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4:  Linking to the Document Library

This web application print manual will educate and introduce web managers 
to the document library (DocMan) component within your mamboSchools™ 
site. 

The document library component allows you to upload .doc, .zip, .pdf, etc. 
to your website.  These documents are organized in categories and viewed/
downloaded by your school community.
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Creating a digital library of documents is one 
way your public users can locate information, 
forms, and documents.

In our example, we have placed school menus 
within the document libary.  They are orga-
nized and stored below the ‘Food Services 
(Lunch Menus)’ category.

Once in the document library, these menus can 
be shared in other ways:

1.  As a document entry link in a content ar-
ticle (web page).

2.  As a main menu (navigation) link.

All of the lunch menu entries can be listed 
using:

3.  The Docman List content (plug-in) com-
mand.

All three ways to create document library links 
are demonstrated.

Creating Document Library Links
Linking to the Document Library
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Open a content article from the Article Man-
ager (Content menu > Article Manager).

1.  In our example, we opened a front page 
article entitled ‘School Year Opens’ and 
created a area called Weekly Lunch Menus.
Set your cursor on a blank line

2.  Click the ‘Document’ button located below 
the web editor window.

Adding a Document Entry Link to Your Content
Using the Document Entry Plug-In 

1.

2.
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Once clicked, the select document entry box 
opens.  In the main window, you will see a left 
and right column.

1.  The left column displays the categories 
found within your document library.

2.  To locate the document to link, click on 
a category.  For this example, we clicked 
the Services category and then the ‘Food 
Services (Lunch Menu)’ subcategory. The 
document entry listing for this selected 
category displays in the middle.

3.  Locate the document entry within the list-
ing. Click at the document title.

4.  In the right section, the filename (caption) 
is shown.  This caption mirrors the docu-
ment entry title.  OPTION:  You can edit the 
caption by clicking your cursor inside the 
caption area.

5.  Click ‘Insert document link’.  Your link will 
appear at your cursor within your content 
article.  This link also includes your entry 
title (the caption).

Highlighting Text and Linking:

By default, the link will use the title or caption 
of the document entry.  However, before ac-
cessing the Document button, highlight words 
within your text.  These highlighted words ap-
pear in the caption area automatically.

In our example, we might have typed the 
words, ‘Click here for our current elementary 
menu.’  By highlighting these words before 
clicking the Documents button, they form the 
link caption.

Adding a Docment Entry Link to Your Content (cont.)

Using the Document Entry Plug-In 

1.

2.
3.

4.

5.
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In our example, we would like to add a ‘Cur-
rent Menu’ link under the main menu ‘Stu-
dents’ link.

When this item is clicked (red circle), the ‘Cur-
rent Lunch Menu’ PDF will automatically down-
load to the public user’s desktop/browser.

NOTE:  Before beginning, you may want to 
visit your site document library to review the 
title of the entry you want to link.

When creating the menu link, you need to 
know the document entry title.  In our ex-
ample, our document entry title is ‘Current 
Lunch Menu’.

Creating a Document Library Menu Link
Creating A Menu Link
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Return from the public side of your site to the 
admin side.

Figure 1

1.  Select the ‘Menus’ menu ‘Main Menu’ (This 
link will have an home icon beside it.).  
The menu item manager (main menu) will 
appear.

NOTE:  The main menu manager displays a 
vertical representation of your horizontal main 
menu.

2.  Locate the button bar in the upper-right 
and click the ‘New’ button.  The menu item 
type screen will appear.

Figure 2

3.  The ‘New Menu ItemType’ box appears. 
Click the ‘Select’ button to define the item 
type.

Figure 3

4.  Click the ‘DocMan’ link from the item type 
list.

5.  Within the ‘DocMan’ types, select ‘Single 
Document’.

Creating a Document Library Menu Link
Creating A Menu Link

1.2.
Figure 1

Figure 2

Figure 3

3.

4.

5.
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Now we can define this document library link.

6.  Enter the title or name of your link in the 
‘Menu Title’ area.  This title will be seen 
within your main menu.  There is limited 
width on every menu, so keep your title 
brief.

7.  Click at the ‘Search for a document’ area, 
and type a few letters of the document 
entry title.  In our example, ‘lunch’ causes 
the entry title to appear.

8.  Click at your title.

9.  Click into the ‘Parent Item’ area and use 
the side scroll bar to move through the 
main menu links.  Select the link you want 
your document link to appear below. (In our 
example, we clicked the ‘Students’ link.)

10.  From the upper-right button bar, click the 
‘Save & Close’ button.

You can return to the public side. Be sure to 
select the ‘Home’ link or refresh your browser.  
Your new link will appear within your chosen 
menu item.  When selected, the document will 
download.

Creating a Document Library Menu Link (cont.)

Creating A Menu Link

7.
9.

6.

8.

10.
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Within the document library are categories.  
Categories are the directories that store groups 
of documents.

Within a content article, you can easily list all of 
the document entry links within any category. In 
our example, we listed the contents of the ‘Food 
Services (Lunch Menu)’ category. (See circled on 
Figure 1)  In order to list these easily, we add a 
DocMan Category list command to our article or 
web page.

There are two main steps:

A.  Locating the document library (DocMan) 
category ID number.

B.  Adding the actual command to our article.

Step A:  Locating the Category ID

From the admin side of your site, select the  
‘Components’ > DocMan > Categories. (You can 
also access ‘DocMan’ and click at ‘Categories’ 
to see the area.)  A list of categories appears.  
There are two ways to find the category ID.  
Select the one you find easiest.

Method 1 (See Figure 2):

1.  Hover your mouse pointer over one cat-
egory name.

2.  To find the category ID, look at the web 
address in the lower left corner of your 
browser.  The final number in the web 
address is the category ID.

You can continue to hover, pause, and review 
each category.  Note the ID is unique for 
each category and parent (or sub) category.
The ID for the ‘Food Services (Lunch Menu)  
category in our example is 2.  Remember this 
number for the next step.

The Docman List Command 
The Docmanlist Command

Figure 1

Figure 2

1.

2.
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Method 2 (See Figure 3):

1.  Click at any category name in the list 
(Not Shown. See Figure 2, Pg. 8).

2.  The edit category page appears. To 
find the category ID, look at the web 
address in the normal top area of your 
browser.  The final number in the web 
address is the category ID.

You can continue to close the edit page, 
click a name, and review each category.  
Note the ID is unique for each category and 
parent (or sub) category. The ID for the 
‘Food Services (Lunch Menus)’  category in 
our example is 2.  Remember this number 
for the next step.

Step B:  Entering The Category List Com-
mand (See Figure 4)

Once you locate the category ID, switch to a 
content article.  (Select the ‘Content’ menu > 
Article Manager)

In our example, we created a ‘Lunch Menu’ 
section (see red circle).  Set your cursor on a 
blank line and type the following command:

{docmanlist 2}

NOTE:  The brackets are next to the ‘P’ key.
Use the SHIFT key for the curly bracket.

Remember to ‘Save’ or ‘Save & Close’ your 
content and review from the public side.  You 
should see a listing of all the document entries 
within your selected category.

TROUBLESHOOT:  Make sure you surround the 
command with a curly bracket, not a regular 
bracket or parenthesis.

Figure 3

Figure 4

2.

The Docman List Command (cont.)

The Docmanlist Command


