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MARKETING HUB Quick Reference Guide 
Adding and Editing Assets


Quick Reference Guide


The Marketing Hub’s Digital Asset Management module allows you to post creative digital assets with 
multiple renditions for download. It also allows you to easily update an asset with a new version. In order 
to begin posting an asset to the Marketing Hub, first prepare the files for uploading by renaming them on 
your hard drive using “Adobe’s Digital Asset Naming Guidelines” (see page 4). In addition, discuss all the 
relevant metadata to be added to the asset record with the asset owner.


NOTE: You can view, navigate and select (for further action) using any of the available views: Card, List or 
Column. The processes are conceptually the same across all views, but there are small variations, 
dependent on the view you are using. This document is written for the List View.


Step 1: Navigate to the Appropriate Folder
The following picture shows the selection of a folder in List View.


The following picture shows the header with breadcrumbs exposed. The current location is outlined  
in red.


HOW TO ...
•	 Prepare asset files for posting


•	 Add a digital asset


•	 Edit asset metadata


•	 Publish the asset


1.	 Navigate to the folder where the 
asset should be stored by clicking 
on the folder name to open it.  


NOTES:
•	 You can sort a list of folders 


alphabetically by clicking the Title 
column header. Only the folders 
that have been loaded on the 
page will sort. It’s advised to scroll 
to the bottom of the page to 
ensure all folders are loaded 
before sorting. 


•	 If you need a folder added,  
submit a request to the Marketing 
Hub administration team using 
the New Folder Request Form.


TIPS:
•	 The breadcrumbs can be revealed 


or hidden by clicking the header 
bar. When opened, they show the 
current location. You can select a 
location in the breadcrumbs to 
navigate there.


•	 The left arrow next to the current 
location can be used to navigate 
to the previous location.



https://adobeformscentral.com/%3Ff%3DCs9lMyNaLFZkJWS3JIxwZQ
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1.	 Click the Upload Assets icon.


2.	 A pop-up window will display 
asking you to browse to the file 
that you wish to upload.  To select 
multiple files, press and hold the 
Cmd or Ctrl key and select the 
various files in the file picker 
dialog window. 


3.	 Click Upload to confirm the 
action and add the file(s) selected. 


TIP:
You can also drag your asset file(s) 
directly into the assets area from your 
computer. 


NOTES:
•	 The files that you upload here 


should only be the first rendition 
of the asset(s).  To see the process 
for adding additional renditions, 
refer to the Quick Reference 
Guide: Managing Renditions.


•	 When you add your first asset 
rendition, be sure that it is a file 
type that will generate a 
thumbnail in the system. A .pdf or 
.jpg are recommended formats to 
load when the asset file type does 
not generate a thumbnail (see 
Reference: File Formats that 
Render Thumbnails).


1.	 Select the asset whose metadata 
you want to edit and click the 
View Properties icon to view the 
asset properties.


2.	 Click the Edit icon to modify the 
asset properties.


TIP:
From the asset details page, click the 
Eye icon and then select Properties 
to view the asset properties.


Step 2: Uploading Assets
The following picture shows the Upload Assets icon outlined in red.


 


 
 
 


The following picture shows the Upload box. One asset will be created after clicking Upload as one 
file was selected. 


 
 
 


Step 3: Editing Properties
The following picture shows a selected asset. The View Properties icon is outlined in red.


 
 


The following picture shows the Edit icon outlined in red. 
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The following picture shows part of the asset metadata form. Required fields are indicated by the 
red exclamation mark icons.


 
 
The following picture shows the Save icon outlined in red.


 
Step 4: Publishing Assets
The following picture shows publishing a single asset. The Publish icon is outlined in red. The 
Unpublish icon sits to the right of the Publish icon.


 


3.	 When you have completed filling 
in the appropriate metadata, click 
the Save icon.


NOTES:
•	 To get an explanation of each 


metadata field, see Shortcut: Asset 
Metadata Form.


•	 All required fields must be 
completed in order to save the 
asset metadata and publish it to 
Asset Finder.


TIPS:
•	 You can press the Tab key to 


advance to the next metadata 
field in the form.


•	 Metadata fields that have 
pull-down lists (indicated by a   
on the right side of the field)
can also be populated by typing a 
value directly in the field.  The 
system will match the text you 
type to possible options in the list.


