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inVision extended Quick Guide File 
This document provides an extended quick guide on how to setup the inVision system with various types of media. 
 

Media folder 
It is a good idea to prepare a media folder with the media you wish to use in your inVision setup. If you don’t have 
something prepared or something particular in mind, you can find and use royalty free media on the inVision CD. 
 

How to 
1. Open the CD and find the media folder. 
2. Copy the folder to the C: drive. 
3. Go to the inVision admin site and log in. 
4. Follow the extended quick guide on the next page. 
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Extended Quick Guide 
Upload Video 
Click on menu item “Content”. 
Click “Video” and click “Add”. 
 

 
 
Browse to video file(s), and click “Open”.  
 
To get more videos, click “Add”. 
Click “Upload”. 
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Click “OK”. 
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Upload Image 
Click on menu item “Content”. 
Click “Images” and click “Add”. 
 

 
 
Browse to image file(s), and click “Open”.  
 
To get more images, click “Add”. 
Click “Upload”. 
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Click “OK”. 
 

  



 

Page 8 of 31 

 

Create Ticker (for RSS Feed) 
Click on menu item “Content”. 
Click “Tickers” and click “Add”. 
 

 
 
Enter name. 
Choose RSS Feed and enter RSS Feed address. 
Click “OK”. 
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Create Calendar 
Click on menu item “Content”. 
Click “Calendars” and click “Add”. 
 

 
 
Choose calendar and other preferred calendar settings. 
Note: The calendar called “All calendars” will contain appointments from all the calendars published to inVision 
administration site. 
Click “Save”. 
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Create News Channel 
Click on menu item “Content”. 
Click “All News channels” and click “Add News channel”. 
 

 
 
Enter name and description. 
Click “Save”. 
 

 
 
  



 

Page 11 of 31 

 

Add Story to News Channel 
Select the news channel in the list and click “Stories”. 
 

 
 
Click “Add”. 
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Enter title and text. 
Click “Next>>” to add more stories. 
Click “Save” when done. 
 

 
 
Close the window with stories. 
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Create Video Playlist 
Click on menu item “Playlists”. 
Click “Active Playlists”. 
Click “Add”. 
 

 
 
Enter a name. 
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Add Videos to Playlist 
Click “Add…”. 
 

 
 
Select “Video” as type and click “Search”. 
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Select video files for the playlist and click “Save”. 
 

 
 
Click “Save”. 
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Create Image Playlist 
Click on menu item “Playlists”. 
Click “Active Playlists”. 
Click “Add”. 
 

 
 
Enter a name. 
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Add Images to Playlist 
Click “Add…”. 
 

 
 
Select “Image” as type and click “Search”. 
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Select image files for the playlist and click “Save”. 
 

 
 
Click “Save”. 
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Create Ticker Playlist 
Click on menu item “Playlists”. 
Click “Active Playlists”. 
Click “Add”. 
 

 
 
Enter a name. 
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Add Ticker to Playlist 
Click “Add…”. 
 

 
 
Select “Tickers” as type and click “Search”. 
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Select ticker for the playlist and click “Save”. 
 

 
 
Click “Save”. 
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Create Screen Template 
Click on menu item “Screen Templates”. 
Click “All Screen Templates” and “Add”. 
 

 
 
Enter a name. 
Click “Apply” and “Save”. 
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Add Media Frame for Videos 
Click “Add Media”. 
Drag and resize and enter a name. 
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Choose video playlist. 
Click “Apply” and “Save”. 
 

 
  



 

Page 25 of 31 

 

Add Media Frame for Images 
Click “Add Media”. 
Drag and resize and enter a name. 
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Choose image playlist. 
Click “Apply” and “Save”. 
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Add Media Frame for RSS (Ticker) 
Click “Add Media”. 
Drag and resize and enter a name. 
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Choose ticker playlist. 
Click “Apply” and “Save”. 
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Add News Panel Frame 
Click “Add Newspanel”. 
Drag and resize and enter a name. 
 

 
 
  



 

Page 30 of 31 

 

Choose news channel. 
Click “Apply” and “Save”. 
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Add Booking 
Click “Add Booking”. 
 

 
 
Set start and end time (Leave blank for none). 
Add player or player group. 
Click “Save”. 
 

 
 


