 

2. Select a page in the Site Tree. 

Note: When pages, folders, and assets are checked out, their 

respective icons turn blue. 

3. Click the Check In button on the toolbar. 

 

—Or— 

Right-click the page in the Site Tree and select Check In. 
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Undoing Checked Out Page 

In some situations, changes are inadvertently made to a page. Rather than 

check the page in, which would save these changes as a new version, the 

check out that began the changes can be undone. When you undo a check 

out, the page reverts to the state it was in before it was last checked out. 

Note: Taxonomy categories assigned between checking out and undoing a 

check out are unaffected by the "undo" action. 

To undo a check out: 

1. Navigate to Site. 

2. In the Site Tree, right-click the page in question. 

3. Select Undo Check Out. 

 

Note: If the page has children, an option to undo check out for the 

page and all its children will be available. 

4. Click Undo Checkout. 
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Saving Pages 

A page can be saved at any time. Saving changes does not cause the 

changes to appear on the published site. Instead, the changes are saved to 

the copy of the xID.xml page that is stored in a database.  

If there are pending changes that have not been saved, the Save button 

becomes active. 

To save a page: 

1. Navigate to Site. 

2. Make a change on a page or component. 

3. Click Save on the toolbar, or use the keyboard shortcut, Ctrl+S. 

 

Note: Your changes will be saved automatically when you go to a new page 

or tab. 

Deleting and Restoring Pages 

When a page is deleted, it moves to the Recycle Folder in the Site Tree. 

Pages can also be moved from the Recycle Folder back into the Site Tree if 

the Recycle Folder hasn't been emptied. Permission to delete pages is 

granted at the group level by the site administrator. 

When a page is deleted, several things happen to it: 

 If the page is checked out, the checkout is cancelled, and any saved or 

unsaved changes made since the last checkout are dropped. 

 The page is unmarked for publish. 

 The page is removed from workflow and no longer assigned to a user. 

 The page moves to the Recycle Folder. 

 If the page has descendants, they are also deleted. 

 If categories have been applied to the object, they are removed 

immediately. 
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Marking Pages for Publish 

The mark-for-publish action tells the CMS that the changes made to a 

checked-in pages are ready to be published. This action helps ensure that 

pages will not be prematurely published. Marked pages are associated with 

specific publishing targets. This functionality is useful for sites that employ 

test environments, because you can test new content in one environment 

while an older version of the content remains marked for publish to the live 

environment. 

The Site Tree reflects mark-for-publish status. If marked for publish, the 

page name displays in bold text; if unmarked for publish, the name displays 

in plain text. New pages are unmarked for publish by default. 

When marking a page for publish, you can choose to mark only the page 

itself, or to mark the page and all its children. These two options ("page" or 

"page and children") make it easy to configure site-wide publishing options 

while making exceptions for individual pages. For instance, if you mark the 

home page and its children for publish, you are effectively telling the CMS to 

send the whole site to the publishing folder on the next full publish. Having 

taken this site-wide action, you can then unmark individual pages that are 

not ready to be published. 

Caution: A new page must be checked in before it can be marked for 

publish. This prevents incomplete pages from appearing in navigations. 

Attempting to mark a new checked-out page for publish generates an error 

message. 
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To mark a page for publish: 

1. Navigate to Site. 

2. Right-click the page in the Site Tree. 

3. Select Mark/Unmark for Publish. 

o If the selected content item is a parent, you will be given the 

option to choose Page or Page and Children. 

o If the content item has no children, the option menu does not 

display. 

The Mark/Unmark pages for publish dialog displays. 

 

4. Associate the content item(s) with one or multiple publishing targets 

by selecting the check box in the Marked for Publish column. 

5. Select the appropriate version of the content item(s) that will be 

applied to your chosen publishing target(s) in the Version to 

Publish column. 

