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Managing Your Library
In this document:
Locating your site's Tron

Renaming items in your |

moow»

library folder

Adding items to your library
Deleting items from your library

ibrary

Overwriting items in your library

A. Where is my site's Tron library folder?

1. After you have logged into
Tron, click on "Work Area" in
the lower left hand corner of
any page on your site.

The main Tron workarea will
appear.

2. Click on “Library” in the
upper right-hand corner of the
work area page.
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3. Next, click on the
"”curriculum,” departments,”
or "schools" folder and then
your site's folder.

Your library folder contains
subfolders that mirror the
structure of the folders that
hold your content.

4. By default, images are
always displayed first. To see
what files are in the library
folder, select files from the
pull down on the menu bar.
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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
applicable) to
which you want to
add your file(s) or
image(s).

By default,
images are
displayed. Choose
"files" from the
pull-down menu
if you want to add
a PDF, Word
document, or
other non-image
file.

By default,
images are always
displayed first. To
see what files are
in the library
folder, select files
from the pull
down on the menu
bar.
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5. On the next screen,

give your file or
image a title. Then
click the "Browse"
button next to the
"Filename" field.

6. Once you've clicked

"Browse," select the
file or image you
want to upload via
the Choose file
window. Click
"Open".

7. Backinthe Tron

library, the
"Filename" field is
filled in. Add a
description
(optional).
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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).

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.

Select the subfolder
(if applicable) where
the document or
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4. Click on the title of
the image or file you
want to delete.
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5. The "View Library
Item” window will
open. Click the
Delete icon. &

@ view Librarv tem in Folder: "Rootifiles”
EaAE-®

Title:

Filename:
Library ID:
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es2008
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Description: test pdf
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Mo categories selected
tent
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6. Check the "Remove
from the server" box
and click the Delete
icon again. @
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0 Are you sure you want 1o delete this library item?
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Deletion of a library item from the filesystern will cause
web site links to this item to fail,

Before continuing you should verify all web site links

to this iterm have besn rermoved.

Do you wish to continue?

Cancel |

8. Your file or image is now deleted from your Tron library and from the web server.

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.
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D. How do I 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.

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 rename a PDF, Word document,
or other non-image file.

4. Click on the title of the rgporkareafwarkarea. aspieLangT ype=1033
image or file you want
to rename. The "View
Library Item" window
will open.

@ \iaw Library ltem in Folder: "Rootifiles”

Title:  testpdf
Filename: juploadedFiles/234-21.pdf
9. Click the Edit icon. [«
Parent Folder; Root
Last User To Edit: Keagle, Elaine
Last Edit Date:  3/16/2009 9:51:46 AM
5 Date Created:  3ME2008 3:51:46 AM

Description: test pdf
Category
Mo categaries selected

Tags

Mo Tags selected

5 Type |n anew tltle |n the rkareafworkarea.asprflangType=1033 T a=
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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.
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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.

4. Click on the title of the
image or file you want View Library ltem in Folder: "Roolfiles”
to overwrite. The "View ;

Library Item" window Title: test pdf

W|” Open. Filename: fuploadedFiles/234-21 pdf
Library ID: 49350

CIle the Over\NI’ite Parent Folder: Root

. Last User To Edit:  Keagle, Elaine
|£On ) Last Edit Date:  3/1B/2008 9:51:46 AM
IA Date Created:  3716/2009 9:51:46 AM

Description:  test pdf

Category

Mo categories selected

Tags

Mo Tags selected

Preview test pdf
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5. Click the "Browse" — ner Conats; TVouTave
button under the

Desktop Content Settings Reports

fl Iename' @ Qverwrite Library tem in Folder: "Rootfiles"
)

Title Filename

Leave Form One Page fuploadedFilesi430-1 4 pdf

Please select a replacement file. | Elrowse...l |

Current library item:

Freview Leave Form One Page

Description:
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EEEEgEgE=ssE
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6. Once you've clicked
"Browse," select the file Look e | 3 My Documerts I «e®ckE-
or image you want to 21 Kindeigail et w25 605 doc]
upload via the Choose =il
file window. Click Documents
"Open".

Dresilap
Important: The name of
your local file must be
different than the name

My Documents

of the file in Tron. Once =
. -
you upload the file, Tron TH——
will rename it to match ~i
the name of the original -
file. My Netwesk File pame: [Eindergarterhlsw:Sephh doc =l |_Oen
Files of fype: [0 FRes 77 = Cancel
7. Click the Update icon olsmd.orgAdarkareafworkarea, aspy?LangType=1033
E User: coanstej | You have
Desktop Content Settings Re
@ Sweiurite Library item in Folder: “Rootiiles™
1ife Filename
Leave Form One Page fuploadedFilesid 30-1A pdf
Please select areplacement file. IC:\DDcuments and Settingsicoanstejhy Dol Browse
Current library item:
Freviews Leawve Form One Page
wsltems mww
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8. A warning box pops up. The page at http: //stage.montgom x|
The name of your file 9 WARNING: You are about to overwrite a library fil!
wi ” be Changed to The filename of the local file will be changed
matCh the f| |e you are to match the existing filename, This will ensure that web
.. . . links to this library item do not break.
overwriting. Click OK if
you want to overwrite.

Continue?

oK I Cancel |

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