ATLORIA

Managing Screenshot Workflows Across
Documentation

Understanding How Atloria Stores and Reuses Screenshots

In Atloria, screenshots work best when you treat them as shared documentation
assets instead of one-off images added to a single page. The usual workflow starts
with capturing a screenshot, saving it to the screenshot library, selecting it from the
document editor, and then checking it again during version review when product
screens change. This keeps one source image available for reuse across multiple
guides instead of creating duplicate files every time you edit a page.

The main areas you will use are the Screenshot Library, the document editor
image picker, the page editing view where image issues appear, and the version
review or comparison workspace where you check whether screenshots still match
the current product interface. When you open a page in the editor and add an image,
Atloria lets you choose from screenshots that already exist in the library. That makes it
easier to reuse approved images and keep documentation consistent.

Screenshots are easiest to manage when they are saved with clear identifying details.
In practice, writers usually rely on the screenshot preview together with details such
as:

the related feature or product area

the documentation page or article it belongs to

the filename

the last updated date

These details help you decide whether an image is still current or whether it has
already been used somewhere else.

Create a new screenshot when the screen has changed, when you need a different
state of the same feature, or when the existing image does not match the page you
are writing. Reuse an existing screenshot when the same screen and same state are
already documented and still accurate. If your team already uses shared screenshot
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libraries, keep that process aligned with Using Enterprise Screenshot Libraries for
Documentation Teams.

[SCREENSHOT: Screenshot Library showing image preview cards with filename,
related page, and last updated date]

Capturing and Organizing Screenshots for Reuse

1. Open the screenshot capture flow from the area your team uses for screenshot
management in Atloria.

2. Enter the details that identify the image clearly. At minimum, use the page or
feature context and a descriptive filename.

3. Add any tags your team uses to group screenshots by feature, release, or
documentation area.

4. Save the screenshot to the correct library location so other writers can find it later.

5. Open the Screenshot Library and confirm the image appears with the expected
preview and details.

A good screenshot record should be easy to recognize without opening it. Use
filenames that describe what the reader sees, not vague names that only make sense
on the day you captured them. For example, a flename based on the feature and
screen purpose is much easier to find during review than a generic image name. If
Atloria shows page associations or feature labels, fill those in when you save the
image so it appears in the right searches and filters.

When you organize screenshots, think about how someone else will look for them
later. Writers often search by document title, feature area, or keyword, so save each
screenshot where it matches the guide it supports. If the same image belongs to a
specific article, link it to that page during capture or immediately after saving it.

Check the saved record before moving on. The library entry should show:

¢ a clear thumbnail preview

the filename you expect

the related page or feature association, if available

the most recent updated date

ownership or attribution details, if Atloria displays them

If any of those details are missing or unclear, edit the screenshot record before
inserting it into documentation. That small cleanup step makes later review much
faster, especially when your team is updating release content across many pages.
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[SCREENSHOT: Capture form with fields for filename, feature context, tags, and save
action]

Adding Screenshots to Documentation Pages

1. Open the documentation page you want to edit in the document editor.
2. Place your cursor where the screenshot should appear.

3. Use the image picker or media selection option in the editor.

4

. Search the Screenshot Library for the image by filename, page association, or
feature tag.

5. Select the screenshot and insert it into the page.
6. Add any available display details such as alt text, caption, alignment, or size.

7. Preview the page and confirm the image displays correctly.

When you add screenshots in Atloria, choose them from the screenshot picker instead
of uploading the same image again directly into the page. This keeps the screenshot
connected to its library record, which makes it easier to review, replace, and trace
later. If a screenshot is already approved and stored in the library, selecting it from the
picker avoids duplicate copies with slightly different names.

You may need to choose between an existing screenshot and a newly captured one.
Reuse an existing image when it already matches the page exactly. Choose a new
screenshot when the interface has changed or when the page needs a different view,
state, or step. Because the inserted image stays linked to its source record, other
writers can still see where it came from and whether it has been updated.

