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What will be covered in this guide:  

- Click on the link to go directly to that topic. 

 
• Login 

• Change password (after new account setup/lost password) 

• Navigate through the website 

• Search for a file 

• Expand my view to see more or all of the search results 

• Preview images and additional metadata 

• Download a file or multiple files 

• Permanently change your default download format 

• Administer Collection 

• Create PDF catalog  

• Email File Send 

• Icon Definitions 
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To login 
 

1. Go to the site url http://ameriprise.organize.cgx.com and enter your 
username and password. Note that the system is case sensitive. 

 
 
 
 

 
  

http://ameriprise.organize.cgx.com/
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Changing your password (new user setup/lost password) 
 
 New User password reset: 
 

• After logging in the first time with your temporary password, Organize 
will take you to the ‘Edit Personal Information’ form (see screen shot 
below). 

• Please verify your details and, change the ‘password’ and ‘security 
question & answer’ to something known only to you. 

• Your password must be at least 8 characters long, contain at least one 
uppercase, one lowercase, one number, and one special character. 

- Note: special characters are limited to these options:                      
[ “!” , “$” , “^” , “ _” , “-“ ].  
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Lost password reset: 

• To reset your password, follow the ‘Forgot user name/password’ 
link on the home page. 

• Select and enter your registered email or your Organize login id.  Enter 
the captcha and click on submit. 

 

 
 

• System will now confirm your security answer.  Check the ‘ULA’ and 
click on ‘Submit’. 

 

 
 

 

• You will then receive a system generated verification email.  After 
verifying the link, you will receive another email with the most recent 
password you were using. 
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How to navigate through the website 

1. Once you have logged in, you will be presented with the directories 
you have been approved to access. These will appear as a directory 
tree in the left side of your display (click on the arrow next to the 
folder to expand the tree).  The directory name will include a 
number at the end of it designating how many items live in the 1st level. 
An item could be a file or a folder. 

•  Navigator open: Display reflects the directory tree is open in the left side 
of your display. 

•  Navigator closed: Display reflects the directory tree is closed in the left 
side of your display. 

2. Once you select a folder, the file contents of that folder will appear in 
the main area of your interface with subdirectories appearing in your 
tree at left.  

3. As you click deeper into the sub-directories, the breadcrumb of your 
path will be displayed above the main display area. 
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4. Clicking on the Home icon or Top Level option will take you back to 

the main directory or top level of access of your account. 

 

 

 

 

By clicking on the Browse folder option, you will start navigating into the 

directory and the contents of that directory will be displayed. 
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How to change your view and control display 

• Turning on the buttons on the top right hand of the screen will 
change the display of information below the thumbnail of the file. 
 

 
 

 

➢  Actions button: When this option is turned on, it will 
display the action icons under the thumbnails of the files. 

 

➢  Dates button: When turned on, it will display the 
system dates of the files. 

 

➢  Details button: When turned on, it will display the 
meta-data of the files. 
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• Using the change view feature can change the way your files are 
displayed in the main area. This is located in the top right of the 
main tool bar. There are multiple views that can be used depending 
on your need and desired detail. 
 

 

 
 
 

o  Short view – displays file thumbnails with functional icons 
below the thumbnail.  

o  List view – displays files in a column format without 
thumbnails. 
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How to search for a file 

1) To search within a folder on Organize.  Click on the search icon  at 
the top left of the screen.  Go to the folder you would like to search and 
put a check next to it (uncheck the PUBLIC folder to avoid database 
‘Organize’ level search).  
 

2) This search allows you to start the advanced search interface from 
within that specific folder. 
 

 
 
 
From here we recommend using the Advanced Options button where 
you can designate your search criteria and filter results by adding your 
required search parameters. 
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3) If you are not sure about the location of the file on Organize.  Click on 

the search icon  found along the top left side of the screen to 
perform a database (Organize) level search. This will open your 
advance search interface. 

 

From your select list you can designate your search criteria and filter 
results by adding your required search parameters through the 
Advanced Options button. 

 

 

 

** Search TIPS: 

- DO NOT use more than one word for each search criteria.  

Including ‘spaces’ in your search will cause problems. 

- As mentioned you can search the content within PDF, Excel, and 

Word files, but not compressed (Zip) files. 
 

