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How to Add Documents and Photos to Projects
Welcome to the How to Add Documents and Photos to Projects tutorial

In this tutorial, you will learn how to:
¢ Upload new documents and photos to a project
e Add existing documents and photos to a project

First, be sure you are logged in using the “LOGIN” or “REGISTER” buttons at the top of the
homepage.
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Turbidity Conditions in the Sacramento Delta

Understanding salinity and turbidity management allows us to look at things differently, understand
patterns and generate new ideas that might not arise using traditional tools. Users to visualize and

Once you are logged in, find the project you would like to add items to. You can access the
project library by clicking the PROJECTS link at the top of the screen.
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Flows and water quality in the Sacramento-San Joaquin Delta (Delta) are strongly N —@— \‘-—' —g @‘ L
influenced by freshwater inflow from the rivers, by the tides in San Francisco Bay § ‘
and by salinity from Bay waters. Prior to human influence, the historical
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Let’s start by going through how to upload new documents and images to a project.

After opening the project, you can find all the associated documents under the
Documents tab.
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To add additional documents, hover over the Tools menu and choose, “Add new file.”
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An upload form pops up and you can select a file from your computer by clicking the,
“CLICK HERE: select multiple files” button.
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CLICK HERE : Select multiple files. SKIP UPLOAD

IMPORTANT! Maxi file size is 50 Megaby
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NOTE: SKIP UPLOAD if you are adding a remote website link or video URL.
Continue with metadata form only. EX: YOUTUBE or related links.
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Once the file is done uploading, you will see it under “My Docs” in the document tab.

My Docs Public Docs
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Showing Fish Size Ponds at Knaggs Ranch, 2015 Day 1, Fish Arrive
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In order to make the document public, hover over the Tools menu of the specific item and
choose, “edit.”
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Click on the “Publish” tab.

EDITING SHOWING FISH SIZE x

Image Save Changes Cancel B
Video/Embed
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Caption/Short Description

Day 1, Fish Arrive
Russ Ryan
Mar 04, 2015 12:02 PM
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Choose, “PUBLIC/Everyone” from the “Who May Access” drop-down menu.
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(Everything PUBLIC follows the Creative Commons non-commercial license.)

Mal  AUTHOR/SOURCE

Jacob Katz

Then click, “Save Changes.” Now your document is public and will be available to everyone

who views the projects.
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If you already have a photo or document uploaded to Bay-Delta Live and want to add it to

your project page, then hover over the Tools menu of the project and choose, “Add Files to
Project.”
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You can choose which photo or document you would like to add by clicking, “Add Asset.”
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To associate assets to a project, select from the list below. Use the tabs to navigate between categories:
Documents, Projects, Wiki, Maps, Visualization or Datasets. Save and page will refresh with associations.
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You can also add photos, videos, and documents to your project by using the basket
function.

First, go to the document library via the “Docs” link at the top of the page.
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Find the item you'd like to add to the project and hover over the Tools drop-down menu.
Select “Add to Basket” from the options.
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If you scroll up to the top of the page, you will notice a pop-up that shows you now have
oneitem in your basket.
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To add these items in your project, go back to the project library by clicking on, “Projects”

at the top of the screen.
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Then click on, “Search & List View” in the sub-navigation.
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Find the project you are working on and then click the, “View Project” button to open it.
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Go to the Tools menu and choose, “Empty Basket Here.”
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You can see the items now under the “Documents” tab of the project.
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If you wish to delete an item from the project, you can do so through the Tools menu in the

right-hand corner of each image or document. Choose, Remove.
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You can also access images by clicking, the “Images & Video” tab.
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Here they show up in slideshow form. To see the photo in full size, click on the “plus sign”
icon that appears in the bottom right corner of the image.

Filename: Showing Fish Size

Author/Source

Jacob Katz

Subtype: Image

Added By: Sarah Dolislager

Date Added: Feb 14, 2015 03:49 PM
Last Edited By: Sarah Dolislager
Last Edited : Jan 07,2019 09:55 AM

Public

Showing Fish Size

Authar: lacoh Kat7 Deccrintion:

You can click through the slideshow by using the arrow buttons.

&) Tools Recent Activity Article Documents Images &Video Summaries & Reports

FILE PROPERTIES
& Download ¢ Share

Filename: Showing Fish Size

Author/Source

Jacob Katz

Subtype: Image

Added By: Sarah Dolislager

Date Added: Feb 14,2015 03:49 PM

This concludes the How to Add Documents and Photos to Projects tutorial.
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