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INTRODUCTION

DOCman is a component that enables uploading, editing and viewing documents in Joomla.

To access DOCman:
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UPLOADING/ADDING FILES

N

7
e File
Uploading PDF’s, Word Documents and any other file type setup in the configuration.

1. Clicking on New File will take you straight to the Upload wizard.
2. Select Upload a file from your computer and click Next.

) Upload wizard

Choose the upload method

; ad a file fram your comprter
: i Transfer a file from another server to this serer

!&} __Link a file fraom another server to this server 1
A\
et

3. Browse for the file on your computer and click Submit.

) Upload wizard - Upload a file from your hard disk

Choose the file to upload

2 Chooze the file to upload: '
@ Blatch Mode; &

If you are uploading in Batch Mode (more than 1 file in a Zip File) the tick the Batch Mode box.
NOTE: Files with the same name will be overwritten.

4. Once your files have been successfully uploaded you will have the following options:

\) Upload wizard

=1 Make a new document entry using this file.

=
% pload more

Dizplay Files.
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Mery Document

Once your files have been uploaded, you will need to create a document.

1. Click on New Document. The window opens with Document Options.

-
) Add Document

Document Information

Mame

Category

Approved
Published
Drescrigtion
== 0 X G @ 6@t
<

[~Stiles - 3 | - Font lamiy - v [-Fortezs- % A - %2~ 2 [E] Frame= &

ToFTERga L@ I3 N

Paith: =

Enter Document Name, Select a Category from the drop down, Approve and publish the document and enter a
description.

2. Scroll down to the bottom of the page.

Here you will see 4 Tabs: Document, Permissions, License and Details.
The only 2 you will need to edit are Document and Permissions.
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Document

Document | Permissions License Details

Document Information

Thumbnail -_.éele.c.:-t.l.mage v
File | topy of manua.lé.pdf” ol
Date 12008-02-01 10:41:45 |

URL of Docurnent: @
Homepage @

- Thumbnail (optional): Choose a Thumbnail - The images need to be uploaded in the stories folder in the
Media Manager to appear in this drop down.

- File: Choose your Uploaded File.

- Date: Modify the Date.

- URL of document: Only relevant for a Linked File.

- Homepage (optional): URL for related information.

Permissions
Document | Permissions! License Dietails

Document Permissions

Viewers ..I.Everyiﬁl:u:ﬁ.,l W @
[Maintainer E ditar o 0
Created by [kriski] an Seiday, &F Fabeuary Z008
Lask updated by [kriski]

- Viewers: Who can view and download this document.
Select Everybody if you want all visitors of your website to have access to your documents.
Otherwise select Registered users.

- Maintainer. Who can edit, update, move, check in/out and delete this document.

Once you have created your Document click Save - Located at the top right hand side.

man &§b o R

FOR TODALA CAAS SEvE Ay Cancel
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Categories

You can Publish, Unpublish, Add, Edit and Delete categories.

= 2 &S

Al Edit Dielete Home

To Add a new Category

1. Click on Add — Top right hand side.
2. Fillin the relevant data (Title, Name, Parent Item, Access Level, Published and Description).

e

ﬁ Add Category

Category Detalls

Category Tem:

Caftgory Mome:

Parert Bem: Tg_p 2

mage: Sckctimge v |

Fnaga Pt | Left s

Crizang. Pt e oo tand bo e kgt piacee. Ovdening <o Do changesd atter the B2m iz sed Pravie)
(Pucic-— B

Arcegs Levet | Regtarad
Special

Fublishedt: Owo @ ves

Deseription [shawhids]

@B r Uz s Q¥ Dy 3G E RN
—x x AEEBE S Ereeey 14 i
[“oyies- v | -Forfamye v -Fomez- v A% - 0[5 Fainiat - -
FoTERG@AET il Y-
Path )
Dl Tt
3. Click Save.

You may add as many categories as you need.
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CREATE A MENU ITEM

To add the DOCman Category to the Menu:

1. Go to Menu you wish to add the category to and click New.

2. Choose Component, from the Components Option and then click Next.

rComponents
Componert @
Link - Component tem O

Lirk - Cu:urrtau:t_rtgm

@]

Lirik 3 Mewwsfead

O

Table - Contact Category

O

Takle - Mewstesd Category (:}

Takle - Wiehlink Category [

3. Enter the Menu Name, Select DOCman from the Components list and Click APPLY.

fﬂ"{ Add Menu Item :: Component

Details Parameters

Mame: Enter N‘iem-; ﬁJame | Parameter list will be available once you save this

3 Hew menu item
Component: | Contacts

~
EreatioanGalIeri i
| Flash WhT Picl
Front Page
| JCE &dmin
| Joomap
Login
Mews Feeds
Pallz b

URL:

Top
| Board of Junior Development
Junior Teams and Squads
BJD Meetings
Latest Hews
Calendars
Junior Camivals

Farert ftem:

Ordering: Mewy ttems default to the last place. Ordering can ke changed after this ftem is
zaved,

sccess | TN
Lenvel: Registered
Spesial

Publizhed: C;. Mo ;E_;. Vs
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4. After you click apply, the Parameters on the Right Hand side will appear.

Parameters

Detfault category 1D

Enter the DOCman Category ID.

It is recommended that once you have completed your list of Categories to print out the page. This way it is easier
to find the Category ID’s when making your menu.

Categories

Category Hame
Akt Lbs C-Akout Uz )

L Annul Reports { Annual Reports )
Mippers [ Mippers )

L calendars [ Calendars )

- Jurmior Canivals ¢ Junict Canivals )

e e O )

Administration | &dminiztration 3

a

L calendars { Calendars )

5. Click Save.

Published

L 4

Y X% X%

Order

P PP P PP
d 4 4 4 4 4«

¥

Access

Pullic:

Public

Public

Public:

Pubilic

Public

Public

Category ID
59
70
BE
B3
E7
53

B4
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