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Introduction

The Digital Commons platform treats a document differently depending on whether it is
uploaded via the file upload feature within a page, or via the file browser. This is relevant when
replacing a file with a new version with the same filename.

When you upload a file via the file upload feature within a page, Drupal automatically iterates
the filename by appending a number— 0, 1, 2, etc. When you upload a file via the file
browser, you can replace the file with a new one with the same name—no numbers are
appended.

In most cases, uploading via the file upload feature is the recommended method, despite the
filename iteration. Files uploaded in this manner have advantages:

* the page is searchable, and metadata can be associated with the page to make the file
findable in site search.

* The files can be placed in a view (a dynamic list). So a collection of files can have
taxonomy applied, and can be filtered by site visitors accordingly.

File Upload feature within a Page

Five content types provide the ability to upload a file using the Drupal file upload feature. Those
content types are: Document, Blog, Site Page, Event, and Press Release. This example shows a
Document type.

Files

MFM Regqulations Manual.pdf &

5

PDF + 476.76 KB

Download &
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1. Edit the Document and remove the file to be replaced.

Attachment

The file(s) associated with this document.

FILE INFORMATION

MFM Regulations Manual.pdf (476.76 KB)
Description

DISPLAY

/

OPERATIONS

Remove

2. Upload the replacement file.

Attachment

The file(s) associated with this document.
Add a new file -

Choog*‘; File  No file chosen Upload

s than 200 MB
2 types: pdf doc docx xls xIsx csv txt rtf html zip flv jpg jpeg png gif ppt pptx vsd

3. Add helpful metadata to make files more findable.

Menu settings
Regulations Manual

Configure the meta tags below. Tokens, e.g. "[node:summary]”, automatically insert the
corresponding information from that field or value, which helps to avoid redundant meta data and

possible search engine penalization; see the "Browse available tokens" popup for more details.
Machine Name

Page title
URL path settings
Alias: government-
agencies/motor-fleet-
vehicles/regulations-manual

[site:slogan] | [node:title]

The text to
kmarks ol orites thi

display in the title bar of a visitor's w

Comment settings
Closed

Description

Motor Fleet Management, regulations, state-owned, passenger vehicle, travel log, pump key

URL redirects
1 redirect

Meta tags
Description: Motor Fleet
Management, r.

Authoring information
By Anonymous on 2015-10-
17 15:24:51 -0400

4. Save.

Save
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The file appears the same on the Document page:

Files

MFM Regqulations Manual.pdf @

B

PDF + 476.76 KB

Download @

However, the filename (URL) has been changed from “MMF _Regulations Manual.pdf” to
“MMF_Regulations Manual 0.pdf”. Therefore the file will not have the same path as before.

For this reason, it’s import to always link to the page and not the file.
Linking to the page and not the individual file is a best practice because:

¢ It doesn’t matter if the filename changes.

*  Youdon’t have to update links elsewhere in the website.

* You can add additional relevant files to the page and visitors will see them.
* The page will be indexed by the website and provide better search results.

File Upload within the File Browser

The file browser is used to add a file that is simply linked from text in the WYSIWYG.
However, be aware that the file is not indexed in search.

* This method is best used for files where, for whatever reason, a separate Document page
is not desired.

* You already have the file linked on the website and it is important to maintain that link
and file name.

1. To access the file browser, click on your username in the admin toolbar.

Hello digital-admin

Add content  Find content Blocks Webform User account BILIENS

Home Citizens v Businesses v Government Agencies v Advocacy v News v About DOA v Contact
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2. Click on the File Browser tab.

Home digital-admin

digital-admin

View Edit Follow Shortcuts File bro&ser

History

Member for
4 months 4 weeks

3. Upload the file with the Upload button.

View Edit Follow Shortcuts File browser
& Upload [ Thumbnails ¥ Delete &k Resize [=9 Directory (2]
. Navi File name! Size Width Height Date
=] @froob -text.png 14.24 KB 500 281 10/14/2015 - 9:31pm
[ Documel
- -text_0.png 14.24 KB 500 281 10/14/2015 - 9:33pm
[ OnlineEduc:
® -badvagg css -text_1.png 14.24 KB 500 281 10/14/2015 - 9:38pm
® Dadvagg_js -text_2.png 14.24 KB 500 281 10/16/2015 - 11:34am
Dapps i -text_3.png 14.24 KB 500 281 10/16/2015 - 11:37am
Dasrc
- -text_5.png 14.24 KB 500 281 10/16/2015 - 11:38am
[@blog
D chw -text_6.png 14.24 KB 500 281 10/16/2015 - 1:35pm
acla -text_8.png 14.24 KB 500 281 10/16/2015 - 1:38pm
Oclearing ~text_9.png 14.24 KB 500 281 10/16/2015 - 1:38pm
Dcss
R ctools 553 files using 208.12 M8 of unlimited quota 1.72 M8 2048 1536 04/07/2016 - 2:14pm

4. Double-click the filename—it will open in a new tab and you can copy the URL, to paste into
the WYSIWYG as a link.

Body (Edit summary)

B I ™ x x, 99 @Souce = X D @ @ L Q) Noma - £

- School Statistics
- Boarding Schools
- Non-Public School Organizations Based in North Carolina

Each directory below provides information from the designated school year and is divided into several sections which have been saved in Adobe Portable Document Format

(PDF).
A new directory is published each June for the school year just concluded.

Nan Duhlia Cahanl Nimantaniacs
body p g
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This is how files appear when uploaded from the file browser and linked via the WYSIWYG:

Citizens v Businesses v Government Agencies v Advocacy v News v About DOA v Contact

Home Citizens Private School Information NC Directory of Private Schools

NC Directory of Private Citizens
Schools .

Fair Housing

North Carolina Directory of Non-Public i —
Schools - Conventional Schools Edition Private Sehool Information

Private School FAQs
The Non-Public School General Information is updated each June for the school year just

concluded.

NC Directory of Private
Schools

Non-Public School General Information:

Private Grade K-12 Requirements
- School Statistics

- Boarding Schools & State of North Carolina Private
- Non-Public School Organizations Based in North Carolina & Grade K-12 School Statistics
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