6. Click OK. 

Note: You can mark a page for publish outside workflow by right-clicking 

the page in the site tree, selecting Page Properties, and configuring the 

action at the Mark for Publish tab. 
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Unmarking Pages for Publish 

The unmark-for-publish action tells the CMS that the page is not to be 

published. While the page is unmarked for publish, changes to it will not be 

published, even if the page has been checked in and a publish has been 

performed. 

If you apply "Unmark for Publish" to pages or components and then execute 

a publish and replication, then the DSS server reflects the "unmarked" 

status of these objects. The DSS treats any requests to these unmarked 

objects, either by xID or by URL, as content that don't exist and will return a 

404 error message. (This error message indicates that the client is able to 

communicate with a given server, but the server can not find the requested 

page.) This response occurs even if the xID files still exist in the replication 

target. 

To unmark a page for publish: 

1. Navigate to Site. 

2. Right-click the page in the Site Tree that will be marked for publish. 

 

https://support.ingeniux.com/documentation/cms/10/administration/publishing-system/publishing-targets/replicating-content


                             

19 
 

3. Select Mark/Unmark for Publish. 

o If the selected content item is a parent, you will be given the 

option to choose Page or Page and Children. 

o If the content item has no children, the option menu does not 

display. 

The Mark/Unmark pages for publish dialog displays. 

4. Unmark a content item for publish by clearing any selected check 

boxes in the Marked for Publish column. 

5. Click OK. 

Unmarking a page for publish does not remove the file from the DSS. It tells 

the CMS server not to copy the file into the publishing target that PeerSync 

will copy to the DSS. It also tells the navigations on the CMS server to stop 

displaying links to the unmarked page. However, a copy of the unmarked 

page still resides on the DSS. 

Advancing Pages in Workflow 

The last step in authoring is to advance the page once a particular phase of 

work has been completed. In an organization where pages are sent for 

approval, advancing the page might mean sending it to a web editor. In a 

situation where the author has permission to publish, advancing the page 

may mean publishing the page. In either case, advancing the page sends it 

to the next workstate and to a user or group associated with that workstate. 

Workflows must be configured by the web site administrator and pages 

added to workflow -- manually or through page creation rules -- before a 

page can be advanced. 

The Advance button options change to reflect the available transitions at 

that point in the page's work cycle. 

For example, if the page must now go to an editor for approval, the advance 

button might include "Send to Editor." When the editor gets the page, the 

Advance button might include "Publish" and "Send Back to Author." 
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To advance a page: 

1. Navigate to Site > Edit tab. 

2. Select a page in the Site Tree. 

3. Click the Advance button. The Advance Workflow dialog displays. 

 

4. Select a workflow transition in the first drop-down list. Given your 

transition selection, the Next State and Next Group values display. 

 

5. You can assign a user in the second drop-down list. By default, all 

members of group will be notified that the page has been advanced. 

6. You can include a comment in the Comments field. 

7. Click Advance. 
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Previewing Pages 

The Preview tab provides a rendering of the current page as it will look 

when published. This view is completely functional, with all navigation and 

links displaying and working as they will when the page and its dependencies 

are published to the live site. Clicking Preview also saves changes to the 

page. 

To access page preview: 

1. Navigate to Site. 

2. Select a page in the Site Tree. 

3. Click the Preview tab. 

 

Note: In order for pages to display in the Preview tab, a developer must 

first code the view for the schema. An overview of the process can be found 

in Getting Started with ASP.NET MVC. 

 

 

https://support.ingeniux.com/documentation/cms/10/development/building-an-mvc-website/getting-started-with-aspnet-mvc
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Checking for Spelling 

The Ingeniux CMS employs an open-source spell-check system 

called NHunspell. It features customizable OpenOffice dictionaries, and many 

of the specialty dictionaries (including medical and legal dictionaries) are 

also available for free in a variety of languages. 

To check the spelling of a page: 

1. Navigate to Site. 

2. Select a page in the Site Tree. 

3. Click the Edit tab for the page you'd like to spell-check if it's not 

already open. 

4. Click the Spellcheck button on the toolbar at the top of the CMS 

client. In all spellcheck–enabled fields (text and HTML), red lines 

appear under misspelled words. 

