
mamboSchools Tutorial
DocMan (v3.x) /Document Library Series (jv3.x)

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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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 
menu link.

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.

Document Library Tour
Document Library Tour

1.
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Document Library Tour (cont.)

Document Library Tour (cont.)

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.)

These two blocks automatically display:

2a. The latest documents uploaded to the 
library.

2b.  A listing of the documents in one directory 
or category of your library.

The blocks help your community to locate new 
and targeted documents.

The lower section is the document library listing

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.

4.
3.

2a. 2b.
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Document Library Tour (cont.)

Document Library Tour (cont.)

5.

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 
signifies the presence of a subcategory.

7.  Every document entry contains the follow-
ing information:  file name, file size, file 
type and date posted.  (An optional descrip-
tion for each entry can be shown.)

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

In this manual series, you will learn how to:

a.  Login to the administrative side of your 
site and create/edit a document library 
category

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.

6.
7.

8.
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Logging into the mamboSchools™ 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:

http://<enteryourwebsitename>/adminis-
trator/

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.

Login to Admin Area

2.
3.

1.
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Logging into the mamboSchools™ Admin Area (cont.)

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.

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

Figure 2

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

The Control Panel & Content Menus

2.

4.

1.

3.

Figure 1 

Figure 2 

5.
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2.

1.

3a.

3c.

3b.

The Document Library
Document Library Menu

Figure 1 

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.

4.
3.

5.

1.

2.

6.
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2.
1.

4.

3.

Adding a Document Library Category

Your first step in planning your site document 
library is to create new categories or directory 
folders to store your files. 

A document library category is similar to a 
folder (or directory) on your computer desktop.   
A category is used for organizing and storing 
documents.

1.  Select the ‘Categories’ link, to access this 
area.

A list of current categories appear.

2.  In our exercise, all of categories are pub-
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
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2.

1.

3.

Adding a Document Library Category

To add the category:

1.  Type a Category Title.  NOTE:  The category 
name is seen by the public in the document 
library list.

 
2.  OPTIONAL:  Select a ‘parent’ category from 

the dropdown.  If you select no parent item, 
the category will be shown in the opening 
list.  If you select another category as the 
parent, your category becomes a ‘subcat-
egory’ of this parent.

3.  OPTIONAL:  Type a brief description of 
what may be found in the category.  We 
recommend adding a description to add 
interest to the document library list.

4.  Click the “Save & Close” button.  You will 
be returned to the Category list.

A category has been added to the document 
library.  This completes the first in the docu-
ment library learning series.  Continue with 
the second in the series:  Adding a File to the 
Document Library.

If you wish to learn how to edit a category, 
go to the next page.

Adding a Document Library Category
4.
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1.

Editing a Document Library Category

To edit or change the title and name of a 
category:

See Figure 1

1.  Locate the category title you wish to edit, 
select the category title link from the list.

See Figure 2

You may change any one or all of the following:

a.  Edit the Category Title
b.  Change the ‘Parent Category’
c.  Edit the Description
d.  Change the status from a published cat-

egory to unpublished.  You can temporarily 
hide the folder from the public by clicking 
between the folder status.

2.  Click the “Save & Close” button.  You will 
be returned to the Category list.

This completes the first in the document 
library learning series.  Continue with the 
second in the series:  Adding a File to the 
Document Library.

Editing a Document Library Category

Figure 1 

Figure 2 

a.
b.

c.

2.

d.


