SITECORE: Add Pictures, Files, Documents to the Media Library

1. Loginto Sitecore: https://webedit.drexel.edu/sitecore/login/

Q sitecore
[ E_———

License Holder: Drexel University

Welcome to Siteco re License ID: 2015033009563

Sitecore. NET 7.5 (rev. 150212)

User Name: [pmw56

Password: Io eecscscee

| Remember me
F Logfrﬂ

Forgot Your Password Change Password
Browser Notes

Welcome to Sitecore CMS 7.5.
Options You are running Gocgle Chrome.
Sitecore supports this browser.

2. Pressthe tab for Media Library:
On the bottom left hand corner of your screen:

s

(el Media Library Workbox

OR, the top right hand corner of your screen:

[£) Content Editor
(&) Media Library
(&) workbox



https://webedit.drexel.edu/sitecore/login/
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In the file tree on left-hand side of screen, find the correct folder to upload your file/image into.
For this example, we are uploading a PDF into CNHP / Academics / Couple and Family Therapy.
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4. When you select the folder you will be adding to, the right-hand side of the screen will show
what is in the folder and how many times it is being used.
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5. Upload File — Choose File — Upload
[ Folder N @ ontent (@ N
Options

Upload File Upload Files New Folder
(Advanced)

|| €
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Upload a File
Select a file. When done dick the Upload button.
Filename: Site Information

Choose File | No file chosen

| Upload || Cancel |
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6. Save your Work and submit for review.
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7. Fillin the comment box with your Drexel User ID / Department / Edit made description
iLeam ) AER % UltyEnlight [ Web Finance

o webedit.drexel.edu says:

1. | & CheckIn| pmw56 - Dean's Office - Revised SAC Data for COAMFTE 2-15-18

Sp History

l%'_"l" ge——_—y

& lﬂl COAMFTE SAC Disclosure Data 2018 Revised 2-15-18

1\ If you publish now, the selected version will not be visible on the Web site because it has been replace
Version 2 will be published instead. Version 2 will be published instead.

E1 Media

8. Your change is submitted to MarCom for approval. Once approved, document/image will be
ready for use on the website — Content Editor.



