CoLLR1C Downloads
Management Cheatsheet

How to add a new downloads category
How to upload a new document

How to add documents to pages

How to show documents in a subcategory

How to organise subcategories on members pages

— 0 O O = N

A video: adding subcategories to pages 1
How to add links to the members sidebar menu 11

A video: adding a new link to the menu 12

1 MEMBESRS DOWNLOADS CHEATSHEET: JIM BYRNE WEBDESIGN@JIMBYRNE.CO.UK



mailto:webdesign@jimbyrne.co.uk

These next few instructions relate to the Downloads plugin.
Instructions relating to the members area pages will be explained further

down this document.

How to add a new downloads category

If the appropriate category does not exist create it
If you got to Dashboard/Downloads/Categories you will see the
categories you can add documents to; this will help you to organise your

downloads.

¥ Downloads

Downloads
Add New
Categories
IE S

Logs

Stats
Settings

Add-ons
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Click ‘Categories’ from the menu. Add new categories by filling in the
form with the name of your new category. You don’t need to fill in the
‘Slug’ field, that will be filled in automatically when you add the category

name.

When uploading a document make sure you add it to the

appropriate category by clicking the checkbox.

You will be able to list all of the documents in that category - via a
shortcode (discussed below). Any new new document you add to the

category will automatically appear in the correct area of the page.

Ignore the idea of sub categories at this point
Within the downloads plugin all categories are ‘top level’. i.e. don’t think of
categories and sub-categories. We will sort that out on the pages

themselves.
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How to upload a new document

Got to Dashboard/Downloads/Add new. Fill in the name of your
document, a description, and choose the appropriate category (i.e. Awards,

Colric publications, etc).

Download Categories AV A
All Categories Most Used

Peer Accreditation

Quality Assurance

2018 Conference Downloads
2019 Conference Downloads
Awards

CoLRiC Impact

CoLRIiC publications

0000008

CoLRiC seminars

+ Add New Category

The list of categories is on the right-hand sidebar.

Select the file you want to upload

Select the file from your computer.

Downloadable File (Visitors will download this item) AV A

Manually enter a valid URL of the file in the text box below, or click "Select File" button to upload (or choose) the
downloadable file.

[ https://www.colric.org.uk/wp-content/uploads/2022/09/CoLRiCPeerAccreditationGuidelines.pdf

Select File

Steps to upload a file or choose one from your media library:

1. Hit the "Select File" button.
2. Upload a new file or choose an existing one from your media library.
3. Click the "Insert" button, this will populate the uploaded file's URL in the above text field.

Fill in anything else you think would be useful, e.g. excerpt text, file size, or

tags.
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Add an icon for your document via the File Thumbnail form (ie. a Word

file or PDF file icon)

File Thumbnail (Optional)

Manually enter a valid URL, o click "Select Image" to upload (or choose) the file thumbnail image.

[ https; .colric.org.ukjwp 0/C i 16 53559, pn

9

PDF

This thumbnail image will be used to create a fancy file download box if you want to use it.

When you have filled in the form click ‘Publish’. If you are using

categories to organised your downloads, the file will be automatically

added to the correct page.
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How to add documents to pages

Adding individual documents to a page
If you just want to add an individual document to a specific page, do the

following:

After you have uploaded and published the document, scroll to the bottom
of the page and you will see a 'shortcode'. Copy that shortcode and paste it

into the page you want add that file to.

The shortcode will look something like the following:
[sdm download 1d="530" fancy="0"]

Paste that into the page you want to have a download on.

_— —6‘1”

Change fancy=‘0” to fancy= - to make it look a bit nicer.

[sdm download id="530" fancy=%"1"]

When you update your page after adding the shortcode you will see the

downloadable document on the page.

Additional Download options

You can ehange the text on the button using the button_text option:

[sdm download 1d="5056" fancy="1"
button text="“"Conference paper 2020"]

How to show documents in a subcategory

Show all the documents in a particular category using the category_slug with

category name:

[sdm show dl from category category slug="2019-
conference-download" fancy=%“1"]
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Show the 3 most recent documents in the document library:

[sdm latest downloads number="3" fancy="1"]

Ordering documents on the page

Occasionally you will find yourself uploading documents in an order that
doesn’t reflect they way you want them to appear, on the page; for example if
adding then all for the first time. To deal with this, first upload them all, and
then change the ‘published' date - from the right-hand sidebar to re-order them
by date. When the shortcode 1s used to add them to the page - you can decide

whether you want the newest or the oldest first.

[sdm show dl from category
category slug="somecategory-name" fancy="1"
orderby="date" order="desc”]

These are ordered by date and ‘desc’ - which means newer first.

More shortcodes

* Find more shortcode options here: https://simple-download-monitor.com/

miscellaneous-shortcodes-and-shortcode-parameters/
* And here: https://simple-download-monitor.com/?s=sort+order
Further options can be found on the documentation website:

https://simple-download-monitor.com/download-monitor-tutorials/
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How to organise subcategories on members
pages

It is best to keep menus on the sidebar simple - with no sub-
sections. The way to add sub sections for you downloads is to add them to the
pages themselves. For example on the ‘Seminars and conferences’ page I have

added to sub-sections, for 2019 Conference downloads and 2018 Conference

downloads.

Seminars and conferences

This section of the document repository includes the slide decks and associated documentation that
support our online seminars alongside the programmes and presentations from previous conferences.

Subcategories:

RECENT CONFERENCE PRESENTATIONS
DOWNLOADS FROM OUR 2019 CONFERENCE

DOWNLOADS FROM OUR 2018 CONFERENCE

Each of the subcategory buttons above link to the appropriate heading further
down the page.