 
 


 
 


1.	 Select the asset(s) to publish, and 
click on the Publish icon. 


2.	 Select Publish to make the assets 
available on the Asset Finder 
immediately. 


3.	 Click Close to complete the 
action.


4.	 To remove the asset(s) from the 
Asset Finder, complete this same 
process but click the Unpublish 
icon and select Unpublish. 


 
NOTES:
•	 Asset activation should occur 


after all renditions have been 
added. To get an explanation of 
how to upload additional 
renditions, see Quick Reference 
Guide: Managing Renditions.


•	 To publish the asset at a later 
date, select Publish Later and 
choose a future date for 
publishing the asset. On the date 
selected, the system will 
automatically publish the asset.       
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Adobe’s Digital Asset Naming Guidelines


ASSET TITLE


DEFINITION:


The asset title is the overall descriptive name of the asset.


NOTES:


•	 Use the “biggest to smallest rule” to create the asset title—start broad and then get more specific


•	 When applicable, include: Campaign, Program, Vertical/Industry, Product/Service, Product Version, 
Asset Type, Language, and specifics about this asset compared to a similar asset


•	 Do not include specifics about file format, resolution, color type, size, etc.


•	 Do not include underscores between words


EXAMPLES:


•	 Acrobat XI Standard Totem


•	 Creative Cloud for Teams 2014 Channel Launch Email - D


•	 SiteCatalyst Product Overview - JPL


RENDITION TITLE


DEFINITION:


The rendition title is the name of a specific variant of the asset. It’s the same asset, but differs in file 
format, size, resolution, color type, etc. 


NOTES:


•	 Use rendition title to include details such as file format, resolution, color type, size, etc. 


•	 Copy the asset title and then add rendition details to the end


•	 Do not include underscores between words


EXAMPLES:


•	 Discover icon - CMYK, AI, with drop shadow


•	 Flash Professional CS6 Affiliate Web Banner - F - 300x250 - PSD 


•	 Adobe & Security Print Ad - UE - High Res PDF


FILE NAME


DEFINITION:


The file name is the name of the actual file that is downloaded from the Marketing Hub.


NOTES:


•	 Rename your asset files so they are similar to the corresponding rendition title before 
publishing them to the Marketing Hub


•	 Use underscores or hyphens between words to keep file names readable


•	 Do not include version numbers (e.g., v2 or rev2) or dates in the file names


•	 Do not use vendor-specific naming conventions or include vendor-specific project numbers


EXAMPLES:


•	 dreamweaver_cc_channel_copy_ue.pdf


•	 adobe_red_tag_logo_bottom_63px_rgb.png


•	 edu_k12_gradutation_postcard_2014_jpl.indd


NOTES:
•	 The renditions are what the end 


user download for use. It is critical 
to think about what the end user 
will need when deciding on what 
renditions of the asset to publish.


•	 There is no limit to the number of 
renditions that are included under 
an asset.


NOTE:
Rendition files that are downloaded 
keep the file name they were given 
when published. A descriptive file 
name, similar to the rendition title, 
will ensure that the end user knows 
at a glance what the file is once saved 
on their computer.


Adobe Systems Incorporated 
345 Park Avenue 
San Jose, CA 95110-2704  
USA 
www.adobe.com
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IMPORTANT:
Do not include special characters 
in the file name. Files that include 
special characters (e.g., %, # or &) in 
their names cannot be downloaded 
from the Marketing Hub.



http://www.adobe.com






MARKETING HUB Quick Reference Guide 
Editing Metadata in Bulk


Quick Reference Guide


HOW TO ...
•	 Locate the bulk metadata editor


•	 Edit Properties of multiple assets


•	 Revert bulk updates


1.	 Locate the assets you want to edit 
by navigating to the folder the 
assets are stored or by performing 
a search.


2.	 Select the assets for which you 
want to edit common properties.


3.	 Click the Properties icon to open 
the bulk metadata editor for the 
selected assets.  


 
 
 
 
 
 
 
 
 


1.	 Populate the metadata that you 
want to apply to all assets being 
edited.


2.	 Click the Update icon to save the 
changes. 


NOTES:
•	 The metadata you enter for the 


selected assets overwrites the 
previously-existing metadata for 
the individual assets.


•	 You will only be able to modify 
assets you created or have been 
granted write access.


The bulk metadata editor enables asset publishers to simultaneously edit common properties of multiple 
assets. Use of the editor saves time and helps ensure metadata consistency. While the editor can be used 
for updating any group of assets, it’s most helpful when editing the properties for a collection of localized 
assets or like assets for a specific campaign program or product launch.


