Create a space and a new folder in your ‘home area’

[F] only in PRI 1 Navigate to your own area by clicking the ‘my folder’ link on the top right hand side
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2 — here we can see that in my own area | already have a folder created called ‘example folder’ and that it is in a published state — by default Plone will always create
anything you do in a ‘private’ state (that is only you can see it and access it).

So all that we need to do now is create your own folder where you will be able to upload your plans, documents and anything else that you want to share and allow others
to comment on and discuss




3. On the green editing bar inside your area click the ‘add new’ drop 4. Once selected you will be able to name and add a short description of the new item you are
down box and select ‘folder’ creating.
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5 Lastly don’t forget to ‘publish’ your new folder so that it can be seen Click the drop down box that will be coloured red and select ‘publish’ — Its really that simple ©
by others on the course.
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6 — Now all we need to do is repeat this exercise to upload any files you
wish to put in your newly created folder




In this example here | am simply uploading an example CV simply for the purpose of a demo but in your case you’ll most likely be uploading your plan (certainly for the 1*

exercise anyway)
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Making sure that you are inside the folder (see the breadcrumb trail on the top...hamish scott-brown -> example folder) click ‘Add new’ and select file.
Browse - Navigate using the system nav (Mac OSX & Windows will look different so I'll leave that out here) and merely add the file by clicking the ‘save’ button once you

have selected the file you want to upload
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Now....when a visitor to your online space finds your folder they’ll see the contents displayed and to access it they’ll simply click the name and it will download to the
default or selected area on their local machine.



