Filebank Uploading a PDF
June 9, 2014
1) Login to the Civica CMS website:
http://civicaweb.santabarbaraca.gov/civica/admin/login.asp 

2) Click on the FileBank icon.
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3) Use the Manage Folders tree to open folders by clicking on the plus-sign [+]. Click on the folder icon to open the folder to which you wish to upload.
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4) Click on the Upload button at the top-right of the list of files.
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5) Enter a Title and then click on the Browse… button.
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6) Browse for the file, click on the file to select it, and then click on the Open button.
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7) Scroll all the way down to the bottom of the page, check the checkbox * Is File Active and then click on the Submit button.
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Congratulations you have successfully uploaded a PDF to Filebank.
More Information
1) There were a lot of other fields on the page that we ignored. This is okay. All of the options in the Divisions, Document Type, Image Type and Boards & Commissions are not relevant because we use Google search and not the built-in Civica search.

2) If you have a page that automatically displays the contents of the Filebank folder to which you uploaded the PDF, then the new PDF will display on the page when the page is refreshed.
Linking to a PDF in Filebank
1) Find the file you wish to link to. Right-click on the View link and select Copy shortcut from the context menu. Now you can paste the link into any other asset, from a web page to an email to a slide in a slideshow.
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