Step 1: Selecting Assets to Modify 
The following picture shows a list of selected assets to be modified in bulk. The Properties icon is 
outlined in red. 


 
 


Step 2: Updating Metadata
The following picture shows the bulk metadata editor. The Update icon is outlined in red.
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The following picture shows the Asset(s) Modified box. You must click OK to complete the 
metadata bulk update.


The following picture shows the metadata editor for a specific asset in the list.


 


Step 3: Reverting Changes
The following picture shows the Revert icon, which appears after completing a bulk update. 


The following picture shows the Asset(s) Reverted box. You must click OK to complete the reversal.


Adobe Systems Incorporated 
345 Park Avenue 
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3.	 Select the OK button to complete 
the modifications. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


4.	 To view the metadata editor for a 
specific asset in the list, clear the 
checkboxes corresponding to the 
remaining assets. The metadata 
editor fields for the particular 
asset are populated with the 
updated asset metadata.  


NOTE:
Select the checkbox adjacent to Title 
to toggle between selecting all the 
assets and clearing the list. 
 
 
 
 
 
 
 
 


1.	 If an error was made, click the 
Revert icon to undo bulk changes.


2.	 Click OK to complete the reversal.   


NOTES:
•	 Unlike the undo function in 


Microsoft Word or Excel, you can 
revert changes only one time.


•	 You can revert one or all assets 
modified by the bulk editor.








MARKETING HUB Quick Reference Guide 
Managing Renditions


Quick Reference Guide


HOW TO ...
•	 View Renditions


•	 Add New Renditions


•	 Edit Rendition Titles


1.	 Navigate to the folder where the 
asset is stored.


2.	 Click the asset to open the asset 
details page.


3.	 Click the Renditions icon to 
display the Renditions panel. 


4.	 In the Renditions panel, view the 
list of renditions for the asset.  


TIP:
From the asset properties page, click 
the Eye icon and then select the file 
type listed (Document, Image or 
Multimedia) to navigate to the asset 
details page and display the Toolbar.


Assets added to the Marketing Hub’s Digital Asset Management module have an original representation 
of the file that was uploaded.  Quite often, it is necessary to add renditions of that asset with some 
changed characteristic of the original such as a different size, resolution, color model, or file format.  


Before starting, prepare the files for upload by renaming them on your hard drive.  The naming 
convention to use for your renditions should adhere to the “Adobe’s Digital Asset Naming Guidelines“ 
(see page 4 of the Quick Reference Guide: Adding and Editing Assets). 


Step 1: View Renditions
The following picture shows the asset details page. The Renditions icon is outlined in red.


 
 
The following picture shows the asset details page with the Renditions panel displayed. Only the original 
rendition, which is generated by the system when the asset is created, is listed.
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1.	 Click the Upload Rendition icon 
to upload a new rendition for the 
asset.


2.	 A pop-up window will display 
asking you to browse to the file 
that you wish to upload.  To select 
multiple files, press and hold the 
Cmd or Ctrl key and select the 
desired renditions in the file 
picker dialog window. 


NOTE:
If you select a rendition from the 
Renditions panel, the Toolbar 
changes context and displays only 
those actions that are relevant to 
renditions. Select features, such as 
the Upload Rendition icon, are not 
displayed. To view these features 
in the Toolbar again, refresh the 
browser window.  
 
 


 
 


1.	 If not already open, click the 
Renditions icon to view the 
Renditions pane. (See Step 1) 


2.	 Double click on a rendition listed 
in the Renditions pane to open 
the Edit Title window.


3.	 Following the Marketing Hub’s 
rendition title guidelines, enter 
the proper Rendition Title. 


4.	 Click Save.


5.	 Repeat this process for each 
rendition, including the rendition 
titled original.


NOTE:
A single click, instead of a double 
click, opens a preview of the 
rendition in the window. For file 
types that can not be previewed (e.g., 
.psd, .ai, .zip) a single click causes the 
rendition to download.


Step 2: Adding Renditions
The following picture shows the asset details page. The Upload Renditions icon is outlined in red.


Step 3: Renaming Rendition Titles
The following picture shows the asset details page with the Renditions panel displayed. The 
original rendition and the additional renditions uploaded are listed. 


 
 


The following picture shows the Edit Title box that appears when you double click a rendition listed 
in the Renditions pane.