After inserting the image, check any presentation options the editor provides. If Atloria
shows fields for Alt Text, Caption, alignment, or image size, complete them before
saving. Use captions only when the screenshot needs extra explanation. Keep alt text
focused on what the image shows in the context of the step.

Before you leave the page, open the page preview and verify that the screenshot
renders correctly in the right position. Make sure you did not accidentally insert the
wrong version of a similar image. If the page is part of a larger release update, this is
also a good time to confirm the screenshot is linked to the intended document record
and not to an unrelated draft.

[SCREENSHOT: Document editor image picker showing search results from the
Screenshot Library]
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Reviewing Screenshot Versions During Document Updates

1. Open the document review area or version comparison view for the page or
release you are updating.

2. Scan the page for screenshots that no longer match the current Atloria interface or
the product screens being documented.

3. Open the screenshot details and review the last updated date, linked pages, and
any earlier replacement history shown in the library.

4. Decide whether to keep the existing image, replace it, or capture a new one.

5. Update the screenshot and recheck the page preview or comparison view.

Screenshot review is most useful during planned documentation updates, not only
after readers report a problem. When you compare an older version of a page with a
current draft, look closely at navigation labels, button names, page headers, and
panel layouts. Even small interface changes can make a screenshot feel outdated if
the surrounding instructions have already been updated.

The screenshot details help you make better decisions. If Atloria shows the Last
Updated date, linked documentation pages, or earlier replacements, use that
information before changing anything. A screenshot that appears old may still be
correct if the feature has not changed. On the other hand, a recently updated
screenshot may still need replacement if it was captured for a different article or a
different user flow.

When you replace an outdated screenshot, use the linked screenshot record
whenever possible so the image can be refreshed without losing its placement in the
page. This is especially important when the same screenshot appears in more than
one guide. Reviewers and documentation managers can then follow the update more
easily through the existing record instead of chasing duplicate files.

If your team uses shared review responsibilities, agree on who owns screenshot
decisions during release work. Writers usually identify mismatches while editing
pages, and documentation managers often confirm whether the updated image is
ready for approval. Where Atloria shows ownership, status, or approval indicators tied
to screenshot updates, use them consistently so everyone can see what still needs
attention.

[SCREENSHOT: Version comparison or review view highlighting a page section with
an outdated screenshot]
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Keeping Screenshot Usage Consistent Across Multiple
Documents

A single approved screenshot can support several pages when those pages describe
the same screen and the same user action. In Atloria, this is usually the best approach
because it reduces duplicate images and keeps related guides visually aligned. If one
onboarding guide, one feature guide, and one release note all show the same
interface state, reusing the same screenshot record helps your team maintain one
trusted image instead of three separate copies.

Before replacing a shared screenshot, check where else it is used. A change that
improves one guide can accidentally make another guide inaccurate if the screenshot
is linked across multiple documents. Review the linked pages listed in the screenshot
record, and confirm that the replacement still fits every page that uses it. If the new
image only matches one article, create a separate screenshot instead of overwriting a
shared one.

Consistency also depends on naming and classification. Use the same approach for
filenames, tags, and page associations across your team so managers can quickly
find all screenshots tied to a feature or release. This matters most when you are
reviewing a large set of documentation updates and need to answer questions like
“Which pages still use the old navigation?” or “Which screenshots belong to this

release?”
To keep screenshot usage under control:

» reuse approved screenshots for identical Ul states

o check linked documents before replacing a shared image

o keep filenames descriptive and predictable

o apply tags and page associations the same way every time

e review screenshot freshness during release work, not after publication
If your team manages screenshots across broader release planning, pair this workflow
with the organization methods covered in Organizing Screenshots for Documentation

and Releases and the reuse practices in Managing Screenshot Workflows Across

Projects and Versions.

[SCREENSHOT: Screenshot details panel showing linked documents that use the
same image]

Fixing Missing, Broken, or Outdated Screenshots
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1. Open the page in the document editor and look for any missing-image warning or
empty image area.

