mamboSchools Tutorial

DocMan .../Document Library Series ...

1: Introduction & Creating a Document Library
Category

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 files, like .doc, .zip,
pdf, etc., to your website. These documents are organized in categories and
may be downloaded/reviewed by your school community.
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Document Library Tour

Document Library Tour

@ | mamboSchools Information - -
Components are the main pages or sections of

your website. Your public users view a com-
ponent by visiting the home page or clicking a

About Us A
menu link.

Events Calendar

Hendouts;Foms. & Fivees The Document Library is a component for or-

ganizing and storing document files, like Word,
PDF, Excel or Powerpoint. Documents are
categorized in the library. Users can click a
file link and download or transfer a file to their
computer desktop.

The document library is accessed from the
main menu along the top of each page of the
mamboSchools™ website. It is usually linked
from the ‘Info’, ‘Information’, ‘Popular’, ‘Es-
sentials’, or ‘Students & Parents’ menu.

1. In our web site, the Document Library link
is called “Handouts, Forms, & Flyers”. Lo-
cate your Document Library Main Menu Link
and click it.

The document library will now be displayed.

demo1.mamoos: /document-library-tree-view 025:;;: -l © ©® O 6 6 o e @ @ @ @




Document Library Tour (cont)

Document Library Tour (cont.)

mamboSchools
® | The document library main page is typically

divided into two sections.

The upper section contains two modules or
blocks of information about the document li-
brary. (Note: Sometimes these blocks are found
in the lower area.)

Newest Documents Popular Documents
[® November Lunch Menu These two blocks automatically display:
1 download
2a- [ Yearly School Calendar 2a. The latest documents uploaded to the
1 download library.
[® November Breakfast Menu 2b. Alisting of the documents in one directory

or category of your library.

The blocks help your community to locate new
il Athletics a and targeted documents.
al Informati
£ s:::hn o Documents The lower section is the document library listing
[3 Physical Form ( pdf, 670 KB ) 08 Nov 2016

3. Documents are organized and stored within
the categories (represented by file folder
icons) shown in this area. The category title
and its description (optional) are shown in
this listing.

4. To access the files within a category click at
the title or the file folder icon. The file listing
appears to the right.
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Document Library Tour (cont)

Document Library Tour (cont.)

@ | mamboSchools

Click onto the ‘Services’ category and then
onto the ‘Food Services’ subcategory that ap-
pears below.

6. Category Titles. Note: The ‘Services’
category has a tiny arrow to the left. This

5.

Newest Documents Popular Documents signifies the presence of a subcategory.
(5 November Lunch Menu 7. Every document entry contains the follow-
Ll ing information: file name, file size, file
13 Yearly School Calendar type and date posted. (An optional descrip-
1 download

tion for each entry can be shown.)

[ Movember Breakfast Menu

8. You can also click at the icon, title or the
download button to transfer the file.

& Athletics il Food Services (Lunch Menus) In this manual series, you will learn how to:
W General Information Documents

@ Services

a. Login to the administrative side of your

| November Breakfast Menu ( pdf, 713 KB ) 08 Nov 2016 site and create/edit a document library
category
8 November LAQU ( pdf, 476 KB ) (1 download) 08 Nov 2016 b. Add a new document to the library.
c. Update a document that already exists.
d. Add document entry links to the main

menu or web pages.

If you know how to login to the admin side of
your web site, skip to page 7 to learn about
document library categories.
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Logging into the mamboSchools™ Admin Area

Login to Admin Area

The administrative backend is a separate
area hidden from your public and regis-
tered users.

The administrative backend is accessed by
accessing the following web address:

@ | mamboschools http://<enteryourwebsitename>/adminis-

trator/
1  onetechn

1. Click into the Username area. Type in
your assigned username.

2. Click into the Password area. Type in
your assigned password.

3. Click the “Login” button. The adminis-
trative control panel appears.

This area is locked with a password and
hidden from Public and Restricted/Teacher
Users. Only web managers and site ad-
ministrators have access to this area.




Logging into the mamboSchools™ Admin Area (cont)

System ~ Users ~ Menus ~

Control Panel

N

Add New Article

Article Manager

Category Manager

3]

Media Manager

Menu Manager

=

Module Manager
4k |ser Manager

X Global Configuration

é

Template Manager

L) Language Manager

X Install Extensions

JCE File Browser

[«

Kunena 3.0.4 - Updatg now!

Joomia! is up-to-date

Updates are availablj‘n

e

Figure 1

Content ~

Components ~

1.

You have post-installation messages

There are important post-installation messages that require your attention. To view those messages please click on the Review Messages

button below.

