Bay Area IRWMP Web Users Instructions

Getting around the website.

The “bread crumbs” shown at the top of the pages under the header graphics and starting with “You are here” tell you where you are. You can click the text to go back in the bread crumbs list at any time. However, if you are editing a file or folder, you should click “Save” before moving on. If you don’t, you will “lock” the file/folder and you will not be able to delete the file/folder without going back into the Edit tab and clicking “Save”.
File Upload Process (for non-agenda and minutes documents)
A. Log In

B. Go to your folder

C. Add a place for your document

D. Upload/replace your document
E. Publish items (resources)

F. Delete items

Details
A. Log In 
a. Go to http://bairwmp.org 

b. Click “Log In” in upper right and log in.

c. Click  “Continue to the Bay Area IRWMP home page”

B. Go to your folder

a. You can go to the main folder you want to add items under. The folder location will be similar to the URL path. For Example the Subregion East Subregion folders are under http://bairwmp.org/subregions/east.

b. If you are not on the folder, click the “Contents” tab between the “Bay Area Integrated....” banner and the page contents. The folder location will be similar to the URL path. For Example the Subregion East Subregion folders are under http://bairwmp.org/subregions/east.
c. Click the “Contents” tab. 

d. Click on the folder that your documents will go in.

e. Click on your project or other folder.

C. Add a place for you document

a. To add a project, find and click “Add new...” in the upper right area.

b. Choose “File”

c. The title will be filled in with the name of the file you upload. You can put something in at this point or edit the title later.

d. Put in a description if you want. This will show up under the file name on the final webpage. Adding the date of the file is helpful. Follow any naming rules the group has decided on.
D. Upload/replace your document 

a. Click “Browse” and locate the file that you want to upload.

b. Click “Save”.  Your file will upload.

c. You should end up on the “View” tab of the page. To change the title or description, you can simple click them in the “View” tab and then click “Save” under the text block area. You can also click the “Edit” tab and do the same there. Always press “Save” at the bottom to save your changes. 

d. On the “Edit” tab you can upload a different file and replace the current file by clicking the button next to “Replace with new file:” and browsing for a different file. Clicking “Save” will upload the new file. You will want to check/change the title of the document.
E. Publish items

a. At upper right find the “State” pull down and choose “Publish” or “Submit for Publication” if you don’t have publishing rights. All files materials must be “Published” for them to show up to site visitors (non-editors). The published or unpublished condition is called a “state”. The state can be changed for several items at a time in the “Contents” tab. Unpublished items will be red. 
F. Delete items

a. To delete an item, go to the “Contents” tab, click the box next to the item you want to delete, click delete at the bottom of the page.
Meeting Creation Process 

A. Log In

B. Create Meeting and Publish it
C. Upload materials and publish them
D. Add materials to the meeting

E. Publishing items (resources)
Details
G. Log In 
a. Go to http://bairwmp.org 

b. Click “Log In” in upper right and log in.

c. Click  “Continue to the Bay Area IRWMP home page”

H. Create Meeting and Publish it
a. From the Home Page, Click “Contents” tab

b. Click “Events and Meetings” folder icon

c. Click “Coordinating Committee Meetings”

d. Click to the appropriate meeting folder for the year.
e. Click  “Add New” drop down menu (center option in top right menu)

f. Choose “Event”

g. Under “Edit Tab”

i. With “Default” selected right above the input fields (should be default):

1. Title: Like “Coordinating Committee Meeting, June 27”

2. Description: ok to leave blank
3. Set the meeting date and time using the “Event Start” and “Event Ends” pull down menus.
4. Click “Save” button at bottom of page

h. At upper right find the “State” pull down menu and choose “Publish” or “Submit for Publication” if you don’t have publishing rights.
I. Add meeting agendas or minutes.

a. This is different (easier) than adding other materials.

b. Go to the meeting.

c. Click the “Choose file” button under “Agenda” or “Meeting Minutes” find the file you want to upload. 

d. Click “Save”

J. Upload materials

a. From the Home Page, Click “Contents” tab

b. Click “Events and Meetings” folder icon

c. Click “Coordinating Committee Meetings”

d. Click to the appropriate meeting folder for the year.
e. Click  “Add New” drop down menu (center option in top right row)
f. Choose “Folder”
g. For a title, name it something like “CC Meeting June 27” 

h. Click “Save” button at bottom of page

i. At upper right find the “State” pull down menu and choose “Publish” or “Submit for Publication” if you don’t have publishing rights.
j. Click  “Add New” drop down menu (center option in top right row)

k. Choose “File”

i. Click “Browse…” button 

ii. Browse for and choose the file you want to upload on your computer or server

iii. Click “Save” button at bottom of page 
iv. The Title for the document should be the same that name of the file. Click the Edit table and change the title if you need to then click “Save”.
K. Add materials to the meeting (other than agenda or minutes).
a. Click “Home” and click the meeting you want to add materials to if it shows on the “Upcoming Meetings” list. 
b. If it does not show up on the “Upcoming Meetings” list, it might not be published.

i. Click “Contents” tab

ii. Click “Events and Meetings” folder icon

iii. Click “Coordinating Committee Meetings”
iv. Click on the meeting you want to upload document to and make sure it is published.
c. Click “Edit” tab

d. Click “Add Materials” at the bottom of the page

e. Find the document you want to add and click “Insert” 

f. At upper right find the “State” pull down and choose “Publish” or “Submit for Publication” if you don’t have publishing rights.

L. Publishing – all meetings and materials must be “Published” for them to show up to site visitors to see/download them.
Editing or Modifying an Existing Page

You can go to any folder or document (file) page and edit by clicking the Edit Tab. Make sure you click “Save” before leaving the edit tab or click “Cancel”.

If you edit a folder or document, and don’t press “Save” or “Cancel”, but instead simply close or use the “You are here” links, the file/folder remains “locked”. This makes it impossible for you or anyone else to delete the file/folder. Others can edit the file/folder if they have admin privileges by clicking the “unlock” button that appears on locked files/folders. If you try to edit one that you have locked that button does not appear! It is not intuitive, but you can “unlock” the file/folder by going back into the Edit tab again and clicking “Save”.

 So, as you are editing files/folders, be sure to click “Save” or “Cancel” before navigating away from the file/folder.
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