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Managing Your Library

In this document:

Locating your site's Tron library folder
Adding items to your library

Deleting items from your library
Renaming items in your library
Overwriting items in your library
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A. Where is my site's Tron library folder?

1. After you have
logged into Tron, click
on "Work Area" in the Logout

bottom of any page on erl-: area J

your site.

Preview
The main Tron Make a Page
workarea will appear.

2. Click on “Library”

Desktop Content Library Settings Reports

in the upper left-hand ;
corner of the work View Contents of Folder "Root” =
area page. = %) Folders VIEW | ACTION o
® | Sthgradechallenge
® | about Title Conten Type anguag o
| actmties
# | alternativeprograms {2 58d32029- 4 HTWL = 42671
&[] boe edep-443a- Content
@[ bulletin2009 ad80-57341342702
# | bulletinArchives2008
SR SR £ a3r6183-6e18-4a” 4 HTML = 42671
| community-engagement 8fad-7a7daad8as0 Content
® | curriculum
I cybercivility
# | Data =
- departments Q Elementary | HTML = 90358
: educationalfoundations Slen o Content
i and Student
® ] emergency Resources(2)
| ethics
® | globalContent
= ﬁomepagecmem {2 important Senior 4 HTWIL = 55244
Wi Dates Content
® | info
® | languages
® | mainstory
| maps Q myHompg3Cols | Smart Form: = 50220
—| mylD SP 3
2] news column
B | parents
# | programs {2 opening of | HTML B 37928¢
| safety Schools Content
® [ schoals
&) staff
= tyconnecicd Etesta | HTML = 17636
® | students 12 @#E%AE(), Cositent
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3. Next, click on the

curriculum,” | homepageContent [«
departments,” or ~ | info
"schools" folder and | languages
then your site's folder. ~| mainstaory
~| maps
Your library folder 2
. _| news
contains subfolders
. | parents |
that mirror the = progams
structure of the folders =) ot
that hold your content. schools
For example: | _settings
“schools” > ~ | andrewhs
“magruderhs” magruderhs

about
academies

m

| administration
_| alumni
athletics
_| careercenter
clubs
# counseling

4. By default, images
are always displayed

fIrSt.' To See what files ADD | 4 Language: Engish (US) » @ @
are in the library ' ' '

folder, select files from
the pull down on the
menu bar.

Library Folder: "rolling

B. How do | add items to my library?

Generally, you will add items to your library by adding links to documents (PDFs, Word files)
and including images in your pages. Please refer to the “Uploading and linking to documents”
and “Uploading and including images on web pages” documentation.

However, there may be times when you want to add items directly to your library. Here's how:

1. Navigate to your site's library folder as described in the Where is my site's Tron library
folder? section earlier in this document.
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2. Select the
subfolder (if

# [ | homepageContent [=]
applicable) to ®00 info M
which you want to [ languages
add your file(s) or [ mainstory
image(s). -~ maps
= mylD
[ news

|| parents
|| programs

_settings

andrewhs
magruderhs

[ | about
| | academies

m

|| administration
| alumni

F || athletics
| careercenter
[ clubs

# | counseling

3. By default,
images are always

Library Folder: “rollingesi\iles”™

displayedfirst. To ADD | - Language: English (L.5) - (%]

see what files are
in the library
folder, select files
from the pull
down on the menu
bar.

4. To add an image

I Library Folder: “rollingesifiles”

or file, click on _ :
the Add text. e ‘Ies » | Language: Engish(US) ~ = @
5- On the next Screen, Add Library ltem to Folder: “rollinges'files™
give your file or o
image a title. Then oo Fienams
click the "Browse"
No file selected.
button next to the
"Title" field.
Description:
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6. Once you've clicked
"Browse," select the
file or image you
want to upload via
the Choose file
window. Click
"Open".

7. Back in the Tron
library, add a
description
(optional). Notice
the filename is
filled in.

8. Click the Save
button.

File Upload

.. » Division of Construction Files »

v | 43 [Il Search Division of Constructio..

