ATLORIA

Managing Enterprise Screenshot Libraries

Finding Where Atloria Stores Screenshots

If you already know how to capture and attach images from Managing Screenshots for
Documentation, the next step is knowing where those images belong so your team
can find and reuse them later.

In Atloria documentation work, screenshot libraries are usually separated by purpose.
Teams commonly keep a shared screenshot library for images reused across
multiple guides, product-area folders for images tied to a specific part of Atloria, and
page-level asset folders for one-off images that only support a single documentation
page. This structure helps writers avoid storing the same image in several places.

A typical library layout uses folder names that show the image stage clearly:

» raw for original captures taken directly from Atloria
« edited for cleaned-up versions after cropping and review

« final for approved images ready to place in published documentation

These folder names make it easy to tell whether an image is still being prepared or is
safe to reuse in live content.

Writers also rely on clear filenames instead of opening every image one by one. A
good filename usually includes:

 the Atloria area, such as login, admin, projects, or analytics
 the page or workflow name, such as sign-in, user-list, or project-dashboard

« the visible screen state, such as empty, filled, error, success, or coming-soon

For example, a filename might distinguish a Login screen with an error message from
the same screen in its normal state. That matters when you need the exact image
showing Invalid email or password instead of a blank form.

As a rule, place screenshots in the shared library when they show reusable screens
such as Login, Register, Admin, Analytics & Insights, or Security & Audit. Keep
images in a page-level folder when they only make sense for one narrow procedure or
one release note.
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[SCREENSHOT: Example screenshot library showing shared, product-area, and
page-level folders with raw, edited, and final subfolders]

Capturing and Preparing Screenshots for Reuse

When you capture screenshots for the enterprise library, use an approved Atloria
environment that matches the interface your readers will actually see. This is
especially important for screens with visible labels such as Login, Register,
Analytics & Insights, Security & Audit, and the Admin workspace cards like Users
& Permissions, Organizations, Documents, Projects, and Analytics. If button text
or menu names differ from published documentation, the screenshot becomes harder
to reuse.

Start with a clean screen state before you capture. Make sure page headers, tabs,
cards, and primary buttons are visible. For example, on the Login page, keep the
email and password fields visible along with any sign-in error message if that state is
what you need. On the Register page, keep the name, email, and password fields
visible. On the Analytics & Insights and Security & Audit pages, include the page
title and the centered “coming soon” notice if that is the current documented view.

After capture, edit the image so it is ready for reuse:

1. Crop out browser chrome and anything outside the Atloria page.

2. Remove or blur sensitive account details if any names, email addresses, or
organization details appear.

3. Keep the important Ul structure intact, including page titles, navigation labels,
cards, form labels, table headings, and primary action areas.

4. Save the cleaned image in the shared library using a filename that includes the
Atloria area, workflow, and screen variant.

5. Store the original in raw, the cleaned version in edited, and the approved version
in final.

When replacing an older screenshot, add the new image as a tracked replacement in
the correct folder instead of dropping it into an unrelated location. That way, teams
can still trace which image was used before and what changed.

[SCREENSHOT: Edited screenshot example showing a clean Atloria page with
header, labels, and action areas preserved]

Reusing Existing Images Across Documentation Pages
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Before taking a new screenshot, search the existing library first. In most teams, the
fastest way to do this is by checking the shared screenshot library for the Atloria area,
workflow name, and filename tags. If you need an image of the Login page, the
Register page, the Admin dashboard, or the Analytics & Insights screen, look for
those exact terms in the library before creating another capture.

Once you find a possible match, confirm that the screenshot still reflects the current
Atloria interface. Look closely at visible markers such as:

e page titles like Analytics & Insights or Security & Audit

o card names such as Users & Permissions, Organizations, Documents,
Projects, and Analytics

o form labels such as name, email, and password

« status or notice text such as Invalid email or password or a “coming soon”
message

e menu paths and tabs that help readers recognize where they are

If those markers match the current documentation, reuse the image. If they do not,
create a replacement instead of forcing an outdated screenshot into a new guide.

Choose a shared asset when the same image supports multiple pages, such as a
standard Login screen or a common Admin workspace view. Use a page-specific
folder when the image is tightly tied to one procedure, one release, or one unusual

state that other pages are unlikely to reference.

Keep references consistent wherever the image appears. Use the same image name
in page content, the same wording in the caption, and matching alt text that describes
the visible Atloria screen. Consistency makes later updates much easier because your
team can trace one shared image across many guides.

[SCREENSHOT: Search results in a screenshot library filtered by product area and
workflow name]

Keeping Screenshot Libraries Organized Across Teams

A shared screenshot library only stays useful if each team knows what it owns. In
Atloria documentation work, this usually means separating enterprise-wide assets
from team-managed assets so writers do not accidentally replace images outside their

area.

A practical ownership model looks like this:
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o Technical Writers maintain reusable screenshots for guides and procedures,
especially common screens such as Login, Register, project pages, and
documentation workflows.

 Documentation Managers review naming, folder placement, and approval status
for images that will be reused across multiple guides.

» Project Administrators help confirm screenshots for project-specific or admin-
facing areas such as Users & Permissions, Organizations, Analytics &
Insights, and Security & Audit.

Teams should track a small set of metadata for every screenshot so anyone can
understand what it is and whether it is safe to use.

Metadata What to record

Product area The Atloria area shown, such as Login, Admin, Projects, or Analytics
Workflow The task the image supports, such as signing in or reviewing admin cards
Capture date When the screenshot was taken

Owner The person or team responsible for keeping it current

Review status Whether the image is draft, reviewed, approved, or archived

Review checkpoints matter just as much as folder structure. Before adding or
replacing an image, confirm the filename follows team standards, the crop is
consistent, and the visible labels match the current Atloria screen. During regular
maintenance, look for duplicate images with different names, outdated Ul states, and
screenshots stored in the wrong folder stage such as final when they are still under
review.