 

5. Click misspelled words. 

6. Make a selection from the menu. You can: 

o choose a suggested replacement word. 

o add the word to the dictionary. 

o ignore the word. 

o ignore all instances of the word. 

o move to the next or previous misspelled word. 

Note: After your selection, Spellchecker moves to the next underlined 

word, automatically. 

7. When you're finished, click Done. 

Note: After enabling Spellcheck, you can cancel this function by clicking the 

Spellcheck button again. 

 

http://www.crawler-lib.net/nhunspell
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Completing Page Elements 

The Edit tab displays all possible pieces of content for a page. Because 

content varies from page to page, not every page will have values for every 

element. 

Elements marked Required must have a value before the page can be 

checked in. It is necessary to check in a page before it is published. The 

website administrator determines which elements are required. 

If values are added, the content displays on the page as prescribed by the 

built-in stylesheets; if optional values are omitted, that portion of the page is 

not displayed. The Preview tab shows the content entered on the edit form 

as it will appear when published. 

 

Managing Pages in the Site Tree 

The Site Tree that displays in the left pane of the CMS client presents pages 

and folders within a hierarchical structure. Here you can create a virtual 

hierarchy of pages, components, and folders. Site navigations take their 

content and organization from the Site Tree, and the run-time site's URLs 

also follow the hierarchy of the Site Tree. 

Working in the Site Tree is similar to working with the file structure of a hard 

drive. Each item in the site tree is known as a node. A genealogical model is 

used to describe the relationships among nodes. 

Consider the following example: 
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These relationships exist among nodes in the Site Tree above: 

 The Academics page is said to be the parent of the Faculty page. 

Conversely, the Faculty and Departments pages are children of 

Academics. 

 Academics and Admissions are said to be siblings. 

 Home and Academics are said to be ancestors of the Faculty page. 

Conversely, the Faculty page is said to be a descendant of Home and 

Academics. 

The Site Tree can be expanded and collapsed by clicking the expand (right-

facing arrow) and collapse (down arrow) buttons to the left of each node. An 

expand button indicates that there are child pages. Clicking it expands that 

node. Clicking the collapse button (-) closes the node. 

The structure of content as it is displayed in the Site Tree defines the 

structure and navigation of the website. A navigation displayed on a page 

pulls dynamically from the relationships defined in the Site Tree. 

For example, consider a page with the following left navigation.  
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When the pages are reordered in the Site Tree, the left navigation displayed 

on the page would typically reflect the change as well. That is, if you 

switched Central Blogs and News Index in the Site Tree, the page navigation 

would also reorder Central Blogs and News Index. 

The relationship between the Site Tree and page navigations makes it easy 

to restructure a site. This interdependency makes the Site Tree a powerful 

content management tool, and you should always keep it in mind if you're 

reordering pages. One quick change in the Site Tree can affect navigations 

on many pages. 

Note: Folders are not typically displayed in navigations. Pages that 

represent supplemental content are often stored in folders. Links should be 

made directly to these supporting pages rather than listing them dynamically 

in the main site navigations. 

Organizing the Site Tree 

As a general rule, content in the Site Tree should be arranged to reflect the 

order in which it displays on the site. In the example below, the hierarchy on 

the left reflects the navigation structure of the site. The hierarchy on the 

right does not. 

Correct Incorrect 

Home Home 
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Correct Incorrect 

        Section 1 

                Sub Section A 

                        Detail 1 

                        Detail 2 

                Sub Section B 

                        Detail 1 

                        Detail 2 

  

        Section 1 

                Sub Section A 

                Sub Section B 

Sub Section A Pages (folder) 

        Detail 1 

        Detail 2 

Sub Section B Pages (folder) 

        Detail 1 

        Detail 2 

Also, it's usually a good idea to use pages, not folders, to organize and 

group similar pages. Folders break the natural flow of navigations and 

should only be used when pages need to be isolated from a navigation. 

For example, a folder might contain pages used in a top navigation or a 

footer navigation. 