Organize v New folder

' Favorites = E,: g: F g\\F g: 'l— ;b :
M Desktop -
18 Downloads F' = = N ff

= Archive of

=) ¢, BCC HS Project Bids Performance Process
%l Recent Places |

Progress Reports Measures Documents

. K.

i Libraries m - E
|| Documents o
S K
&) Music )= E Al

[ Pictures 2013 CIP 2014-15 Tech acrobatPDF

W Faverites

CapitalProjectsSt CIPChartWeb o

Technical Offer Offer On-Call for atusReport ey

B videos GC Major GC projects 1
i Projects under S1M i

File npame: 2013 CIP Technical Offer GC Major Projects ~ | AllFiles i

Add Library ltem to Folder: “rollinges\files™

€| sAavE :@

Title Filename

2013 CIP Technical Offer
2015 Rilechncal0]

;

m

Add Library ltem to Folder: “rollinges\files”

€| sAavE @
Title Filename
Sa ocument 2013 CIP Technical Offer G
Metadata
Description:

This is a description -

m

9. Your file or image is now uploaded to the Tron library. To include on a page, you need to
go to that page and link to it (document) or insert it (image).
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C. How do | delete items from my library?
1. Navigate to your site's library folder as described in the Where is my site's library folder?
section earlier in this document.
2. Select the subfolder
(lf applicable) where homepageContent [«

(]

the document or 1 info
image you want to | languages
delete is located. | mainstory
_ | maps
3. Choose "files" from = il
_| news
the pull-down menu
. | parents | |
if you want to delete = programs
a PDF, Word
document, or other
non-image file. | _settings
__| andrewhs
i~ magruderhs
=5 ;hout
| academies =

| administration
_ alumni
athletics
_| careercenter
clubs
[+l counseling

4. Click on the title of
the image or file you

Want to de I ete Library Folder: "rollingesifiles”
ADD | 4| Fies + | Lenguage: Engish(US) - @
Title D Date Modified Filename
Escuela Primaria Rolling Terrace 9918 8/30/2007 11:15:07 AM luploadedFiles/schools/rol
Grade 57498 B/17/2009 3:59:14 PM luploadedFiles/schools/rol

Immersion Open House 2008-09 35078 10/13/2008 2:01:43 PM luploadedFiles/schools/rol

Sample Document 427556 6/1/2015 3:53:57 PM luploadedFiles/schools/rol

tiger posterlandscape 121322 5i20/2010 11:23:53 AM luploadedFiles/schools/rol
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5. The "View Library
Item” window will
open. Click the
Delete icon.

6. Check the "Remove
from the server" box
and click the Delete
text.

7. A warning box pops
up. Click OK if you
want to delete.

View Library ltem in Folder: "rollingesiiles”

¢|leoom @ B X | @

Title:

Filename:

Library ID.

Parent Folder

Last User To Edit:

Last Edit Date:

Date Created

Description:

Category

e Document

adedFiles/schools/rollingesf2013 CIP Technical Offer GC Major Projects.pdf

427556

rollinges

Livingston, Kaneene

8/1/2015 3:63:57 PM

6/1/2015 3:53.57 PM

This is a description

No categories selected

Tags

No Tags selected

Preview Sample Document

€| oOLETE

L

Sampie Document

upleassaF eischoolselingea i3 CIF Techaical Oer G Major Projeds pat

Livingsion, Kangans

BABINE IEEET AU

BIUB018 AELET PU

Prinaew S3mpie Document

Warning:

Are you sure you want to delete this library item?

Deletion of a library item from the filesystem will cause
web site links to this item to fail.

Before continuing you should verify all web site links
to this item have been remaoved.

Do you wish to continue?

[ OK Jl Cancel ]

8. Your file or image is now deleted from your Tron library and from the web server.
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Important: If you remove an item from the library it could still be referenced on a page
somewhere. Make sure you remove links to files and remove images from pages before
you delete from the library.