2. Check whether the screenshot record still exists in the Screenshot Library.

3. Search for the image by filename, feature tag, or page association.

4. If you find the correct screenshot, reopen the image picker and relink it to the
page.

5. Preview the page to confirm the image loads correctly.

6. If the screenshot is outdated, capture a replacement and update the affected
linked pages.

A missing screenshot usually means one of three things: the image record was
removed, it was saved under a different name or filter than expected, or the page was
never linked to the correct screenshot in the first place. Start with the library search.
Use the filename if you know it, then widen your search with tags, feature names, or
the related document title. Also check whether a filter is hiding the image from the
current view.

If the screenshot appears in the library but not on the page, the page link may be
broken or pointing to the wrong image. Open the image picker again, select the
correct screenshot, and save the page. Then use the preview to make sure the image
displays in the intended position.

For outdated screenshots, compare the stored image with the current interface you
are documenting. If the page instructions mention buttons, menus, or labels that no
longer appear in the screenshot, capture a replacement. Before saving over a shared
image, review all linked documents so you do not unintentionally change unrelated
pages.

When a screenshot cannot be found at all, review the details that affect search:

« filename wording
e tags
» feature or page association

e active library filters

If repeated search problems come up across your team, standardize naming and
tagging before the next release cycle. For broader troubleshooting patterns, see
Managing Screenshots for Documentation and Troubleshooting Screenshot
Availability Across Projects and Versions.
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[SCREENSHOT: Editor warning for a missing image with the option to relink from the
Screenshot Library]

Overview

This guide focuses on the day-to-day screenshot workflow inside Atloria
documentation work. You use this process when a screenshot needs to be captured,
saved into the screenshot library, inserted into a page, reviewed during a
documentation update, or replaced because the interface has changed. The goal is
not just to get an image onto a page, but to keep that image traceable, reusable, and
easy to update later.

The most important screens in this workflow are the Screenshot Library, the
document editor, and the review views used during version updates. In the library,
you store and find screenshots by details such as filename, feature area, related
page, and updated date. In the editor, you insert screenshots through the image
picker so the page stays connected to the library record. During review, you compare
current documentation against updated product screens and decide whether an image
still matches the instructions around it.

This guide is especially useful if your team works across multiple guides that reuse the
same screenshots. It explains how to avoid duplicate uploads, how to replace
outdated images without losing their placement in the page, and how to check linked
documents before changing a shared screenshot. It also covers common problems
such as missing images, broken placements, and screenshots that are hard to find in
search.

If you need help with library structure before working through this guide, refer to Using
Enterprise Screenshot Libraries for Documentation Teams. After you are comfortable
managing screenshots inside individual documentation workflows, continue with
Managing Screenshot Operations Across Projects and Releases to coordinate
screenshot work at a broader release level.

Prerequisites

Before you start, make sure you can access the Atloria areas used in the screenshot
workflow:

¢ a signed-in Atloria account
e access to the project or documentation workspace you need to edit

e permission to open the Screenshot Library
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e permission to edit pages in the document editor

e access to version review or comparison views if you are updating release
documentation

You should also have the source screen ready before capturing a new screenshot.
That means the page, feature, or workflow you want to document is already in the
correct state and matches the instructions in your draft. If you are updating an existing
guide, it helps to know which documentation pages already use the screenshot so you
can decide whether to reuse it or create a separate image.

Have these details ready when possible:

Item Why it matters

Feature or page context Helps you save the screenshot in the right place
Descriptive filename Makes search and review easier

Related document title Connects the image to the correct guide

Tags or labels Helps teams filter by feature or release

If you are new to Atloria account access or sign-in, use Accessing and Registering
Your Atloria Account and Signing In to Atloria and Solving Access Problems. If you
need a broader introduction to screenshot handling before focusing on documentation
workflows, start with Managing Screenshots for Documentation.
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