Adobe Systems Incorporated 
345 Park Avenue 
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MARKETING HUB Quick Reference Guide 
Managing Versions


Quick Reference Guide


HOW TO ...
•	 View Versions


•	 Add New Versions


•	 Revert to a Previous Version


1.	 Navigate to the folder where the 
asset is stored.


2.	 Click the asset to open the asset 
details page.


3.	 Click the Versions icon to display 
the Versions panel. 


4.	 In the Versions panel, view the 
list of versions for the asset.


When an asset has undergone a significant change, you can create a new version of the asset. This 
process creates a snapshot of the current version and archives it. Additionally, it creates an edit trail that 
gives you the ability to revert to a previous version of an asset if ever required.  


Before starting, prepare the new files for upload by renaming them on your hard drive.  The naming 
convention to use for your renditions should adhere to the “Adobe’s Digital Asset Naming Guidelines“ 
(see page 4 of the Quick Reference Guide: Adding and Editing Assets). 


Step 1: View Versions
The following picture shows the asset details page. The Versions icon is outlined in red.


 
 
The following picture shows the asset details page with the Versions panel displayed. No versions are 
listed in the panel because the asset has not been versioned. 
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1.	 Click the Actions icon.


2.	 Click Save as Version to initiate 
the creation of a new version.


3.	 Click the Upload file icon and 
select a revised rendition file.


4.	 Add a Version label and/or 
Comment (optional).


NOTES:
•	 The rendition uploaded must be 


one that renders a thumbnail, as 
new thumbnails will be created.


•	 Values entered in the Version 
Label and the Comment fields 
should refer to the version being 
archived NOT the new version 
being uploaded. 


5.	 Click Create to confirm the 
action and create a version for 
the asset. 


6.	 Upload new renditions and/or 
change any relevant metadata 
for the new version.


7.	 Re-publish the asset. 


IMPORTANT: 
You must re-publish your asset for 
the new version to appear on the 
publish instance. Until re-published, 
users will continue to view and 
download the previously published 
version from the Asset Finder. 
 
 


1.	 If not already open, click the 
Versions icon to view the 
Versions pane. (See Step 1) 


2.	 Select a version from the list and 
click Revert to this Version.


3.	 Re-publish the asset so the 
reverted version is what users 
view and download on Asset 
Finder.


Step 2: Adding a Version
The following picture shows the Save as Version button, which appears after clicking the Actions 
icon. The Actions icon is outlined in red.


 


The following picture shows the File upload icon outlined in red. The Create button activates after 
a file is selected to replace the original asset rendition.


 
 
The following picture shows a new version that includes a version label and a comment.


Step 3: Reverting to a Previous Version
The following picture shows a selected version and the Revert to this Version button.
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MARKETING HUB Reference
Approved Marketing Hub Language Abbreviations


Below is a list of approved language abbreviations for use in Marketing Hub asset and rendition titles and 
file names. Language abbreviations other than what is listed should not be used.


Language Abbreviation Language Abbreviation


Arabic ARA Hungarian HU


Bulgarian BU Italian I


Chinese Simplified CS Japanese JPL


Chinese Traditional CT Korean KOR


Croatian CR Latvian LVA


Czech CZ Latin American Spanish LAS


Danish DK Lithuanian LI


Dutch NL Norwegian N


English, British UK Polish PL


English, International IE Portuguese Brazilian BP


English, Universal UE Romanian RO


Estonian ES Russian RU


Finnish SF Serbian RS


French F Slovak SL


French Canadian FC Slovenian SVN


German D Spanish E


German, Austrian D-AT Swedish S


German, Swiss D-CH Thai TH


Greek GRK Turkish TR


Hebrew HEB Ukrainian UKR


NOTES: 
•  English Universal: US English; asset is used in North America; 8.5x11 paper size


•  English International: US English with North America specific aspects removed; A4 paper size;  
asset is used in APAC, EMEA or Japan


•  English British: UK English; A4 paper size; asset is used in APAC, EMEA or Japan
© 2015 Adobe Systems Incorporated. All rights reserved. Printed in the USA.
Updated: December 16, 2015








MARKETING HUB Reference
File Formats that Render Thumbnails


A Marketing Hub thumbnail is a small graphical representation of an asset to help users quickly identify it 
in the application. The thumbnail that appears is either an auto-generated image rendered from the 
asset’s current version or a custom image uploaded by an Asset Publisher.


The application automatically renders thumbnails for the file formats listed below.  


