
Overview

• Click the left navigation link to access the Resource Module from the Site Preferences section of the WebDirect 2.0 Administration system.
• The Resource Module is used for the upload, storage and management of downloadable files, link lists and/or pages.
• File types other than GIF, JPG, PDF or DOC must be uploaded through the Resource Module.
• Objects managed by the Resource Module may be used in other modules through Asset Manager and the Link Editor features.



Instances

• If more than one Instance exists in the Resource module, a landing page offering options is presented.
• Select “Create New Instance” to set-up a new Resource Module Instance with its own topic and/or layout.

– Instances are independent from each other and may have different layouts.
– Instances do not share information or files with other Instances.
– An Instance must contain at least one, but may contain several, Categories.
– Individual Resources are contained in Instance Categories.

• Click the Instance name to enter the Instance
• Click Edit to the right of an Instance name to edit the Instance options.



Edit Instance

• While in edit mode, an  Instance may be modified or deleted.
• Deleting an Instance deletes all its Categories and Resources.
• Deleted Instances cannot be recovered.



Manage Categories & Resources

• Click on the text name link to enter an Instance



Managing Categories: Add Category

• Select to Add Category from the left navigation
• Type a Category Name into the field and click Add Category to create a new Category



Managing Categories: Edit Category

• Select to Edit Category from the left navigation
• Select a Category from the drop-down list and click to Edit
• The Category Name and all Resources in the Category are listed on the edit screen
• From the Edit screen, the Category Name may be edited by typing a new Name into the field and clicking Update Category.
• The Category may be deleted from the Edit screen. 

– Deleted Categories and their Resources cannot be recovered.



Managing Resources: Add Resource

• Select to Add Resource from the left navigation.
• Choose one or more Categories for the Resource
• Assign a Title to the Resource
• Enter a Link URL to an external Website in the Link URL field, and/or
• Browse a local hard-drive to upload a file, and/or
• Enter a description or details for the Resource. Using the Editor Toolbar, images, links, and Elements may be used for a Resource.
• To include a picture with the Resource, click Change Picture to open Asset Manager to select or upload an image file.



Managing Resources: Edit Resource

• Select a Resource Category.
• Select a Resource from the Category for editing
• Modify, remove and add information to he Resource as necessary.
• To replace or add a new download-able file, click Browse” to the right of the packet field to locate a file on a local hard-drive
• A Resource may be deleted from the edit screen. 

– Deleted Resources cannot be recovered.



Managing Resources: Edit Resource Display Order

• Change the display order for Resources on the Website by clicking Edit Resource Display Order in the left navigation
• Choose a Resource Category from the list and then click to Edit Resources Order
• Select the 'Custom Order' radio button, highlight a resource, then click the up or down arrow to change the resources display order. 
• Otherwise you can use the radio buttons to select 'Alphabetical' or 'Created Order' and select 'Ascending' or 'Descending' from the drop 

down menu. 
• When you are done hit the 'Apply Changes' button. 



Managing Resources: Edit Category Display Order

• Change the display order or Categories on the Website by clicking Edit Category Display Order in the left navigation
• Select the 'Custom Order' radio button, highlight a resource, then click the up or down arrow to change the Category display order. 
• Otherwise you can use the radio buttons to select 'Alphabetical' or 'Created Order' and select 'Ascending' or 'Descending' from the drop 

down menu. 
• When you are done hit the 'Apply Changes' button. 
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