You can review the messages at any time by clicking on the Components, Post-installation messages menu item of your site's administrator

Extensions ~

Help ~

section. This information area won't appear when you have hidden all messages.

Super User Administration

School Map

@) mamboSchools District News Posts
)4 System » Users ~ Menus ~ Content ~
Q Ll O Control Panel
O 1o
7 New Adicle
T Adticles
Abou
Q & Categories
& Media
Q Ark Media
Q Ark Widget
Schoo i2 Menu)
¥ Modules
Test s
& Users
D Table!
B Global
Missio @ Templates
% Language(s)
About

L Install Extensions

?  Backup is up-to-date

@

E 2014-02-22

B 2009-06-03
E 2008-08-03
Components ~ | Extensions = Help ~

ACL Manager

Sooba Backup

A Editor

Ark Extension Manager pages

Ark Media ) messages that require your attention.

Ak Widget {when you have hidden all the messages.

Banners
Contacts
Decuments
DPCalendar Categories
Joomial Update Tags
LOGman Files
Messaging Users
News Feeds

Nextend System

¢ Post-installation Messages

Redirocts
Regular Labs - ReReplacer
Search

Smart Search

Smart Slider 3

Tags

Watchful Client

Widgetkit

Follow Us Super User

Athlotics Super Usar

News Super User

Welcome to mamboSchools Super User

About Us Supsr Usar

mamboSchook

4. = The Control Panel & Content Menus
* Joomla

The mamboSchools™ administration side
has many ways to navigate through its
commands and control panels.

Figure 1

1. The navigation menu allows access to
all functions and commands within the
administrative side of your site.

2. You also may wish to explore the con-
trol panel sidebar. This sidebar echos
a few of the menu functions. One may
choose a sidebar link for certain func-
tions and commands.

3. This area lists the current “logged in
users” on the public side (registered/
teacher users) and backend (manag-
ers, administrators, super administra-
tors). You can access other statistical
information by clicking the dropdown
drawer areas.

m sl.o 2 -

mamboschools | @

i 20170408 15:15

& 2017-04-0815:15

4. To logout of the administrative back-
end click the Profile Settings link (up-
per right corner) and select Log.

@ 2016-11-0815:05
@ 2016-11-08 1505
i 2016-11-08 1508
@ 2016-01-0508:45

@ 2016-11-07 05:36

Figure 2

5. To access your site document library,
you must access the DocMan Compo-
nent. Select the ‘Component’ menu >
DocMan.

& 2016-11-08 1509

i 2016-11-08 1508

& 2016-11-08 1506

& 2016-11-08 1505

i 2016-11-08 1505

Figure 2



The Document L

brary

I Documents 0 + New T Upload Il Delete Publish Unpublish + Move #' Batch
Categories Status ¥  Owner ¥ Tags ¥  Group ¥  Access ¥ Date ¥
Tags
I 9 + Title Status
Files -T™
@ Yearly School Calendar Published
Usem Yearly School Calendar.pdf -
. Physical Form
Settings E] physicalform.pdf - 670 KB F
@ Movember Breakfast Menu I |
Lunchmenu_Template pdf - 713 KB
CATEGORIES
MNovemnber Lunch Menu .
~ W All Categor 5 5 B oember Menu.pdf - 476 KB Published
W Athletics .
20 %

™ General Information (1)
W Services (0}
QUICK FILTERS -~
& My Documents
@ Recently Added
#' Recently Edited

* Most Popular

Access

Public
Inherited

Public
Inherited

Fublic
Inherited

Public
Inherited

Owner

Super User

Super User

Super User

Super User

Q Find by title

Date

08 Nov 2016

08 Nov 2016

08 Nov 2016

08 Nov 2016

Category Q
General Information 1
Athle 0

Food Services (Lunch Menus) 0

Food Services (Lunch Menus) 1

[« |+ &

|+

Document Library Menu

When the document library opens, you land in
the ‘Documents’ area or view.

1. The document library is divided several
main areas. The two you will use are:

Documents - Within this area, you
upload new files and create public docu-
ment entries. You may also update old
entries with new files or information.

Categories - When opening your site
document library, this area allows you
to create the home categories (and sub-
categories) to store your documents.

2. From the document area, you can review all
of the document entries within the library.
Feel free to scroll through this document
entry listing.

3. Each document entry has a title. Please
note below the name of the entry is the file
that is tied to it and the size of this file.

4. You can see the category assigned to a doc-

ument by browsing the category column.

5. Also, you can click at a category within the
category browser to the left side. When
you click at a category, only those docu-
ment entries assign to the category appear.
NOTE: Click the ‘All Categories’ link to
return to the complete list.