 

 

 
 

 

 



01.15.2020 Page 12 
 

How to preview images 

• To preview images, click on any image thumbnail or click on  icon 
that you would like to preview. The image will display in the main 
display area at a larger size. 

From here you can view additional information about the file in the 
‘Metadata’ sections on the right including licensing information, 
expiration dates, and where the material has been used. 
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How to download a file or multiple files 

To download an individual file, select the download icon  below each 
thumbnail and this will initiate the process to download a compressed file 
to your local computer.  

 
To download multiple files: 

1. Select the shopping cart icon  below each thumbnail you would 
like to download to add it to the collection. 

2. To view your collection, select the Collection icon  in the top 
horizontal tool bar which will display your collection interface and 
options. 

3. You can now download all the files with one click and name the 
compressed file by clicking the Download Archive of Files link.  

 

 
 

4. Name your file and designate the compression type (archive 
format) if you want to change the default and then click 
“Download Collection”. 
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Permanently change your default download format 
 

To make it a permanent change follow these steps: 

• Click on Edit User icon  and change the default download 
preference to whatever is appropriate. 

• You may need to log out, and clear your internet browser history 

for this to take effect. 
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How to administer your collection 

1. Select the file or files you want to save for later retrieval by adding 

them to your collection . 

2. Now select the shopping cart icon in the top horizontal tool bar to 
display your collection interface and options. 

 
 

 

 

This will display your collection interface and from here you can select 

your Administer Collection link. 
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3. This will display the interface to name the collection and retrieve your 
previously saved collections. 

 
 
 

 
 
 

Select a collection to retrieve. This will replace or add the contents of 
the selected collection to the current collection. 

 
 
 
 

 

 

 

 

 

 

 

 



01.15.2020 Page 17 
 

How to create a PDF view of the files in your collection 

 

1. Batch Report 

Once you have placed files in your collection, you can create a PDF view of 
those files by selecting the Batch Report option. 

 

 
 
From here you can choose your options of what information will be 
displayed and the size of the image.  
Note: all pages will be displayed with the preview option selected. 
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2. Contact Sheet 
 

 
 

 
 
 

From here you can choose the options of orientation, number of rows and 
columns, thumbnail, meta data, etc. to be added to your pdf report. 
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How to send a file or multiple files from the system via email link  

- Can be used to send a file to someone who does not have access to the 
system. 

 

1. Select the file or files you want to send by adding them to your 

collection  . 

2. Now select the shopping cart icon in the top horizontal tool bar to 
display your collection interface and options. 

 

 

 

This will display your collection interface and from here you can select 
your Interact Asset link plug-in. 
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Below is the email interface display used to send your files. The Access 
code field is for a unique password to be defined by the sender (not 
required). Use the ‘Expiry Time’ drop down to set the expiry date and 
fill out the rest of the fields with the requested information: 

 

 

 

Then select the “Send Maillink” button to send your files.  
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Your recipient will receive two emails from: 
interact@HDCDAM01.cgx.net  

The first should contain a link to download files and the second will 
contain the access code you assigned. Now the recipient simply clicks 
the link and enters the access code to download the files you have 
sent. 

*Hint:  You can include more than one recipient in the email field 
separated by a comma.  Including yourself allows you to confirm the 
link was sent.  Also, if you or the recipient receives the following error, 
you may need to try downloading the file again.   
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Organize Icon Definitions: 

 

 Change Password/Account Info – This allows the user to change their 
password or default download format. 

 Logout – Used to logout of the system. 

Home or Top Level – This icon will take a user back to the main 
directory or top level of access for their account. 

Collection (shopping cart) – This icon will add a file to the collection 
when selected from below the file thumbnail. When selected from the 
top horizontal tool bar, it will display the collection contents. 

Search – Used to access the advance search interface page. 

 Download hi res – By selecting the download hi res icon the user will 
initiate the download of a full resolution file. 

 File Information – This will allow a user to see all of the metadata 
associated with that file. 

 Icon View – The short view allows the user to display file thumbnails 
with action icons below the thumbnail. 

 List view – The list view allows users to display the file names and the 
action items. 

  Actions button: When this option is turned on, it will display the 
action icons under the thumbnails of the files. 

 Dates button: When turned on, it will display the system dates of 
the files. 

 Details button: When turned on, it will display the meta-data of 
the files. 


