How to create a new entry that links to a file, such as a PDF or image

Suppose you want to create a CMS entry that links to a file, such as a PDF. Here is an

example of a LC lesson plan entry that links to PDF. When you click on the link, it goes
directly to the lesson plan PDF file:

THE MARTIN LUTHER KING, JR.

ResearcH anD Epucation INSTITUTE

Home King Papers Project Liberation Curriculum King Resources News and Events Community

TEACHER CREATED KDHP LESSONS POPULAR TOPICS

. Martin Luther King: Beyond Civil Rights (Edit) Letter from Birmingham Jail (1963)

e Vietnam War and its
§ economic and social costs, By examining
L Dr. King's evolving views on Vietnam and
hig treatment by the FBI, students will

' develop a deeper, more compassionate
understanding of Dr, King, Author Bill Jeffers teaches at
Mission San Jose High School.

School Integration and the Little Rock Crisis (Edit)
This unit helps students understand the
challenges faced by people who fought to
integrate schools in the south in the 60s.
Students become familiar with the role of
young people like themsehves in the

- African-American freedom struggle. Author
Lara Eurenln teaches at East Palo Alto Academy. She

taught at Encompass Academy in Oakland when she wrote
this unit

Reflecting ldeas and Freedom in Music (Edit)

g v Thiz unit examines how Affican-Americans
used music as a crealive art form and

March on Washington for Jobs and Freedom

Montgomery Bus Boycott (1955-1956)

Honviolent Resistance

1) Create a new entry in the CMS by selecting: publish/site content
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2) Set the fields:
o Title



e  Summary
e Site Area (what menu selection it should be displayed under)
e Thumbnail Image (optional)
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Select the categories for your new entry, using the Category tab:

CP Hame » Bdft » EdResiny » She Content

Categories
Civil Rights
Blogs
King Institute Blogs
Claybome Carson Blog
Liberation Community Blogs
March on Washington
Chronology
Draiby Jowrnal
Major Events
Encyclopedia
Encwolopedia Featuned
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Onling King Encyclopedia

Bibliography/Document Inventony
AudioNVidea/Multimedia
Communities
External Communities
King Institute Communities
Contests/Grants/Fellowships
Documents
Extemal Resources
General Resources
LC Lesson Plans
Photo Gallenes
Sermons
Speaches
Student Resources/Study Guides
Time-lines/Chronololegies/Joumals
Site Documentation
Hews
King Institute Mews
Claybome Carson News
King Papers Project
LC Mews
Community Mews

Edit Categories

Also, remember to go to the options tab and set the entry to “open” so that it will go live
on the site:

Publish Form Dats Categonss Options Trackbacks Pings Revisons

Author Weblog
Ay = smeComent
* Title

Dr.Mzrin Luther Wing : Beyend Cil FRights
URL Title
dr_marin_luther_king_beyond _civl_rights

Eution Mode: Gused Mol s LS

3) Upload the file you want the entry to link to by clicking on the “Upload” link.
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Click the “Browse” button to find the file you want to upload, and choose the desired
upload directory:

o Site pages: for general web site related files

e Resources: for King Institute resources (images, documents, etc)
e Primary Documents: for OKRA PDF files

ExpressicnEngine v 1.8.3

— :
:‘nUsers‘nr}ranb‘nDncument

Click “Upload” to upload the file, then, choose “URL Only” for File Type, and “URL”
for Image Location and click on “Place File and Close Window”.



c Place File and Close Window " >

Close Window

5) Click on the “Update” button to publish your new entry:
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