Instructions: Mooring Lists

On County Offisce computer:

1) Save emailed files to Tisbury gov/Harbor Lists

2) Open three windows (2 controls & 1 tisburygov.org)

3) On second control window, click (show ID’s)

4) On second control window, open Files & Documents tab

5) On second control window, Open Harbormaster/Mooring waiting lists

6) On first control window, open Content Management tab

7) On first control window, Open Harbormaster/Mooring waiting lists

8) On first control window, Click Mooring Waiting List

9) On second control window, Click on the desired waiting list (Harbor Mooring Waiting list)

10)  On second control window, slick on Add icon

11)  On the next screen to appear, click the Browse button and find the file you want to add, click Open

12)  Copy the file name from the space next to the browse button and paste in the line beneath

13)  Click Upload

14)  Find the file just upladed and click on the “Copy hyperlink” at the end of that line

15)  Go to the first window on the right Pane and click “default”

16) This will bring you to the page for the main links to the files that access the files that you just loaded

17)  Go to the bottom of the page and change to HTML

18)  find the link address for the file that you want to update highlight it and paste the hyperlink that you copied in step 14 (/filestorage/126/622/276/867/01Commercial_Mrng_Wait_List_Dec_2005.doc)

19)  Go to the bottom of the page and click back to “design” and click publish

20)  Go to the third window and go to the Harbormasters page and click the “Mooring Waiting List” link (and refresh , if necessary)

21)  Check that the correct file has been uploaded

