Adding Items To The VCN Volunteer Document Library.

http://volunteer.vcn.bc.ca/helpdesk-documents/

This article describes how to upload and add documents to the VCN Volunteer Document Library via the WordPress dashboard utilizing the “DelightfulDownloads” plug-in, by Ashley Rich, (https://delightfuldownloads.com) which as of this writing is at version 1.6.4 The procedure is specific to VCN and you must already have access to the volunteer WordPress dashboard.
1. Log on to WordPress at:
http://volunteer.vcn.bc.ca/wp-login.php
2. On the left side of your screen locate the menu item "Downloads", when highlighted with the mouse a sub menu will appear, select "New Add ". 
3. Enter the title of the document as you would like it to appear in the library listing. It does not have to match the name of the file you are uploading.
4. Click the "Upload File” button to upload the file from your computer. Please ensure your document is one of the supported file types, as of this writing, they are:

· .pdf (Portable Document Format; Adobe Acrobat)

· .doc (Microsoft Word 97 Document)  Do not upload .docx format at this time.
· .ppt, .pptx, .pps, .ppsx (Microsoft PowerPoint Presentation)

· .odt (OpenDocument Text Document)

· .xls, .xlsx (Microsoft Excel Document)

5. After the upload you will see a large icon appear representing the document. Leave the following settings at their default values: Download Count. Members Only, and Open in Browser
6. Click the "Publish" button on the right side of the screen to complete the process. The document will now appear in the VCN volunteer document library listings.
(Optional) 7. The library currently has two predefined tags which help control where documents are placed in the listing.
Legacy - is used for very old documentation or procedures which may be outdated but may be occasionally useful. Use any document tagged as Legacy with caution.
VCN_specific - Any document or procedure which is unique to VCN in some way. For example the documents titled “adding entries to the online resource listings” and the “Equipment Donation Waiver” deal specifically with VCN procedures and guidelines. [Note the use of the underscore between VCN and the word specific In this tag.]
To use the tag feature, scroll down your screen on the right-hand side until you see the "Download Tags" box and enter either, Legacy or VCN_specific . Note that these tags are case sensitive. You may also use the "most used tags" link to pick the appropriate tag. After picking the appropriate one do not forget to click the "Update" or "Publish" button to save the changes.
Notes:

· Supported document formats are determined by WordPress MIME types. (functions.php file)
· General uploading tutorial with pictures can be found here:
https://delightfuldownloads.com/documentation/your-first-download/ 

· Short codes for delightful downloads plug-in can be found here:
https://delightfuldownloads.com/documentation/category/shortcodes/ 
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