Correct Incorrect 

Home 

        Section 1 

                Sub Section A 

                        Detail 1 

                        Detail 2 

                Sub Section B 

                        Detail 1 

                        Detail 2 

        Footer Navigation (folder) 

Home 

        Section 1 

                Sub Section A (folder) 

                        Detail 1 

                        Detail 2 

                Sub Section B (folder) 

                        Detail 1 

                        Detail 2 

        Footer Navigation 
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Correct Incorrect 

                Detail 1 

                Detail 2 

                Detail 3 

                Detail 1 

                Detail 2 

                Detail 3 

 

The site administrator can give user groups permission to move pages in the 

Site Tree. If you're part of a group with this permission, you can drag and 

drop pages in the tree, and the site navigations automatically update to 

reflect the new site hierarchy. Just remember that reordering pages changes 

all site navigations that link to those pages.  

 

Moving Pages 

To move a page in the Site Tree: 

1. Navigate to Site. 

2. Select a page in the Site Tree. 

3. Drag the page to the desired location. 

 

In the example above, the selection indicator shows a box around the 

Science page. When dropped with this indicator, the moving page (Geology) 

becomes a child of Science. 
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In this second example, the selection indicator shows a line between Art and 

Music. When dropped with this indicator, the moving page (Linguistics) 

becomes the second child under Departments. 

Copying Pages 

Using the Ctrl key while dragging and dropping a page changes the move 

action into a copy action. Pages can also be moved by copying the page and 

pasting it into the desired location. 

Pay attention to the shape and location of the mouse selection indicator 

when you move a page. It shows where a page is placed in the site 

hierarchy. 

To copy a page in the Site Tree: 

1. Navigate to Site. 

2. Select the page in the Site Tree that will be copied. 

3. Right-click the page and select Copy. 
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4. Right-click a node in the Site Tree and select Paste. The copied page 

is a child of this node. 

When a copy of a page is made, all aspects of the page will be the same with 

two exceptions. First, the new page will not be marked for publish, even if 

the original is. This ensures that the new page will not be prematurely 

published. Second, the xID for the new page will be different from that of 

the original. The new page needs a unique identifier to distinguish it from 

the original, since the pages have the same name. 
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Assets 

The Ingeniux CMS provides an interface for uploading documents, media 

files, images, and other static content. This interface is called the Asset 

Manager. 

In previous versions of the software the CMS stored assets for you, but they 

did not have much functionality for tracking, versioning, and publish 

management, like pages and components. Ingeniux CMS version 10 extends 

all of functionality attributed to items in the Site Tree to your assets as well. 

Assets are now tracked by ID, each new asset getting the next ID in the 

system. There are different IDs for folders and assets. Folders have IDs 

starting with af/ while assets start with a/. A new tree system, much like the 

Site Tree has been introduced to help organize your assets. Assets are now 

first class citizens in the CMS, so you can create custom asset schemas in 

addition to those already included in Schema Designer. 

 

Creating New Asset Folders 

Before resources can be uploaded to Assets, you must first create containing 

folders. 

To create a new assets folder: 

1. Navigate to Assets. 

2. In the Assets Tree, select either the root node of the Assets Tree or a 

folder within the Assets Tree that will contain the new folder. 

3. Click the Create New Folder icon. 

 

The Create a new Asset Folder dialog box displays. 

4. Enter the name of the new folder in the Folder name field. 

https://support.ingeniux.com/documentation/cms/10/administration/schema-designer
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5. [Optional] Add the allowed file extensions that will be stored in the 

new folder in the Allowed Extensionsfield. 

Note: Use the pipe symbol (|) to separate extension types. Do not 

include periods (.) or wildcards (*) in the Allowed Extensions field. 

After an asset folder has been created, you can add or delete 

extensions by right-clicking the asset folder in the Assets Tree. When 

the context menu opens, select Properties > Extensions tab. 

6. Click the Create Asset Folder button. The new folder displays in 

the Assets Folder tab. As with the image below, once you have 

created an Assets folder, then you can upload assets to it. 