Supported Document Formats Extension(s)


Illustrator File .ai


InDesign Document .indd


Open eBook File .epub


Portable Document Format .pdf


PowerPoint Presentation .ppt or .pptx


Word Document .doc or .docx


Supported Raster Image Formats Extension(s)


Bitmap Image .bmp


Digital Negative Image .dng


Encapsulated PostScript (raster images only) .eps


Graphics Interchange Format .gif


JPEG Image .jpeg or .jpg


Portable Bitmap Image .pbm


Portable Greymap Image .pgm


Portable Network Graphic .png


Portable Anymap Image .pnm


Portable Pixmap Image .ppm


Photoshop Document .psd


Tagged Image File Format .tiff
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© 2015 Adobe Systems Incorporated. All rights reserved. Printed in the USA. 
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Supported Multimedia Formats Extension(s)


Device Independent Format .dvi


Flash Video .flv


iTunes Video .m4v


MPEG Movie .mpeg


Ogg Video .ogv


QuickTime Movie .mov


Windows Media Video .wmv
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Sales & Marketing Content Policy Matrix (Where to post assets) 


Last updated 12/02/2015


MARKETING HUB PARTNER CONNECTION PORTAL 
(APC)


READINESS PORTAL SOLUTION PARTNER PORTAL
(SPP)


Description Executive-approved global repository for Adobe 
marketing digital assets, including all creative files, 
templates, and brand guidelines 


External website for Adobe partners (Adobe Marketing Cloud 
and LiveCycle content EXCLUDED) 


Internal field collateral portal for Digital Marketing, Digital Media 
and Print & Publishing collateral; access to Pricing, Licensing, 
Support program and Customer Reference content. 


External website for Adobe partners (Adobe Marketing 
Cloud, DPS and LiveCycle content ONLY ) 


System Users Adobe Marketing and Adobe-approved marketing 
vendors; all Adobe employees 


Partners (Channel/Training/Influencers/ Technology) and 
internal Partner Sales Managers 


Adobe field: internal Partner Sales Managers, Solution Consultants, 
Consulting Services, Support (Accessible by all Adobe employees) 


Partners (Solution) and internal Partner Sales Managers 


Asset Examples All marketing digital assets that have been created or 
purchased with the intention of reuse or repurposing and 
critical deliverables that might be referenced at a future 
date are required to be published to the Marketing Hub. 
Required assets include: 


•Advertising (ex: print ads, web banners)
•Art (ex: campaign imagery, logotypes, mnemonics, box 
shots, photography, product/program identity)
•Collateral and sales tools (ex: channel copy, datasheets, 
program overviews, telesales guides, white papers)
•Corporate assets (ex: corporate profiles, corp logos, corp
presentation template, email signature)
•Direct marketing (ex: email, direct mail, landing pages)
•Guidelines (ex: brand, campaign, editorial)
•Interactive (ex: animations, feature tours, marquees)
•Public Relations (ex: customer stories, reviewer's guides, 
what's new)
•Videos (ex: demonstration, instructional)


Read Reference: Marketing Hub Content Policy for a 
complete list of required digital assets 


NOTE: All language assets permitted 


Materials & source files customized for or approved for use by 
partners: 
• Advertising *
• Collateral and sales tools 
• Direct marketing *
• Event graphics *
• Guidelines *


* Channel/reseller/partner-specific versions ONLY. Often 
designed to incorporate reseller logo.


NOTE: Tier 1 (English; French; German; Japanese) language assets 
ONLY 


• Collateral and sales tools
• Sales compensation plans
• Pricing materials
• Partner & Deal Registration program materials
• Support program information


NOTE: English, French, Italian, German, Spanish, Japanese,
Chinese, Korean  language assets ONLY 


Materials & source files customized for or approved for use 
by solution partners with focus on Adobe Marketing Cloud 
solutions. 


