Updating the Resources Page
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1. Log in to FrontContent
2. Click on “Resources” beneath Contents on the left hand side menu
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3. Click on “Add new” to open a new view box.

4. Click on the paper icon that is next to the File Box
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5. Using the drop down bar next to “Root Folder”, locate the file you want to upload.  If the file is a large file…see “Uploading large files”
6. Once the file is highlighted, click on Select.  This will move the path of the filename to the File line item.

7. Enter information in the Title field which will appear on the website.

8. Enter the file size.  The default is KB so you don’t need to enter KB or MB.

9. Enter Preview information, which will appear on the website.

10. Select a Resources Category.

11. Select a sort order based on what is already in the resources category.

12. Change Status to Visible.

13. Select the Save button the bottom right.

14. Refresh firefighternearmiss.com to see the new text.  Verify that there are no typos and that the file works.
15. Save the file in the shared drive under N:\Department\Near Miss\Web Site\Resources.

(Note:  File names should not have any characters.  Title can have characters but NOT file names.)

Uploading large files
1. Sign into the Near-Miss VPN using your log in and password.

2. Open “My Computer” on your desktop and click on tools/map network drive

3. In the folder field enter:  \\172.24.22.32\c$
4. At the prompt for login/password:

Log in:  pgroup

Password:  Pass$321

(This will assign it a drive letter and create a folder in your “My Computer” folder.

5. Go into this folder and navigate to Inetpub\wwwroot\Firefighternearmiss\data\

6. Move your large files into the appropriate folder.

7. Then go through the above steps (#1-15) to actually upload the file to the appropriate section of the resources page.

