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Login	
	
For	standard	login	page	access,	go	to	digitalassets.ingersollrand.com	and	enter	your	username	and	password.	Note	that	
both	the	user	name	and	password	are	case	sensitive.		
	

	
	

You	may	also	access	from	the	North	American	Ingersoll	Rand	Media	Center	where	you	can	order	marketing	literature.	
From	that	site,	click	the	“Digital	Assets”	link	and	you	will	be	passed	into	the	Digital	Asset	Library.	
	
Single	Sign-On	(Miranda	to	add	instructions	once	ready)	
	
If	you	have	forgotten	your	password,	click	the	“Forgot	password”	link	and	you	will	be	sent	an	email	to	reset	it.	
	
NOTE:	For	best	results	and	user	experience,	please	use	recent	versions	of	Chrome,	Firefox	and	Safari.	Microsoft	Edge	is	a	
web	browser	developed	by	Microsoft	and	included	in	Windows	10	and	Windows	10	Mobile,	replacing	Internet	Explorer	as	
the	default	web	browser	on	all	device	classes.	Internet	Explorer	is	being	phased	out.	
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	Digital	Asset	Library	Navigation	Icon	Definitions	
	
User	Profile	–This	allows	the	user	to	change	their	password	and	other	profile	information.	When	clicking	this	
icon	in	the	upper	right	it	will	display	a	dropdown	menu	and	provide	the	option	to	logout	of	the	system	or	click	
the	log	out	icon	in	the	top	menu	bar.	
	
Home	or	Top	Level	–This	icon	will	take	a	user	back	to	the	main	directory	or	top	level	of	access	for	their	account.	
	
	
	
Collection	–	This	icon	located	at	the	top	right	of	the	page	when	selected	will	navigate	the	user	to	the	collection	
page.		
	
Advanced	Search	-	Select	Advanced	Search	Display	from	the	drop-down	menu	
to	navigate	to	this	page	to	perform	advanced	searches.	
	
Upload	–The	upload	icon	allows	a	user	with	upload	privileges	to	upload	files	thru	the	Organize	interface.		
	
	
	
Navigator	open	display	–	This	reflects	that	the	navigator	is	open	revealing	the	left	navigation	tree.	
	
	
Navigator	closed	display	–This	reflects	that	the	navigator	is	closed,	closing	the	left	navigation	tree.		
	
	
Browse	Folder	By	selecting	the	browse	folder	icon	when	you	hover	over	the	folder,	the	user	will	start	navigating	
into	a	directory	and	the	contents	of	that	directory	will	be	displayed.	
	



	 5	

Actions	Button	–	Displays	the	action	icons	under	the	thumbnails	of	assets.	

	
Dates	Button	–	Displays	the	system	dates	for	an	asset	under	the	thumbnail	view	of	the	asset.	
	
Details	Button	–	Displays	the	meta	data	for	an	asset	under	the	thumbnail	view	of	the	asset.	
	
Short	View		–	The	short	view	allows	the	user	to	display	the	asset’s	thumbnails	on	a	page.	
	
	
List	View		–	This	view	will	display	the	asset	name	and	the	action	icons	on	a	page	without	a	thumbnail	and	as	a	
list.		
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Annotations	–	This	icon	located	under	the	thumbnail	of	the	asset,	will	allow	
you	to	type	in	annotations/markup	on	the	file	and	save	them	for	review	by	
other	users.	
	
Collection	–	This	icon	located	under	the	thumbnail	of	the	asset,	when	clicked	it	will	add	the	asset	to	the	
collection.	The	icon	will	change	colors	reflecting	that	it	is	in	the	collection.	Clicking	this	icon	again	will	remove	
the	asset	from	the	collection.	
	
Manage	Files	–	Located	under	thumbnail	of	the	asset	this	will	allow	you	to	
manage	files;	move,	rename,	delete,	copy.	
	
Move	File	–	Allows	you	to	move	the	file	and	located	within	the	manage	files.		
	
Copy	File	–	Allows	you	to	copy	the	file	and	located	within	the	manage	files.	
	
Rename	File	–	Allows	you	to	Rename	the	file	and	located	within	the	manage	
files.	
	
Delete	File	–		Allows	you	to	delete	the	file	and	located	within	the	manage	files.	
	
Close	Manage	File	–		Allows	you	to	close	the	icons	for	managing	files.	
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Changing	your	Password	
	

Select	the	user	profile	icon	in	the	top	right	next	to	your	name.	An	new	window	will	
open	as	shown	on	the	left	where	you	can	change	your	password.	
	
From	this	window,	you	can	also	set	the	format	for	how	you	would	like	your	collection	
of	files	to	be	prepared	for	download.	The	formats	are	shown	below.	
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Navigating	the	Digital	Asset	Library	
	

	
	
Once	you	have	logged	in	you	will	be	presented	with	the	directories	you	have	been	approved	to	access.	These	will	appear	
as	folder	icons	in	your	main	display	area.	Mouse	over	the	folder	to	select	to	browse	into	the	folder	directory	structure	or	
select	search	for	the	advanced	search	feature.	
	
	 	




