6. You can search for a document entry by

entering a portion of the title in the search
area and tapping RETURN/ENTER. To
return to the complete list, click the ‘X’ to
the right of the search area.



Adding a Document Library Category

Adding a Document Library Category

Documents Rl [ Delete Publish Unpublish Your first step in planning your site document
i library is to create new categories or director
I Categories Status ¥ Owner ¥ Group ¥ Access ¥ Q _bind ¢ - sascr Y 8 Y
Tags

| folders to store your files.
e Title =) eeﬂwner Date
Files

Public A document library category is similar to a

Users T | e O PR paa  Superter GRNOvERS | go\der (or directory) on your computer desktop.
Settings W Food Services (Lunch Menus) 2 Published ::‘:“‘:rl"‘; Super User 0B Mov 2016 | A Category iS Used f0r Organizing and Storing
. | documents.
W General Information 1 Fublished g:;l_:ﬁ Super User 08 Nov 2016
CATEGORIES X X .
W Athietics 1 Published ;::,IJE Super User 08 Nov 2016 1. Select the ‘Categories’ link, to access this
» @ Services area.
W General Information °
B Athietics iR A list of current categories appear.
QUICK FILTERS - 2. In our exercise, all of categories are pub-
& My Categories lished. These categories are all active and
the files organzed under them are available
too.

3. In our exercise, all of the categories are
available to your public users. None of the
categories are restricted to certain user
groups, like the administrators or registered
users.

To create a new category:
4. Click the ‘New’ button located in the but-

ton bar above and to the left of the list
area.



Adding a Document Library Category

Adding a Document Library Category

4. lose + Save & New X Cancel To add the category:
.- 0 Publishing 1. Type a Category Title. NOTE: The category
St name is seen by the public in the document
s library list.
Unpublished
ATCECE T Date 2. OPTIONAL: Select a ‘parent’ category from
e - the dropdown. If you select no parent item,
the category will be shown in the opening
list. If you select another category as the
source [REEERl Elements Foder parent, your category becomes a ‘subcat-
B B @ & = | B I U S§ x x|I Custom egory’ of this parent.
= £y M = 8 5 =5 9 1 = [& N E @O B e Qa8
ovies - | romat <[P -|[ses -| A- @ | 2 @ 2| @ Sasrant _ 3. OPTIONAL: Type a brief description of
Please save fo calculate what may be found in the category. We
recommend adding a description to add
Image interest to the document library list.

e B oo 4. Click the “Save & Close” button. You will

be returned to the Category list.

Permissions

A category has been added to the document

Access library. This completes the first in the docu-
Groups  Presets ment library learning series. Continue with

the second in the series: Adding a File to the
Document Library.

This category can be viewed by:

s Public

Owner If you wish to learn how to edit a category,
Super User go to the neXt page.



Editing a Document Library Category

Editing a Document Library Category

Bl MR | © 0o J| v Puten || X urputien To edit or change the title and name of a
SEisgcHes Sttus ¥ | Cwner ¥ Group ¥ Acosss ¥ Q Find by s or cescric category:
Tegs L 38 Title @  Stalus  Access Owner Date
Files _ See Figure 1
Users W Services 0 hed g;ﬂ'ﬁ Supsr User 08 Nov 2016 g
Settings 8 Food Seniices (Lunch Menus) 2 0 Pnartes Super User 08 Nov 2018 1. Locate the category title you wish to edit,
W General Information 1 abished PUIC & oo User 08 Nov 2016 select the category title link from the list.
CATEGORIES
Public
W Athletics 1 hed  poraue  Super User 0B Nov 2016 .
ry— See Figure 2
@ General Information 2%
 Athitics You may change any one or all of the following:
QUICK FILTERS . .
o b Catonon ot mambo$ 2 2 a. Edit the Category Title
- ly Categores N
1 2 + Smetnew || X Cancel b. Change the ‘Parent Category
L] . . .
c. Edit the Description
& - | School Services Publishing d. Change the status from a published cat-
Status egory to unpublished. You can temporarily
Paaa]| oorcen Q — hide the folder from the public by clicking
parent Cat between the folder status.
‘arent egory Date
Figure 1 "y & . .
s B s 2. Click the “Save & Close” button. You will
be returned to the Category list.
Source [EVESRUM  Elements Fs
Astomai
currant This completes the first in the document
Stfes - || Fomat [P - -] A B | ¥ d/?2 @ library learning series. Continue with the
If a description is here, you can edit it as well | second in the series: Addlng a File to the
mace Document Library.
e [ ore [
Permissions
Access

[VEER.CETIE Groups  Presets

This category can be viewed by:
« Public

Owner

Figure 2



