
How To…Upload a File. 
 
These directions assume that you are already logged in to the web application.  They 
show the DeschutesMedia.net skin.  Your web site will look a little different, but 
everything will be in almost the same place. 
 
1. Getting to the File Manager.  
 

 
a. On the right hand (or bottom) side of the menu bar, hover over the Admin link 

and a dropdown menu will appear. 
 

b. Choose the File Manager link. 
 
 



 
2. Using File Manager. 

 

 
a. You will see a tree control on the left hand side.  Click on the Portal Root link. 

 
b. You may see a folder that pertains to your content area (example “EarthCare” 

or “NGU”). 
 

c. If there is one, click to select it if it pertains to you. 
 

d. On the toolbar on the right side of the screen, there is an icon with the words 
“Upload”.  Click it. 
 



 
3.  The Upload Form 
 

 
Here you are greeted with the file Upload form.  For each file that you wish to upload, 
follow these steps: 
 

a. Hit the Browse button. 
 

b. Navigate to the folder on YOUR PC where the file you want to upload is. 
 

c. Double-click the file. 
 

d. You will be returned to the Upload form.  Click the “Upload File” link to the right 
of the Browse button.  It will be added to the list in the middle of the screen.  
(Note that it may take some time, depending on your connection and file size.) 
 

e. You will be returned to the File Manager screen.  Note that Portal Node may have 
collapsed on the left side of the screen.  You may need to click on it to expand if 
you want to verify your files. 
 
 

End of How To. 
 
Version 1.2 - 12/22/2007 