D. How do | rename an item in my site's library?

1.

Navigate to your site's library folder as described in the “Where is my site's library
folder?” section earlier in this document.

Select the subfolder (if applicable) where the document or image you want to rename is
located.

Choose "files" from the pull-down menu if you want to rename a PDF, Word document,
or other non-image file.

Click on the title of the T ——
image or file you want ‘
to rename. The "View
Library Item" window
will open.

haoks/rolinges2013 CIP Technicsl Offer GC Major Prejects pef

Click the Edit text.
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5' Type in a new tltle in the Edit Library ltem in Folder: "rollingesi\files™

title field. Then, click <\ upoare o
the update text. ‘
Sample Document 2 Edited)| 427556 JuploadedFiles/schools

Description:

| & _jgﬁﬂvf‘—vh\lurmal ~| B 1':;5&'?'0'

o=
=

11
I
4
il
¥
o
E*L .
Il
1l
1]

T EE 88883

This is a description

m

6. Your new title is saved.

Note: Your filename has not changed. The title is only stored in Tron. The filename is
taken from the original filename you gave the document or image before you uploaded to
Tron.

E. How do | overwrite an item in my site's library?

This is useful if you have an updated version of a document and want to keep the same file name,
for example a monthly newsletter (if you don’t archive the past issues), or if you made a
correction to a document.

1. Navigate to your site's library folder as described in the “Where is my site's library
folder?” section earlier in this document.

2. Select the subfolder (if applicable) where the document or image you want to rename is
located.

3. Choose "files" from the pull-down menu if you want to overwrite a PDF, Word
document, or other non-image file.
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4. Click on the title of the
image or file you want
to overwrite. The "View
Library Item" window
will open.

Click the Overwrite
icon.

B

5. Replace the file by
clicking the Browse
button.

View Library tem in Folder: "rollingesifiles™

$|| om | e B X )

Title; Sample Document

Filename: luploadedFiles/schoolsirollinges/2013 CIP Technical Offer GC Major Projects. pdf

Library 10l 427555

Parent Folder: rollinges

Last User To Edit Livingston, Kaneene

Last Edit Date: 6/1/2015 3:53:57 PM

Date Created 6/1/2015 3:53:57 PM

Description: This is a description

Category

Mo categories selected

Tags
Mo Tags selected

Preview Sample Document

Overwrite Library ltem in Folder: "rollinges'fi

€ || uPDATE )

Title Filename

Sample Document luploadedFiles/zchoolsirollinges/2013 CIP Technical Offer GC Major
Projects.pdf

Please select a replacement file.

014-15 Tech Offer On-Call for GC projects unc

Current library item:

Preview Sample Document
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6. Once you've clicked . _ .
"Browse," select the file m ' ol
or image you want to e Lk ; &F &F Hl ’
upload via the Choose = S8 [ o N . [
file window. Click Aot D g e ot
"Open". e . I R

— Pl " - hg
Important: The name of v i ot T Ol oowe B
your local file must be - e [ g ¢
. Filename: 2014-15 Tech Offer On-Call for GC projects under SIM - laAs
d|fferen_t than the name o
of the file in Tron. Once
you upload the file, Tron
will rename it to match
the name of the original
file.
7. Click the Update text. S
¢ | uPDATE )
Title Filename
Samp cument luploadedFiles/schoolsirollinges/2013 CIP Technical Offer GC Major

Projects pdf

Please select a replacement file.

2014-15 Tech Offer On-Call for GC projects unc

Current library item:

Preview Sample Document

8. A warning box pops up.
The name of your file
will be changed to
match the file you are The filename of the local file will be changed
overwriting. Click OK if to match the existing filename. This will ensure that web

you want to overwrite links to this library item do not break.

WARMIMNG: You are about to overwrite a library filel

Continue?

[ OK ] ’ Cancel

9. You have overwritten the file or image with your updated version
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