mamboSchools Tutorial

DocMan .../Document Library Series ..

2: Adding a New PDF to the 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 .dog, .zip, .pdf, etc.
to your website. These documents are organized in categories and viewed/
downloaded by your school community.
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Adding a New PDF (or other document)
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Uploading a PDF or other File
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Uploading a PDF (or other document)

Figure 1

1. To begin the upload process, click the ‘Up-
load’ button.

The file upload box appears.
Figure 2
2. To select your document you can:

a. Drag a PDF (or other document) from your
desktop into the box area. NOTE: The
entire area is a drop zone.

or

b. Click the ‘Upload’ button. Reminder: The
open file dialog box will appear (not shown).
Route to your desktop, My Documents, or
other folder. Select your saved .pdf, .doc,
.zip, .rtf, or .xls file. Click the “Open”
button.

Your dropped or selected file will automatically
be added to the document library. Your final
step is to complete the entry.



Creating the Document Library Entry

Creating the Document Library Entry

The final step is to create the document library
entry the public will view. The PDF you up-
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Category: Owner:

General Information a Super User 2. Check (and edit) the title. DocMan will
copy the title of your PDF (or other file)
in the title area. This title will be viewed
by the public when browsing the library and
(document-2013-07-08.pdf » Document 2013 07 08} is the default title for any document library
links established within a web page.
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. . 3. Click the ‘Save’ button to save your entry
- File name: weekly-reader-28Mar65.pdf Title: | Weekly reader 29MarG5 and make ]t public.

4. NOT SHOWN. The final step is to close the
file upload box. You can click the word
‘here’ in the green message box or click
‘Cancel’.

This file will now be ready for the public
user to download.

You may wish to return to your web site, check
the document library and verify your file is
available.




