Ektron Website Quick Reference
Procedure for adding a new document to the CMS

There are two ways to upload a file.
1* option is to upload the document before you add it to the content block (or smart form) you want it to appear on.
2 option is to upload the document from within the content block or smart form you want it to appear on.

Option 1 Procedures- Upload prior to Updating the Smart Form

Make sure you are logged in to the Content Management System, and then click the LIBRARY tab at the top of
the WORKAREA. Note: The WORKAREA by default opens to the CONTENT tab.
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Next, navigate to and click on the folder you want to upload the new document to.
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Click on the appropriate folder in the left pane —
it will become selected as shown with the WEB

Then click the ADD button in the right pane.
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Then click the ADD button in the right pane. Then, click the BROWSE button in the “ADD LIBRARY ITEM TO
FOLDER dialog box and navigate to the form you wish to upload, and then enter the document name.
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€| save @
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Your document should now appear in the right pane as shown below. NOTE: You may need to change the
drop-down from the default “Images” to “Files” to see the document uploaded.

Library Folder: "Test\files™

ADD | & ¥ © Change to “FILES”

Title D Date Modified Filename

Delete Document Previously Posted 7720 6/21/2012 1:02:38 PM http:/iit.nv.gow iles/I Tnvgow/C cti iApplication_D W Test'DeleteDoc_Procedures. pdf
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Next, in the WORKAREA click the CONTENT tab, then navigate to the folder containing the smart form or
content area you wish to add the document or file to. Open the smart form or content area.
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In the smart form or content area, create enter the document title, description and select the file type, then
click the icon to add the link. This example uses the DOCUMENTS Template.

B & Document
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1 Enter Document description
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Select file type
Then, click this icon to add the link to the doc previously uploaded
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When the LINK MANAGER dialog box appears, copy the document title into the tooltip area, then click the

URL button. NOTE: This step is done to provide for accessibility

Link Manager

Hyperik E-mall

URL:

1 Ihttp:ss ]
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|Nune V| D,#| |
Link Text:

| |
Type:

http: b
Target:
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Navigate to the folder containing the document you want to link to and change the type to “FILES”.

Library Folder: "Test\files”

€| ADDLIBRARY | [@ 4 [Fies w EgEn T 4 Change to FILES

Title

Delete Document Previcusly Posted €4—mmm————— Double-click on doc in this area
uploadedFiles/| Tnvgow'Content'Secticns/Application

Double-click on the document title to add it as your link.
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The LIBRARY FOLDER will disappear and in the Link Manager dialog box you will see the link path has been
added in the URL field. It is recommended that you copy the URL path to the LINK TEXT field as this is
displayed in the smart form and will make it easy to locate the folder the document resides in if you ever have
to replace it.

Link Manager
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URL:

|fupll:uadedFiIesflTnugnquuntent-’SectiDnsfﬁ.ppﬂ[ ]
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The finished product will look similar to the print screen showing below.
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Go to the browser page in the staging environment you were trying to see changes on and click the refresh
button.

4y —

Click on the refresh button to verify the deleted document
is no longer there.

NOTE: If you were having trouble seeing your changes, you should see your changes
now in the staging environment for your site.

If not, please try viewing your changes in another browser, on another computer or on
a mobile device if that is an option. Clear your browser cache. If that still doesn’t
help, please contact your Agency’s PC/LAN Tech for assistance.
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Ektron Website Quick Reference

Procedure for adding a new document to the CMS

There are two ways to upload your document.

1* option is to upload the document before you add it to the content block (or smart form) you want it to appear on.

2 option is to upload the document from within the content block or smart form you want it to appear on.

Option 2 Procedures- Upload from within Content Area or the Smart Form

In the WORKAREA make sure you are in the CONTENT tab area, and then navigate to the folder containing the
smart form or content area you wish to add the document or file to. Open the smart form or content area.
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You can add a document to most

+il= paragraph/description fields in most smart forms.
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In the smart form or content area, enter the document title, description and select the file type, and then click
the icon to add the link and import the document. This example uses the DOCUMENTS Template.