Adding subcategories 1sn’t difficult but it does mean editing the HI'ML on the
page so my advice would be to work out what subcategories you are going to
need in each section first - and have them all added now; so you don’t need to

code them later.

Adding subcategory headings

Scroll down below the existing documents - but ensure you are adding your

hiding within the members only area, 1.e., after
—n

[members role="or:author,contributor,editor,administrator" |

But before
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[/members]

Make your subcategory headings ‘Heading 3’ from the WYSWYG menu when
editing a page.

07 Add Media | | G *

Heading3 v B

Click the Text editor tab on the editing form and scroll down to the heading you

have just created.

Surround the heading with a div tag that contains an anchor id. For example,
<div>

<h3>2018 Conference Downloads</h3>

</div>

Then add an anchor id and and a styling class to the div tag, for example:

<div 1d="2018ConfernceDownloads"

class="downloadsubheadingarea">
<h3>2018 Conference Downloads</h3>
</div>

Finally add the shortcode to list the documents in the category.

<div 1d="2018ConfernceDownloads"

class="downloadsubheadingarea">
<h3>2018 Conference Downloads</h3>

[sdm show dl from category category slug="2018-
conference-downloads" fancy="1" orderby="date"
order="desc"]
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</div>

Your page now looks like this - using the example of the 2018 Conference

downloads

2018 Conference Downloads

\N
CoLRiC Conference 2018: final programme

Our 2018 conference celebrated CoLRiC’s silver anniversary and was held in Birmingham on 22 June.
The theme of the conference was The Road Travelled: surviving and flourishing 25
years on.

‘ Download Now! 26 Downloads

Linking to your new heading

Create the button that links to that heading by copying one of the existing
buttons at the top of the page and changing the link text to the value of the id

you created earlier.

For example, to add a link to the 2018 conference downloads I copied the 2019
link and changed the value of the link to #2018ConfernceDownloads:

<li><span class="button"><a
href="#2018ConfernceDownloads">Downloads from our 2018 Conference</
a></span></li>

You now have a button that will link to your new subcategory.
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A video: adding subcategories to pages

Here is a short video I made of me copying the subcategories code from

the Conferences page to to the employment page.

Watch the video so that you can see how easy it will be to add

more subcategories in the future; just by copying what I’ve

already done.

Video:

£ 8 @ 6 33 © M ) % m T ® Q R TebSep 1513

Seminars and conferences

“This section of the document repository includes the slide decks and associated documentation that

support our d presentations from

Subcategories:

RECENT CONFERENCE PRESENTATIONS
DOWNLOADS FROM OUR 2019 CONFERENCE

DOWNLOADS FROM OUR 2018 CONFERENCE

Recent conference presentations

COLRIC PUBLICATIONS
SEMINARS AND CONFERENCES
LEADERSHIP AND MANAGEMENT
LEARNING RESOURCES
MARKETING YOUR LRC

QUALITY ASSURANCE
TEACHING AND LEARNING

SPONSORS DOWNLOADS

MEMBERS ONLY

DISCUSSION FORUM

DOCUMENT REPOSITORY

E

How to add links to the members sidebar menu

'To add a new link to the sidebar menu, first create a new page,

unless you want to add an existing page to the men. .
Dashboard/Pages/Add New

Fill in the form for the new page. Set the template to Downloads Template

and the category to Shared Documents.

This is the page you will add your downloads to. L.e., if you created a set of
downloads that you put into 2017 Conference Downloads. You would add

the shortcode for that category to this page.
Add the link to the new page to the menu
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The go to Appearance/Menus and choose the Downloads Categories

menu from the pull-down menu.

Look for the new page you have added from the left-hand sidebar 'Page’
click the checkbox for the page and then click 'Add to Menu'. This will
move the page over to the menu. It will put it at the bottom of the menu

but you can drag it to the position you want it. Click 'Save Menu'.

Your new page will now be on the correct section menu. If you visit the
members downloads page you added you should see it on the menu

(assuming you chose the right section template for the page).

A video: adding a new link to the menu

Here is a video of me creating a page for your videos and adding it to the

members only menu.

& Safari File Edit View History Bookmarks Develop Window Help ) & & 6 3 O @ N

been using All in One SEO for some time - that's awesome! Could you please do me a BIG favor and give it a 5-st
us spread the word and boost our motivation?

~ Syed Balkhi
CEO of Allin One SEO

A Widget Blocks

Hey! How do you like All-in-One Video Gallery so far? Test all our awesome premium features with a 7-day free trial. No credit card required!

Start free trial %

Hey, WP Armour has blocked 1081 spam submissions till date - that's awesome!

# Tools Can you help us by purchasing our Extended Version ? This will helps up maintain and support the plugin in upcoming days and make it even
B Settings better. Our Extended version starts from 19.99 USD and comes with lifetime license (No monhtly or yearly recurring) and No API calls.
£ Loginwp Also, it has 2 level spam check and additionally works with WooCommerce, Ajax and Multi page Gravity Forms, Easy Digital Downloads, QuForm,
G) All in One SEO MC4WP: Mailchimp for WordPress and have Spammer blocking based on IP, Record Spam Submission and so on.
B3 Custom Fields « Lwill help
2 F8 Login Widget = Hide this message

PRO)

Get More Email Subscribers with OptinMonster

BitsWhWicaIri.0rg.ukivip-acimithamas php 't 10 OT Create an OptinMonster account to start using OptinMonster. This will enable you to start turning website visitors into subscribers & customers.
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