Village of Nyack Cheat Sheet
[bookmark: _GoBack]Create post using WPFilebase for File Management and Download Icon
There are two ways to do it. First, you can upload all of your docs on WP-Filebase then add to posts. Or you can create a post and within the post upload to WP-Filebase.
OPTION ONE: FIRST UPLOAD TO WP-FILEBASE
Step One: Upload documents to WP-Filebase
1. Go to: WP-Filebase in WordPress Dashboard 
[image: ]
2. Click on Files
· Upload File – set Title, Author, and select from the category drop down.
· You can add a tag but not required.
· Add file button to save.
Step Two: Adding a Post /Doc
3. Go to Posts, Add New
4. Add Title, select and insert the document you may want on the by clicking on the WPFilebase icon. [image: http://nyack.marknetdev.com/wp-content/plugins/wp-filebase/tinymce/images/btn.gif]  From there you will see all of the files listed. I usually use the Single File tab.
5. Once you select the file, the short code will automatically appear.
6. Add content below the WPFilebase.
Continue to step Three





OPTION TWO: UPLOAD TO WP-FILEBASE FROM POST
Step One: Adding a Post /Doc
1. Go to Posts, Add New or Edit/Existing
2. Add Title, select and insert the document you may want on the by clicking on the WPFilebase icon. [image: http://nyack.marknetdev.com/wp-content/plugins/wp-filebase/tinymce/images/btn.gif]  In the Attachments Tab, click on the Upload link and upload the file.
3. Once you upload the file, the file will now be attached to this post. Now you don’t need to add any shortcode.
4. Add content to the post.
Continue to step Three

Step Three: Selecting Categories
You now have to select the correct Categories and Groups.  The Categories and Groups you select affect where the post will appear on the website. When Doug gives you a new post, make sure you understand what Categories and Groups you must select.
5. Categories Section – In the category section you select from the following category types: You can select one or more categories.
· Document Format – Adobe PDF, MS Office – Excel, Word 03, Word 07, and Other
· Document Type – Several options.
· Categories – there are other categories in the Categories box which impact where they appear in the Resource Center, on Alerts and other places on the website.  

6. Select the correct Group in the Groups section on the right.  You can select one or more group.

A few tips:
7. Adding Documents to the Resource Center within Departments, Boards & Committees.  See image below. To place something in the Resource Center, you have to select the one of the categories in the Document Type options or select the categories Notices or Press Releases. And you must select the correct Group so it appears in that Group’s resource center.
[image: http://gyazo.com/06091bf2e86adafab4f5ffd4216e3903.png?1335466268]
8. Think of Groups as departments within a municipality. Such as Treasurer, Mayor’s Office, Village Attorney, etc.  Or Groups can be used to designate committees within a department which is why any post can appear in multiple groups.  For example, a post can go under Mayors Office.


Editing Existing Post that did not Use WP-FileBase
Some of the posts have documents attached before we started using WP-Filebase.  Therefore, they do not have the fancy Download icon. To fix those, do the following:
1. Go to the Post and download the file. Save on your computer.
2. Edit the post.
3. And Add the file using WP-Filebase as listed above. Using Option two.
4. If you save the post, it will now have the download icon but it will still have the original file. So you have to delete the original file.
5. To delete the original – stay on Edit Post, click on the media icon. Click on the Gallery tab.
6. You will now see this file there. Click on the DELETE link.
You are basically deleting the file from the WordPress Media Library database and uploading again to the WP-Filebase database.
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