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DAM Contributor Topics

• Manage assets
– Import assets into DAM

– Assign security policies (access to assets)

– Designate asset property models

– Assign meta-data and categories (taxonomy)

Participate in projects

The Contributor role pertains to those inside or outside 
AMD who have been authorized to contribute digital assets to 
a project residing on DAM that is being managed by an AMD 
project owner.

Contributors will:
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Contributor Work Flow in DAM

Simplified DAM Contributor Workflow

Start
Owner Provides
You Access to 
DAM Project 

Owner Assigns
You to DAM 

Project Group

You Produce
Assets for 

Project 

You Designate Model,
Assign Security Policy,

Categories, and Metadata

You Import (Upload)
Assets Into DAM

Your Assets Become
Available for Access

by Project Group

Once Project Assets are
Published by Owner,

They Become Searchable
by authorized DAM Users

End

You Save Assets into 
Existing Project 
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Managing Assets
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DAM Security Policies
Security Policies refer to the access allowed to assets in DAM. 
Published assets are available to all users at the browser level. 

DAM contributors must assign the appropriate security policies when 
importing their new assets into DAM.  

Example of Security Selection Menu

Example of Security 
Policies that Project 

Owners May Assign to 
Users/Groups
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Asset Property Models

All assets in DAM must be designated with a Property Model that is 
appropriate for its content. Property Models are used as high level 
search categories by AMD, partner, and agency users.

Business Docs
PowerPoint, launch plans, sales 
materials, pricing 

Collateral
Marketing and advertising 
source files, brand briefing 
documents, guidelines, web 
creative, templates... 

Images Logos, brand photography, 
product photography

Multimedia
Windows media, QuickTime, 
Flash, video 

Model Content
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Designating Asset Property Model
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Applying Metadata 

Collateral 
Model

Collateral 
Type

Asset 
Description

Core Usage 
Info

Select
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Categories and Metadata

Metadata are values and descriptions that enable users to 
search and retrieve assets. The more accurate and descriptive 
the metadata, the easier it will be for users to find your assets.

In DAM, there are two metadata families listed under the 
Category tab: AMD Taxonomy and Image Subject 
Categories
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AMD Taxonomy

The AMD Taxonomy is an extensive hierarchy of 
categories that covers virtually all corporate, product, 
marketing, and business information.

Example of Asset 
Category Structure

The taxonomy structure 
is maintained by the 
ADAM team and will be 
expanded as needed to 
accommodate new 
products, services, and 
document types.
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Image Subject Categories

The Image Subject Categories are terms specific to 
describing image assets.

Example of Image 
Subject Categories

Technology Image 
Subject Categories
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Importing Assets into DAM
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Importing assets into DAM 

Step 1. Designate the appropriate Property Model
for the asset(s) you are importing

Property Model 
Choices
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Importing assets into DAM 

Step 2. Locate the file(s) you are uploading by using       
the Browse button, then select Import

Subfile can create a separate 
thumbnail for the master file if needed
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Select New, Multi-Asset on the tool bar

Note: To import multiple files, you must have a current Java plugin installed 
on your computer

Working with Multiple Files
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The Import Files staging screen will open along with a 
Select Files/Folders browser window.

Staging Screen

Select Files/Folders 

Working with Multiple Files
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Highlight multiple files to import and select Open; the 
selected files will appear in the staging screen. Finish by 
selecting Upload.

Working with Multiple Files
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Before Importing you may choose File Type(s) and Add 
Thumbnail Files as needed. For instance, you may be uploading 
logo zip files and want to use a jpeg for the thumbnail.

When finished select Upload.

Working with Multiple Files
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Step 3. Select Security Policy for the asset

Importing assets into DAM 
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Business Doc Properties

Business Docs have Core usage properties and two *Required
fields that must be selected from drop down menus.

Type: Case studies, launch plan, pricing, etc.

Legal: Approved, Not Yet Reviewed, Pending, etc.

Embargo Type:

AMD Only
Partners
Public, etc.

Core:

Country
Language
Audience
Campaign

Step 4. Assign Properties using the drop down menus
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Collateral Properties

Collateral assets three property fields:  Description, Core usage 
data, and Collateral Type and sub type.

Type:  Marketing, sales, etc.

Description

Core:

Country
Language
Audience
Campaign

Embargo Type:

AMD Only
Partners
Public, etc.
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Image Properties

Type:  Graphic, logo, photo, etc 

Description

Image assets three property fields:  Description, Core usage 
data, and Image Type.

Core:

Country
Embargo

Embargo Type:

AMD Only
Partners
Public, etc.
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Multimedia Properties

Multimedia assets three property fields:  Description, Core
usage data, and Media Type.

Core:

Country
Language
Audience
Embargo

Embargo Type:

AMD Only
Partners
Public, etc.

Description

Multimedia Type
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Importing assets into DAM 

Step 5. Locate and designate Categories (metadata) 
appropriate for the asset, then select Finish
Note:  Contributors can get category names from their 
project owner.
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Editing Properties

After importing an asset, you can modify its metadata by 
using Edit Properties in the asset icon menu.

Gallery View of 
Single Asset
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Projects in DAM
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Working on Projects in DAM

The Project structure and features in DAM are capable of 
supporting ad hoc workflow or more formalized projects 
with scheduled tasks, dependencies, approvals, 
notifications, etc. 

In DAM, the project owner and team may view and modify:

• Associated digital assets, their history, etc.

• Tasks, target dates, and approvals

• Personnel contact info

• Sub-projects within a larger project
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Working on Projects in DAM

Simplified DAM Project Workflow

Start
Owner Requests

New Project 
In DAM

Project Owner and
Contributors Create,

Import Assets into DAM 

Project Owner modifies Security 
Policy of Assets ready to be 

Distributed to other DAM users
End

DAM Admin
Creates New

Project

Security 
Policies

Model 
Properties

Taxonomy 
Categories

Owner Adds 
Participants to 

the Project
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