 

Version Note: 10.2 

As of Ingeniux CMS 10.2, asset details include File Size. 

 

 

 

https://support.ingeniux.com/documentation/cms/10/assets/uploading-assets
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Uploading Assets 

In Ingeniux CMS 10, like pages and components, assets display in a tree 

structure. Administrators and users with upload permissions can upload 

assets to a specified location in Assets Tree. 

Important: You must first create containing folders within Assets. 

To upload an asset: 

1. Navigate to Assets. 

2. Select the folder in the Assets Tree where you want the asset to be 

stored. 

3. Click the Create New Asset button. The asset upload area displays. 

 

4. To allow the system to set a default asset schema, based on the 

extension of the asset, select the Use default asset schema check 

box. 

5. If you are updating an asset with a file name that is already in use 

within the chosen upload directory, select the Update existing 

assets for conflicting names check box. 

6. Either drag assets from your system's file manager into the asset 

upload area, or click inside this space to browse for your asset. 

7. Click Upload. 

https://support.ingeniux.com/documentation/cms/10/assets/creating-new-asset-folders
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Alternately, you can upload an asset this way: 

1. Right-click the node and select New > Asset. The Create New 

Asset dialog opens. 

 

2. Select the asset type from the Select the type of Asset to 

create drop-down list. The following asset types are available: audio, 

binary, code, CSS, document, image, JSON, MVC view, text, video, 

XML, and XSLT. 
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3. Either drag assets from your system's file manager into the asset 

upload area or click inside this space to browse for your asset. 

4. In the Asset Name field, provide a file name. This field defaults to the 

name of the uploaded file. 

5. Click Create Asset. The asset now displays in the Assets Tree. 

You can also link to an external asset. This creates a static link to an asset 

stored outside your CMS environment. 

To link to an external asset: 

1. Select External Asset in the Create New Asset dialog. A new set of 

options display. 
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2. Select the type of asset you will create from the Select the type of 

Asset to create drop-down list. 

3. In the field provided, enter the full URL for the external asset. 

Note: The CMS auto-generates an asset name in the Asset 

Name field, which is editable. 

4. When you're finished, click Create Asset. 

 

Uploading Zipped Assets 

To uploaded assets in a zip file: 

1. Navigate to Assets. 

2. Choose a folder that will contain the assets in the zip file, or create a 

new folder. 

Note: Ensure that the containing folder allows the zip extension. 

See Creating New Asset Folders for details. 

3. Click Create New Asset in the Folder tab. 

4. Drag *.zip from your operating system's file explorer into the Drag 

files here workspace. 

5. To allow the system to set a default asset schema, based on the 

extension of the asset, select the Use default asset schema check 

box. 

6. If you are updating an asset with a file name that is already in use 

within the chosen upload directory, select the Update existing 

assets for conflicting names check box. 

7. Click Upload. The Zip unpack options dialog displays. 

8. Select the appropriate options for your needs: 

o Unpack zip packages: Select this option if you want to expand 

the zip file(s). Alternately, clear this option to store the 

compressed zip file without unpacking it. 

o Clean existing folders with package name: Selecting this option 

removes the zip file after its contents have been unpacked. 

https://support.ingeniux.com/documentation/cms/10/assets/creating-new-asset-folders
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o Skipping creating assets when matching path found: Selecting 

this option prevents the CMS from overwriting an existing asset 

with the same path as one in the zip file. 

9. Click OK. 

Removing Assets 

To remove an asset: 

1. Navigate to Assets. 

2. Right-click the asset from the Assets Tree that you'd like to remove. 

3. Click Delete. The Delete Asset Items dialog displays. 

 

4. The asset names that will be deleted display in the dialog. Verify that 

the correct asset or assets have been listed. In the image above, the 

"planes" image will be deleted. 

5. Click Delete. The asset moves to the Recycle Folder. 

Note: You can restore assets from the Recycle Folder by dragging them 

from the Recycle folder to the appropriate folder within the Assets Tree. 

 

 