Never Publish • Pricing materials
• Sales compensation plans
• Third-party logos


• Adobe Marketing Cloud or  LiveCycle assets
• Corporate assets


• Tier 2+ language assets
• Channel Copy
• Telesales Guides


• Adobe Creative Cloud or Document Cloud assets
• Corporate assets


SEE NEXT SLIDES FOR DETAILED LIST OF ASSET TYPES 


< -- Shared Content Library -- >
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Sales & Marketing Content Policy Matrix (Where to post assets) 


Last updated 12/02/2015


Asset Type RP APC SPP


Advertising > Advertorials X * X


>Event X * X


>Out of Home X X X


>Print Ads X * X


>Web Banners X * X


Art > Badge X * X


>Boxshot X ✓ X


>Button X X X


>Campaign Imagery X X X


>Cardshot X ✓ X


>Diagrams & Info Graphics ✓ ✓ ✓


>Endorsement Signatures X X X


>Icon/Logo/Mnemonic X ✓ ✓


>Illustrations X X X


>Lock-up X X X


>Logotype X ✓ X


>Photography X * X


>Product/Program Identity X X X


>Screenshot X X X


>Totem X ✓ X


Asset Type RP APC SPP


Collateral > Brochure ✓ ✓ ✓


> Case Study ◊ ◊ ◊


> Channel Copy X ✓ X


> Comparison Guide ✓ ✓ ✓


> Configuration Charts ✓ ✓ ✓


> Corporate Fast Facts X X X


> Corporate Profiles X X X


> Datasheet ✓ ✓ ✓


> Event ✓ ✓ ✓


> FAQ ✓ ✓ ✓


> Flyers ✓ ✓ ✓


> Licensing Program Info ✓ ✓ ✓


> Messaging/Copy ✓ ✓ ✓


> Messaging/Positioning ✓ ✓ ✓


> Other ✓ ✓ ✓


> PDF Portfolios ✓ ✓ ✓


> Postcard ✓ ✓ ✓


> Poster X X X


> Presentations ✓ ✓ ✓


> Prod Fam Overviews ✓ ✓ ✓


Asset Type RP APC SPP


Collateral  > Program Overview ✓ ✓ ✓


Quick Start Guide ✓ ✓ ✓


> Sales Enablement ✓ ✓ ✓


> Solutions Brief ✓ ✓ ✓


> Success Stories ◊ ◊ ◊


> Telesales Guide X ✓ X


> Template ✓ * ✓


> Webcast Guide ✓ ✓ X


> What's New ✓ ✓ ✓


> White Paper ✓ ✓ ✓


Demos (contact Marc Eaman to publish 
to demo.adobe..com) 


X X X


Digital Assets X X X


Direct Mail ✓ * X


E-mail ✓ * X


E-mail Signature X X X


Event Graphics ✓ * X


Fonts X X X


Guidelines * * *


Interactive > Animation X X X


> Content Player X X X


> Experiences X X X


RP = Readiness Portal    APC = Connection Partner Portal  SPP =Solution Partner Portal  ✓ = Okay to post    X = Do not post    * = Channel/Reseller-specific assets ONLY    ◊ =  Post if not available on Adobe.com 


Only materials & source files customized for or approved for use by partners can be posted to the Partner Portal. 
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Sales & Marketing Content Policy Matrix (Where to post assets) 


Last updated 12/02/2015


Asset Type RP APC SPP


Interactive > Feature Tour ✓ ✓ ✓


> Flash Ad X X X


> Galleries X X X


> Tools(ROI, Analysis, Product Selector) ✓ ✓ ✓


>Web Tours X X X


Landing Pages X * X


Packaging X X X


Presentations > Corp Presentation 
Module/Template


✓ X X


> Customer Facing ✓ ✓ ✓


> Internal Facing ✓ X X


> Keynote Presentations ✓ ✓ ✓


> Other ✓ ✓ ✓


> Presentation Templates ✓ X X


Print Ad Templates X * X


Public Relations > Abstracts X X X


> At-a-Glance ✓ ✓ ✓


> Bio X X X


> Blog Post X X X


Asset Type RP APC SPP


> Briefing Document X X X


> Contributed Article X X X


> Coverage Report X X X


> Demos X X X


> E-mail Media Updates X X X


> Event X X X


> Guidelines & Process X X X


> Installation Guide X X X


> Media Alert X X X


> New Feature Highlights ✓ ✓ ✓


> Newsletter X X X


> Other X X X


> PDF Portfolios X X X


> Pitches X X X


> PR Plans X X X


> PR Toolkits X X X


> Presentations X X X


> Press Clippings, Kits, Releases, X X X


> Release Notes ✓ ✓ ✓


> Press Target Lists X X X


Asset Type RP APC SPP


Public Relations  >Statements X X X


> Reviewer's Guide ✓ ✓ ✓


> Template X X X


Screensavers X X X


Signage X X X


Social Media X X X


Stationery X X X


Video > Advertising X * X


> Corporate X X X


> Customer ◊ X X


> Demonstration X X X


> Event ✓ * X


> Featurette ✓ ✓ ✓


> Instructional ✓ ✓ ✓


> Solutions X X ✓


> Vignette ◊ X X


> Wrapper X X X


Wallpaper X X X


Web Asset > FMA X X X


> Marquee X * X


RP = Readiness Portal    APC = Connection Partner Portal  SPP =Solution Partner Portal  ✓ = Okay to post    X = Do not post    * = Channel/Reseller-specific assets ONLY    ◊ =  Post if not available on Adobe.com 


