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Uploading Files to CMS Workshop

Uploading a file (such as a PDF or an image)
to your CMS Web site for the first time

Log into the Hunter CMS (Content Management System)
at https://webedit2.hunter.cuny.edu/login_form

| https: / /webedit2.hunter.cuny.edu/login_form *v C'I (-'_l' Google Q) @
HUNTER
— Please log in

Hunter NetID (prior activation required) Use your Hunter NetlD and password

login | to log in and manage the web content

9 for the sites you belong to.

Password = How do | activate my NetID for the
, password WebCMS?

S —— = Forgot your password or NetID?
“login |

The Plone® CMS — Open Source Content Management System is © 2000-2011 by the Plone Foundation et al.

Plone® and the Plone logo are registered trademarks of the Plone Foundation. Distributed under the GNU GPL license.

1) Click on the “sub-site” or Web site where you would like the file to be stored.
For example, “Student Services” or “AccessAbility”

HUNTER

you are here: home =+ mypage

| my page

Lisa Gardiner's Page

= Name: Lisa Gardiner

= Email: Igardine@hunter.cuny.edu
Sites where you have been granted membership:

Behavioral Response Team Mentoring Program Student Serv

Commencement Registration Station

Sub-Organizations where you have been granted membership:

AccessABILITY Current Students New Student
Advising Services Design@StudentServices Old Pre-Law
Athletics Dollars And Sense Pre-Health 2
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2) Then click on the “Contents” tab

3) Look at the list of contents. Locate and click on word “Repository,” next to an

icon that looks like a red cylinder.

® 00

[ () Student Services — Hunter Coll...

Student Services — Hunter

_

(0]

HUNTER

you are here: home — student services

https://webedit2.hunter.cuny.edu/studentservices/folder_contents

_ | contents | [ view | [ edit | [ sharing | [ navigation | [ theme |

navigation

STUDENTS .

ADVISING Student Services

EVENTS by Nancy i Largent — last modified Sep 03, 2008 02:08 PM

STAFE « Up one level

ACADEMIC CALENDAR

OFFICES & CENTERS 23

Manage portlets selectinl
title size modified state order

m)] |3 Repository 1kB Aug 04, 2008 05:15 PM | Externally published | ::
O Q Pressroom 1kB Aug 04, 2008 05:15 PM | Externally published | ::
=] & Calendar 1kB Aug 04, 2008 05:15 PM | Externally published | =:
O | (3) Design@StudentServices 1kB Nov 30, 2010 03:25 PM | Working draft
O | () STUDENTS 1kB Aug 04, 2008 05:15 PM | Externally published | ::
(0 | @ ADVISING SERVICES 0 kB Aug 04, 2008 05:15 PM | Externally published | =
O | © EVENTs OkB | Aug 04,2008 05:15 PM | Externally published | =:
1| @ STAFF 0 kB Aua 04. 2008 05:15 PM | Externallv oublished | =

4) You will see a new list of contents in the Repository. Document files such as
PDFs should be stored in the “Files” area inside the Repository, so click on

“Files”.

(If you are uploading an image file, click on “Images.”)
5) You will see a list of contents in the “Files” or “Images” repository.
6) Look at the green toolbar above it. Click on “Add New”

HUNTER

you are here: home — student services = repository — files

[ contents | [ view | [ edit | [ syndication | [ sharing | [ navigation | [ theme | [ upload |

navigation

| actions ¥ | display ¥ | add new... ¥ | state: externally published ¥

" ) 3 file
MedicalWithdrawalPolicy.pdf F-
iles file reposito
DismissalAppealForm2010.pdf [] P 0000000000000
by WebCMS Administrator — last modified Aug 04, 2008 05:15 PM restrictions...
« Up one level

Manage portlets
Contains files

select: all
title size modified state order
O | 3§ MedicalWithdrawalPolicy.pdf 135.9 kB | Mar 15, 2010 09:16 AM | Externally published | =
O | [2§ DismissalAppealForm2010.pdf | 12.7 kB | Jun 15, 2010 09:34 AM | Externally published | =:

l copyH cutH rename” deleteH change state

7) Choose “File”
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8) A new screen will appear. Click on the “Browse” button.

Add File

An external file uploaded to the site.

{ Defaults : Advanced }

Title

Hunter Map

Description

A short summary of the content.

File =

JGES/Hunter Maps/HunterMap-wKey.pdf( Browse... )

Change note
Enter a comment that describes the changes you made.

save | | & cancel

9) Navigate your way to the file you want to upload. And click on it.

10) Give your file a name (in the Title field above) that more-or-less matches the
file name, and will make sense to your audience.

11) Click on the “Save” button
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Okay, now your file is stored in the CMS.
But how will other people find it and see it?

Creating a link on your Web page to your PDF

1) Log into the CMS

2) Navigate to your Web site area or sub-site. (For example, “Student Services”
or “Athletics and Recreation”

3) Then click on the white “Contents” tab. [wait]

4) Click on the name of the page where you will put a link so that your visitors
can access the PDF you uploaded.

5) Click on the Actions pull-down menu on the green toolbar, and choose “Check
Out”

6) Click on the white “Edit” tab.

7) In the content window of the page, type the text that you want to link to your
file (that is, what people will click on in order to download your PDF).
For example, “Click here to download the Hunter map.”

8) Highlight the text.

9) Click on the “chain link” icon on the editing toolbar. [wait]

10)The “Insert Link” window will now open. You can browse all the pages in the
Hunter Web CMS, starting with the folder where your sub-site is located.

11)Locate or “browse to” the document you wish to link to. Remember, it’s in the
Documents area of your Repository.

12)Click on the file name.

13)Click on the “OK” button. [wait]

14) Below the content window for your page, click on the “Save” button.

15)Go to the green Toolbar and choose “Actions” and then “Check In.” [wait]

16)You will see the Check-In confirmation page.

17)Click on the “Check In” confirmation button.

18)Test your new link by going to the page in your favorite Web browser. Does
the link work? Does the PDF download to your desktop, or to your
Downloads folder? Does it open properly?
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Replacing an existing PDF file on your CMS Web site.

Log into the Hunter CMS (Content Management System)
at https://webedit2.hunter.cuny.edu/login_form

1)

2)
3)

4)
5)
6)
7)

8)
9)

Click on the area or sub-site where you stored the file you want to replace.
For example, “Student Services” or “AccessAbility”

Then click on the “Contents” tab. [wait]

Locate and click on word “Repository,” next to an icon that looks like a red
cylinder.

PDFs will be stored in the “Files” area inside the Repository, so click on that
word. If you are replacing an image file, click on the “Images” icon.

You will see a list of contents in the “Files” repository.

Click on the name of the file you want to update. [wait]

A new screen will appear. Click on the “Actions” button in the green toolbar
near the top of the page.

Choose “Check Out”. [wait]

Click on the “Edit” tab at the top of the page.

10)A new screen will appear. Click on the “Replace with New File” button.
11) Click on the “Browse” button

12)Navigate your way to the file you want to upload.

13)Click on it and click on the “Open” button. [wait]

14)Give your file the same Title as before. It will be easier to find again.
15) Click on the “Save” button.

16)Go to the green Toolbar and choose “Actions” and “Check In.” [wait]
17)You will see the Check-In confirmation page.

18)Click on the “Check In” confirmation button.
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