Little Ship Club Website - Uploading pdf or other documents

You may want to give users the facility to open and/or save a copy of a document on to their computer. Examples

might be programmes for events, forms for printing and filling in, reference documents etc. The best format to use
is pdf, because it can be opened by any computer using software which is free to download (Adobe Reader).
Alternatively you can use formats such as Microsoft Word, which is in common use, but bear in mind that not
everyone will be able to open or read it. (If you are using Microsoft Office documents, the website does not accept
Office2007 documents — you must save it as an Office 97-2003 document before uploading it).

The normal way to do this is to create a link in the text of your blog or story etc. This is a section of text, which
appears in blue and underlined when a user puts the cursor over it. When the user clicks the mouse on it, it opens
the document, either in the same tab or window of the browser, replacing what they are looking at, or opening a
new tab or window to display it, leaving the current page in the existing tab or window. The section of text selected
as the link does not have to be the same as the title of the document you are linking to. For example, in a sentence
saying “click here for a detailed programme”, you can choose any part of the text, e.g. “click here”, as the link, and
the title of the document that opens can be something different such as “Rally programme 2010”.

Before you start, prepare the document that you want to make available, and make sure it is saved on your

computer in a location you know and can find. Don’t forget if it’s a MS Office document it must be Office 97-2003,

not Office 2007.
1. Go to your story/event/blog, and click the
Edit tab at the top

Home » Home

2010 Ireland Cruise

2. Scroll down the page until the box
labelled description is in the centre of the
screen. Now use the scroll bar on the
description box

to find the text where you want
to make the link.

3. Select (left click and drag to highlight) the
word or words that you want the user to
click on to open your pdf. (In this example
clicking the sentence opens a pdf of the
cruise itinerary. You can select any word or
contiguous set of words or the whole
sentence as you wish)
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From: 01/07/10 - 12:00

To: 10/07/10 - 12:00

Have you ever thought of sailing your yacht to the
beautiful south west coast of Ireland? Now is your
chance to join a select group of members who after
the Scillies Cruise from Falmouth on 26th June will
sail on to Cork and ultimately Baltimore.
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2 Barlogue,the shear beauty of Cape Clear -~

but most of all the
welcome of Baltimore.
Aiming to return to
Sy 10th July
the whole round
from the Solent should

be inside three weeks or
Click here for the full

alternatively why not charter in Ireland.
story.

RCYC, Kinsale, Baltimore (above)
For more information or to book a place on the cruise, please email me
here or contact the Club Office here.

Moad a pdf of this invitation here.
Download the itinerary as a pdf

Sign up here to register your interest and to get email updates as the
plans for the cruise develop.
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» Input format:




4. Click the chain symbol in the row of editing symbols at the top of the editing box.
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Barlogue,the shear beauty of Cape Clear -
5. A window will appear like this Link
Link Info Tamget Advanced
Link Type
URL [=]
Protocol URL
itp:/ =] ||
6. Click browse server
4
7. A window will appear ( File Browser - Google Chrome o
H H http://www.littleshipclub.co.uk/imce?app=Ffckeditor|url %40t Url
like this P P P '
Help:
Upload| [Delete |[Send to fckeditor|
1 Navigation File name Size Width Height Date
B Dfiles 001.jpg 31.25KB 500 375 05/06/2010 - 13:21
G Qimages 0247.ipg 8.51KE 150255 05/08/2010 - 13:21
04119735-P2000.jpg 10.08KB 50089 05/06/2010 - 13:21
8. Click Upload D6entry074.ipg 11224 KB 420315 05/06/2010 - 13:21
080628-1332379PIM_edited-3.jpg 31.16 KB 500 333 05/06/2010 - 13:21
08ENtry028.ipg 94.04 KB 420 297 05/08/2010 - 13:21
D8Entry028_0.ipg 116.11 KB 420 368 05/06/2010 - 13:21
100131_sailing_prog.pdf 29.08 KB 00 05/06/2010 - 13:21
100_0516vers2.jpg 43.52 KB 448 336 05/06/2010 - 13:21
100_0516vers2_0.jpg 43.52 KB 448 336 05/06/2010 - 13:21 i
740 files using 84.4 MB of unlimited gquota
16:54:47 Directory images is loaded.