Only materials & source files customized for or approved for use by partners can be posted to the Partner Portal. 
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Sales & Marketing Content Transfer Process (How does it get there?) 


Last updated 12/02/2015


Asset Transfer from Marketing Hub 
Assets flagged for the Readiness portal, Connection Partner Portal  and/or the Solution Partner Portal are systematically delivered to the Content Library daily. The Readiness Support team reviews the assets and contacts asset 
owners and asks them to complete a form, providing required metadata not captured in the Marketing Hub. Once required metadata is gathered, the Readiness Support team releases the assets to the appropriate site(s). 


Marketing Hub Asset Publishers 
1. When posting to the Marketing Hub, please complete all metadata fields as completely and accurately as possible, since much of this information is displayed to Readiness portal/APC/SPP users.
2. The Readiness Support team will contact the individual(s) listed in the Asset Owner tag to gather additional metadata. Thus, please ensure the appropriate Adobe stakeholders are selected.
3. Determine if the asset is appropriate to publish to the Readiness portal, Connection Partner Portal (APC)  and/or the Solution Partner Portal (SPP), per the charts on the previous slides. If so, select “Yes” for the "Publish to 
Readiness portal”, “Publish to Connection Partner Portal” and/or "Publish to Solution Partner Portal" options.
4. Adobe employees only: To accelerate the asset transfer process, you are encouraged to submit the appropriate Review and Release/Asset Transfer form to the Readiness Support team as soon as an asset is uploaded to the 
Marketing Hub, instead of waiting to be contacted. Go to the Content Delivery Team SharePoint site (LDAP credentials required for access) to access the required Review and Release/Asset Transfer form and submit it to 
Readiness-Support@adobe.com.


Assets published to the Marketing Hub can be reposted to Adobe’s Content 
Library for delivery to field/sales teams via the Readiness portal and to the 
partner community via APC or SPP.


Only assets created specifically for or approved for use by partners should be 
published to the Adobe Partner Connection Portal. Please work directly with 
the asset owner if you have questions about the intended audience of an 
asset.
Contact the Readiness Support team Readiness-Support@adobe.com with 
questions.


Publish Once, Reach Multiple Audiences 


Marketing Hub Content Library Readiness Portal


Connection Partner 
Portal


Solution Partner 
Portal


Collects some metadata Requires additional metadata 


External website for solution partners


Internal sales collateral portal


External website for Adobe partners (channel, reseller)


Adobe Field/Sales 


Adobe Partner Community 


Adobe Partner Community 
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https://adobe.sharepoint.com/sites/SalesOps/TandP/Infra/SitePages/Content%20Delivery.aspx
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Sales & Marketing Content Policy Guidelines 


Last updated 12/02/2015


• The content and user/audience of assets is what dictates the appropriate storage repository, not the type of asset, per se


• Key questions to ask when determining the asset user and audience:


• Who is the target audience we are creating the asset for?


• Who is using the asset to communicate it to the audience?


• How are they going to use the asset?


• Audience-specific portals/repositories identified are:


• Marketing Hub


• Adobe Partner Connection Portal - APC


• Readiness portal


• Adobe Solution Partner Portal - SPP
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Audience Reference (Who is the asset targeting?) 


Last updated 12/02/2015


* For selected asset types ONLY, the end user may receive the asset from an intermediary (ex: sales rep or partner manager) who accesses it via the delivery mechanism listed. The end user does not have direct access to the delivery 
mechanism.