B & Document

Document Title: DocumentDate:
| <+ — = | Enter Document Title
Document Description:
dl I - -
< 1 Enter Document description
Brarie
Type: File:
HTWL ¥: B<——| Then, click this icon to import the document and add the link
Select file type

When the LINK MANAGER dialog box appears, copy the document title into the tooltip area, then click the
URL button. NOTE: This entering information in the Tooltip field aids accessibility

Link Manager
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Navigate to the folder you want to upload the document to and change the type to “FILES”, then click the ADD

LIBRARY button.

Library Folder: "Test\files”

€ ADD LIBRARY 4 [Pl weEsslsnlisi o change to FILES

Click here

Title

Delete Document Previcusly Posted
uploadedFiles/| Tnvgow'Content'Sections/Application_DevelopmentWeb/Test'DeleteDoc_ Procedures. pdf

Enter the document title and click the BROWSE button.

To upload and insert a local file:

€| ADDLIBRARY | 4 %

< | Enter title

Title: |
Filename: | H BF%SE!... ]
Description: | |Paragraph Style vl
o Then, click here
13- E

Metadata:
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Navigate to the file you want to upload. Double-click to select it, and then click OPEN.

Choose File to Upload

D

by Recent
Documents

3

Dezktop

7,

| by Diocuments

oL

ar

Look in: | 8.5

Iharchive

E:

U | rofdFileDocImageTolM3, doc
4 eodearCacheChrome_Procedure, doc

4 retearCacheFirefox_Procedure,doc
4 reearCachelE_Procedure,doc
Y retearCacheOpera_Procedure, doc

Y retearCachesalari_Procedure,doc

Y reterwriteDoc_Procedures,doc
' eofick Reference For Adding Conkent bo wour Ekkron website, doc
4 eofleteDoc_Procedures.doc

“ea$5 Document - Add File or an Image,docx

L

L

~$Template_websiteProcedures, doc
@ 1-Template_websiteProcedures, doc
=) 2012-06-26_Agenda_NGCDD, pdf

¥ AddFileDocImageTe
51| checkedoutstatus, 1
W ClearCacheChrame,
. ClearCacheChrame,
@ClearCacheFireFDx_
T ClearCacheFirefox_
W] ClearCachelE_Proo
T ClearCachelE_Proo
IEﬂClearllZan:I‘uaO|:uEra_F
E ClearCacheCpera_F
W ClearCachesafari_F
. ClearCacheSafari_F
@cnntent Block, will me
IE_ﬂIZ:IEIEI:EDu:u:_F‘ru:u:nE!u:Iu

My Computer | = =
2 AddContentToSmartForm_CuickReference-3. pdf - DeleteDoc_Procedu
. < | >
My Metwark.  File name: | ﬂ
Flaces
Filez of type: |,-'1'-.|| Files [*7] ﬂ Cancel \
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Click the ADD Library button to import and add your document to CMS.
To upload and insert a local file:
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The LIBRARY FOLDER will disappear and in the Link Manager dialog box you will see the link path has been
added in the URL field. It is recommended that you copy the URL path to the LINK TEXT field as this is
displayed in the smart form and will make it easy to locate the folder the document resides in if you ever have
to replace it.

Link Manager
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The finished product will look similar to the print screen showing below.
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Go to the browser page in the staging environment you were trying to see changes on and click the refresh
button.

by — Click on the refresh button to verify the deleted document
is no longer there.

NOTE: If you were having trouble seeing your changes, you should see your changes
now in the staging environment for your site.

If not, please try viewing your changes in another browser, on another computer or on
a mobile device if that is an option. Clear your browser cache. If that still doesn’t
help, please contact your Agency’s PC/LAN Tech for assistance.
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