& File Browser - Google Chrome: S— - e[Sl | |

http:/fwww littleshipclub.co.uk/imcefapp=Ffckeditor|url %400t Url

9. The box labelled File:
will appear.

htelp: =
Upload| |Delete [Send to fckeditor

‘> File: m Mo file chosen
Navigation File name Size Width Height Date
B Dfiles T ipg 31.25KB 500375 05/06/2010 - 13:21
H5Dimagse 0247.jpa 8.51 KB 150 255 05/06/2010 - 13:21
04115735-P2000.jpg 10.08 KB 50089 05/06/2010 - 13:21
. . / O6entry074.jpg 112.24 KB 420315 05/06/2010 - 13:21
Click Choose File 080628-1332379PIM_edited-3.jpg 3116 KB 500 333 05/06/2010 - 13:21
08Entry028.jpg 94.04 KB 420 297 05/06/2010 - 13:21
08Entry028_0.ipg 116.11 KB 420 3568 05/06/2010 - 13:21
100131 _sailing_prog.pdf 29.08 KB 0o 05/06/2010 - 13:21
100_0516vers2.jpg 4352 KB 443 336 05/06/2010 - 13:21
100_0516vers2_0.jpg 43.52 KB 448 336 05/06/2010 - 13:21 o

741 files using 84.52 MB of unlimited quota
22:28:57 Directory images is loaded. Itinerary_v2b.pdf




10. A window will open showing your computer’s

& Open

files/folders. Navigate to where the pdf is stored
on your computer, and double click it, or click it
and click open. Don’t forget, if you’re using MS
Office documents (eg Word), Office 2007 will not
work, you have to save it as an Office 97-2003
document first.
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11. The file name will appear next to the Choose file box.

to fc
File: | Choose File | Creating a blog D6.pdf pload
File pame Size Width Height Date
12. ClICk Upload // 001.jpg 31.25KB 500 375 05/06/2010 - 13:21
Iij':lrcad Delete| |Send to fckeditor
File: [ ChooseFile | o fie chosen
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13. After a few seconds
the message “[your file
name] is uploaded”
will appear hege

Yachting_on_a_small_Income.gif
Yachtmaster_coastal_certificate.jpg
Yarmouth_Harbour_Taxis_31_3_10.pdf
Yarmouth_RYA_Response.pdf
‘Yarmouth_swing_bridge_guide_pic.jpg
yeomanxiii_day_at_the_races.jpg
wt.swf

Creating a blog D6_0.pdf

742 filas using 84.83 MB of unlimited quota

77.99 KB 220 165 05/06/2010 - 13:21
2.96 KB 142 127 05/06/2010 - 13:21
200.74 KB 363 618 05/06/2010 - 13:21
33.32 KB 500 334 05/06/2010 - 13:21
433.28 KB oo 05/06/2010 - 13:21
176.82 KB oo 05/06/2010 - 13:21
32.64 KB 324 500 05/06/2010 - 13:21
29.75 KB 500 375 05/06/2010 - 13:21
1.08 KB 00 05/06/2010 - 13:21 B
320.4 KB oo 20/06/2010 - 22:41 -

-

Creating a blog D6_0.pdf

22:38:50

:41:18 Uploading Creating a blog D6.pdf...

22:41:27 Creating a blog D6_0.pdf is uploaded.
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and the filename will appear in the box to the right. “Click the file name

14. The Link box returns, with your file entered in the URL box in the format /files/images/[your file name]
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Normally a pdf should open in a new window or tab in the browser,

so that the user can read it and keep the original window or tab | Link
Link Info = Target = Advanced
available. Assuming this is what you want, click the down arrow and T Torget Frame Name

—hew Window ( blark) [«] | blank

select “New Window (blank)” from the options.

Click OK
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+ Autharing information

¥ Publishing options

2010 (Registered in England No 246323) | Terms and Conditions | Privacy Paolicy | Email th

Test your link by clicking the link text in your
story/event/blog and check that the correct file opens.

If you want to remove an existing link, in step 3 above, select the text which is used for the existing link.
Then in Step 4 click the remove link icon.

A
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, Barlogue,the shear beauty of Cape Clear -

If that is all you want to do, scroll down to the bottom and click Save. If you want to replace it with a
different link, proceed as from Step 3.