Marketing Hub APC Readiness SPP


Sales X X


Partner Sales Managers  (all partner types) X X X


Solution Consultants X


Consulting Services X


Support X


Partners (Channel/Enterprise/Training) X X*


Partners (Solution) X* X


Customers X* X* X*


Internal Non-Sales Employees X


Adobe.com X


Online Store X


Adobe TV TBD


Delivery Mechanism Used by Audience 
Ta


rg
et


 A
ud


ie
nc


e 
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MARKETING HUB Shortcut
Asset Metadata Form


When publishing new assets to the Marketing Hub, at minimum, complete each of the required fields indicated 
by the red exclamation mark icon. The more metadata that you complete, the better chance the asset can be 
found easily in Asset Finder.  See the corresponding number for details about each field.
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DESCRIPTION: An optional 
description to explain the 
characteristics of the asset.  
There is no character limit.


3.


LEGAL EXPIRATION: Used to 
capture legal expiration dates.  
The asset will automatically 
be unpublished on the date 
entered at midnight EST. 


6.


TARGET GEO/REGION: 
Indicates the locale(s) the 
asset may be used. If the asset 
can be used worldwide, select 
Global.  If it is intended for a 
specific country, select the 
country within the region.


19.


ASSET ID: Automatically 
generated number assigned 
by the system. 


1.


CREATOR: Indicates the 
Adobe team or vendor who 
created the asset. 


15.


OTHER CREATOR: Used to 
identify the creator of the 
asset when the Adobe team 
or vendor is not found in the 
Creator field. 


16.


ASSET OWNERS: Indicates 
the Adobe employee who is 
responsible for maintaining 
the asset.  Multiple asset 
owners can be specified.


14.
BUSINESS TOPIC: A list of 
Digital Marketing business 
topics.  Select the topic that 
coincides with the asset’s 
content.


10.


21. PUBLISH TO SOLUTION 
PARTNER PORTAL?: Defaults 
to No.  Select Yes, if the 
asset should be published to 
Solution Partner Portal (an 
external content repository for 
Adobe partners).  Leave as No, 
if the asset should not.


VERTICAL/INDUSTRY: A list 
of industry sectors to which 
the asset may coincide.  
Multiple industries can be 
specified.  The parent industry 
can be chosen as well the 
corresponding children sub-
sectors.


9.


USE STATUS: Default value 
is Active, but can be set 
to Inactive if the asset 
is depreciated or retired.  
Inactive assets will not show 
up in Asset Finder search 
results, unless the Include 
Inactive Assets checkbox is 
selected. 


7.


KEYWORDS: Used to capture 
additional terms that users 
may use when searching for 
the asset.  Since all metadata 
fields are indexed and 
consequently searchable, the 
keywords in this field could 
contain values that do not 
correspond with the rest of 
the metadata fields.


8.


PRODUCT VERSION: A list 
of Adobe product versions.  
Multiple product versions can 
be chosen.  If product version 
is not applicable, select N/A. 


12.


TITLE: The overall descriptive 
name of the asset that will be 
seen when users browse 
assets and in asset reports.


2.


WRITE ACCESS: Employees or 
vendors specified in this list 
are given permission to edit 
the asset.  Multiple users can 
be granted write access.


23.


ASSET TYPE: Indicates the 
type of asset that is being 
published.


4.


USE RESTRICTIONS: Used to 
define limitations on who/
how/when/where the asset 
may be used.  If restrictions 
are listed when the asset is 
downloaded, a window will 
appear with the details, which 
must be read and accepted for 
the download to complete. 


5.


1.


2.


3.


4.


5.


6.


7.


8.


9.


10.


11.


13.


14.


15.


16.


17.


18.


19.


20.


21.


22.


23.


UPLOADED BY: Indicates the 
user who created the asset 
in the DAM.  The field is 
automatically populated by 
the system.


24.


20. PUBLISH TO READINESS 
PORTAL?: Defaults to No. 
Select Yes, if the asset should 
be published to Readiness 
(Adobe’s internal sales 
enablement portal).  Leave as 
No, if the asset should not. 


24.


PRODUCTS/SERVICES: A 
list of Adobe products and 
services.  Multiple products/
services can be chosen.  If 
no products or services are 
applicable, select N/A.


11.


12.


LANGUAGE: Indicates the 
language of the asset.  If the 
asset has no text, select N/A. 


13.


PROJECT NUMBER: Used 
to capture Adobe project 
numbers associated with the 
asset. 


17.


PART NUMBER: Used to 
capture Adobe part numbers 
associated with the asset. 


18.


21. PUBLISH TO ADOBE 
CONNECTION PARTNER 
PORTAL?: Defaults to No.  
Select Yes, if the asset should 
be published to Adobe 
Connection Partner Portal (an 
external content repository for 
Adobe partners).  Leave as No, 
if the asset should not.