[SCREENSHOT: Shared library view with folders, ownership notes, and review status
columns]

Managing Updates When the Atloria Interface Changes

When Atloria’s interface changes, screenshot updates can affect more than one guide.
A renamed card on the Admin page, a changed form layout on Register, or updated
wording on Analytics & Insights can ripple across procedures, release notes, and
training content. That is why shared assets need to be reviewed first whenever a
visible screen changes.

Start by identifying which screenshots are reused in multiple places. Shared images
often include common screens such as Login, Register, the Admin dashboard, and
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placeholder pages like Analytics & Insights or Security & Audit. If one of these
screens changes, check every guide that references the shared asset before you
replace it.

Use this update process:

1. Compare the current Atloria screen to the existing approved screenshot.

2. Note what changed, such as page titles, card names, button labels, form fields, or
notice text.

3. Capture a new image that matches the current interface.

4. Save the replacement in the correct library location, keeping the expected naming
pattern and reference trail intact.

5. Update any documentation pages, captions, and alt text that describe the old
screen state.

6. Record which guides, procedures, or release-related pages were affected.

Try to preserve established file paths or agreed library locations whenever possible.
Even if your team tracks updates manually, keeping replacements in the expected
location reduces confusion and lowers the chance of broken image references.

Coordination matters most when changes affect navigation or shared admin screens.
Writers may notice the content impact first, while administrators may confirm whether
the new labels and layouts are final. Record review notes with each update so the
next person can see why the screenshot changed and which pages were checked.

[SCREENSHOT: Before-and-after comparison of an Atloria screen showing updated
labels and replacement image tracking]

Fixing Common Problems with Screenshot Libraries

Most screenshot library problems come down to four issues: missing images,
duplicate images, outdated screenshots, and access problems. You can usually solve
each one by checking filenames, folder placement, and the visible Atloria screen
details.

If an image is missing from a documentation page, first check whether the file was
moved, renamed, or placed in the wrong folder. A screenshot that used to live in final
may have been moved into edited during a cleanup, or its filename may have
changed from one workflow label to another. Compare the page reference with the
current library entry and restore the expected location or update the page to point to
the approved file.
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Duplicate screenshots are another common issue. You may find two images showing
the same Login page, the same Register form, or the same Admin card layout with
slightly different filenames or crop sizes. When that happens:

keep the version with the clearest crop and correct naming

confirm which one is already referenced in documentation

archive the extra copy instead of leaving both active

note the preferred asset so future writers reuse the same file

Outdated screenshots are easier to spot when you compare visible labels. If the
image shows an old card name, old menu wording, or a screen state that no longer
appears in Atloria, mark it for replacement. This is especially important for admin-
facing pages and any screen with notice text or status messaging.

Access issues usually appear when contributors can view documentation pages but
cannot upload to shared screenshot folders or review existing assets. In that case, ask
the person who manages your team'’s Atloria workspace or documentation storage
rules to confirm your access level and folder ownership boundaries. Do not work
around the problem by uploading approved shared assets into random page folders,
because that creates more duplicates later.

[SCREENSHOT: Example of duplicate and outdated screenshots flagged for cleanup
in a shared library]

Overview

Managing an enterprise screenshot library in Atloria is less about storing images and
more about making sure the right screenshot is easy to find, easy to trust, and easy to
update. The library works best when teams separate reusable screenshots from one-
off page images, follow a clear naming pattern, and keep each file in the correct stage
folder such as raw, edited, or final.

For day-to-day documentation work, focus on three decisions each time you handle a
screenshot:

* Where should it live? Put reusable Atloria screens in the shared library and one-
off images in page-level folders.

e How should it be named? Include the Atloria area, the workflow, and the visible
screen state so the image is recognizable without opening it.

 Who maintains it? Make ownership clear so updates do not stall when the
interface changes.
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This matters most for screens that appear across many guides, such as Login,
Register, the Admin dashboard, and admin pages like Analytics & Insights and
Security & Audit. If those shared screens are stored and labeled consistently, writers
can reuse them with confidence and replace them quickly when Atloria changes.

If your team is still building these habits, start by cleaning up the most reused folders
first. Standardize filenames, archive duplicates, and confirm which images are
approved for documentation. That gives you a reliable base library before you expand
into more detailed organization by product area or release cycle.

Prerequisites

Before you manage an enterprise screenshot library for Atloria, make sure you already
have the basics from Managing Screenshots for Documentation. This guide assumes
you are no longer learning how to add a screenshot to a page and are now focusing
on reuse, ownership, and long-term maintenance.

You should have:

e access to the Atloria documentation workspace or the shared location your team
uses for screenshot storage

e permission to view the folders used for raw, edited, and final images

 a clear understanding of the Atloria areas your team documents, such as Login,
Register, Admin, Projects, Analytics & Insights, and Security & Audit

e ateam naming pattern for screenshots that includes the product area, workflow,
and screen state

e an agreed review process for approving, replacing, archiving, or deleting shared

images

It also helps if you can recognize the visible parts of the Atloria interface that make a
screenshot reusable, including:

e page titles

» form labels

e menu names

 cards and tabs

e error messages and notice states

 primary action buttons
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If you are working with shared admin-facing screenshots, confirm who approves those
images before you add them to the enterprise library. Some teams ask Technical
Writers to prepare the image and Documentation Managers or Project Administrators
to confirm that labels and screen states are current.

The next step is Organizing Screenshots for Documentation and Releases, which
covers how to structure screenshot work across active documentation updates and

release cycles.
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