Cheat Sheet

Uploading Docs/Images in Sitecore

Login URL: https://prodcm.lawa.org/sitecore/login
Use your email address: ITServiceDesk@lawa.org@lawa.org
Password: 9>5L2v#tiHwW

Screen after successful login:

Sitecore Experience Management

Content Editor Experience Control Panel
Editor
A
Media Library Workbox Desktop
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o

Recycle Bin
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1. Click on Media Library button:

Content Editor Experience

Editor
/
f] =
Media Libra Workbox

2. Expand the corresponding folder on where you want to post the file:
a. Internal: LAWA Web > LAWA Employee Portal > Direct Links Only
b. External: LAWA Web > Direct Link Only

4 ] LAWA Web
b ] LAWA Qur LAX
4 ] LAWA Employee Portal
&l LAWA Media Files
i] Direct Links Only
:1_] Division and Groups
il Finance
il Flyers
] Human Resource
] Landing page images
] Emergency Management
izl Employee Milestones
izl Groups and Links
1 IMTG
il IMTG images
il Information
il Inside LAWA Landing Page images
izl News_for_Airpart_Development
] News
il Videos
] LAWA Employee Portal NEWS
il B Process-To-Pay
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] Banner Images
izl Connecting LAX
il Direct Link Only
] LAWA M5C North
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4.
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For internal use only, go to LAWA Web > LAWA Employee Portal > Direct Links Only
Click on the Upload file button:

.

y Options \

 Employee Portal & Upload file @ Upload files (advanced) ] New Folder

WA Media Files

» i[] Direct Links Only Jedia

V

Click on Choose File, select from your HD or other network location of thefile, then click o Upload.

Upload File

Select a file. When done dick the Upload button.

Choose File Mo file chosen

Upload Cancel

Once the file is uploaded, click on the Sitecore logo

HOME NAVIGATE REVIEW PUBLISH VERSIONS MY TOOLBAR

O @ .'__)". ﬁ There are ne warnings.
LT *
View Download Deploy Upload

Search Q - m Q

FEIS_EIR_Part2-01_V1to11_TOC vp02_041¢
o Files LAWA_060418_APPLE

<32 (old 5tar Banner with Promo
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» ] Images
4 Z] LAWA Web You must lock this item before you c
To lock this item, click Edit on the Homr
b LAWA Qur LaX Il

» ] LAWA Employee Portal
Classificati
¥ LAWA Employee Portal NEWS

» B Process-To-Pay
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7. Click on Content Editor

Sitecore Experience Management

Control Panel

[ o

Content Editor, Experience Control Panel

Editor

A
Media Library Workbox Desktop
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Recycle Bin

8. Expand Content > LAWA > Home > Hlstory > DirectLink

4 a Content
4 0 Lawa
4 Home
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[:’ ConnectingLAX

.;i Comment and Contact Us
D‘ AAAE Innovation Award
%* Groups and Divisions

%0 | AWA Businesses

= LAWA Employee Portal
%0 | AWA Employment

%0 | AWA Environment

%0 | AWA Governance

‘# LAWA Investor Relations
= LAWA MSC North

EZ LAWA Our LAX

E% Lawa Security Badge Office
= LAWA Sustainability

@ LAWA Tenants 411

E MNewsletter

G MNews Releases

E} Projects and Reports

[E} Public Records Requests and Notific
& Rules and Regulations
S Volunteer Opportunities
@ History

E DirectLink

[,_'a‘ TestVideo

B City of LA



10. Click on Lock and Edit

g DirectLink

this item before you can edit it.
#ock this item, cINEdit on the Home tab.

Lock and Edit

Page Title Section

11. Click on Show editor

Version 16 will be published instead.

Page Title Section

If you publish now, the selected version will not be visible on the Web

Page Description

Page Headline:

Direct Link Access Only

age Col

Show editor Suggest fix Edit HTML

Flyer

Internal Link

External Link




12. Select/Highlight Internal Link and click on Insert Sitecore Linkicon:

Rich Text Editor
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Apply C55 Cl... or * "Open Sans”..~ 2

Internal Link]

External Link

13. Navigate to the uploaded file in Media Items tab: Media Library > LAWA Web > LAWA Employee Portal
> Direct Links Only, then click on the file that you uploaded.

Insert Link

Mavigate to or search for the itemn that you want to insert a link to.

INTERMAL LINK MEDIA ITEMS SEARCH

4 ] LAWA Web
b LAWA Our LAY
4 ] LAWA Employee Portal
» ] LAWA Media Files
4 ] Direct Links Only
AKingshockeyairpormight-031712
Easter Holiday-032818
EdgedVets FLYE

Sharp Quick User Guide




14. Then click Insert button from the bottom of the window:

.

15. Click Accept button:

Reject

16. Save the change:

HOME NAVIGATE REVIEWY PUBLISH VERSIONS MY TOOLBAR

) ‘;/ 4% Experience Editor 4 Publishing viewer
#hange Publishe & Preview

17. Go to the Publish tab, click on Publish icon and select Publish item:

i HOME NAVIGATE REVIEW PUBLISH VERSIONS MY TOOLBAR

I.:‘ { L A Experience Editor 4. Publishing viewer
Save Change Publish~ % Preview

Publish item a




18. Click on Publish.

Publish Item

Select the relevant publishing settings for the item.

Publishing
®! Smart publish - publish differences between source and target database,

Publish subitemns
Publish related items

Publishing language

| Select all

English

Publishing targets
Internet {web)

19. Click on OK.

Message X

‘¥ou are about to publish the current item, its subitems, and
related items.

Do you want to proceed?

Cancel




20. Click on Close

Publish Item

The item has been published.
ltems processed: 458,

Result:

Job starved: Publish to "web'
[tems creaved: 1

[tems deleted: 0

ltems updated: 1

ltems skipped: 46

lob ended: Publish to ‘web' (units processed: 48)

Close




21. Open a new browser tab and go to: https://www.lawa.org/directlink

22. Right click on the hyperlink to get the “Direct Link” address

Home / DirectLink

Direct Link Access Only

Internal Link
Open link in new tab

Open link in new window

External Li o L
Cpen link in incognito window

Copy link address

23. Provide that address to the requester.

24. For the External Link (so people outside LAWA network can access it), navigatethrough
Media Library and go to LAWA Web > Direct Link Only:

4 ] LAWA Web
bl LAWA Our LAX
» ] LAWA Employee Portal
b ] LAWA Employee Portal NEWS

» ['] B Process-To-Pay

¥ | Banner Images

onnecting T

il Direct Link Only

25. Then follow step #2 and onwards.


https://www.lawa.org/directlink

Replacing Uploaded Document/Image

a. Select the file you need to update/replace.
Then click Lock and Edit, as shown below:

» ] LAWA Media Files -

4 Direct Links Only A , X
8Dt Linksbnly Sharp Quick User Guide
Dg AKingshockeyairportight-031718
[ Easter Holiday-032818

[b LAX EdgedVets FLYER wHL You mu mpcfore you can edit it.
g this itemn, click Edit orage Home tab,

Lock and Edit

E}_:; Sharp Quick User Guide
i Division and Groups
¢ Finance

] Human Resource
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b. Scroll down to Media tab.
a) Click Detach
b) Then Attach the new document you need to upload.

| | Uploaded To Cloud
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C.

d.
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Then Publish the item:

HOME NAVIGATE REVIEWY PUEBLISH

l.:‘ { L A% Experience Editor
Save Change Publishw % Preview

Publish iteam

Note: Link should stay the same.
Make sure to clear browser cache before checking.



