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INTRODUCTION 
 

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

 
 
DOCman Control Panel 
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UPLOADING/ADDING FILES 

 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. 

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

 
 
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: 
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CREATING DOCUMENTS 

 

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

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

 
 
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 

 
 
- 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 

 
 
- 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. 
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ADDING CATEGORIES 

 

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

 
 

To Add a new Category 

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

 
 

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. 
 

 
 

3. Enter the Menu Name, Select DOCman from the Components list and Click APPLY. 
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4. After you click apply, the Parameters on the Right Hand side will appear. 
 

 
 
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. 
 

 
 

5. Click Save. 

 

 

 

 


