Document Library Tutorial

Adding a New User
1.

Go to your WordPress admin page and log in to your website.

2. Now that you’re in the WordPress dashboard, click on Users in the left sidebar.
3. Towards the top of the screen, click Add New.
4. Now you should be on the Add New User screen. Enter a username and email address
for your new user. First name, last name, and website are optional.
5. Enter a SECURE password for your new user. You can either use the one that
WordPress randomly generates, or create your own. However, it’s important to use a
secure password because hackers will try to use your login to compromise your website.
Please choose a password with uppercase, lowercase, numbers and symbols.
6. Keep the Send User Notification checked if you would like the new user to receive an
email with their login information.
7. Choose a Role for your new user. Administrator is the default and it gives the user
access to all the features of the website. If you need to limit the permissions of your
new user, see the other roles available below.
8. Click the Add New User button and you’re all set!
Adding users to WordPress isn't difficult, but you have to know the right places to click. Luckily,
in this video tutorial you will learn how to add new users to your WordPress site step-by-step.

Adding and importing documents
1.

Go to Document Library → Add New.

2. Complete all the fields of information that you wish to display about your documents:
- Title (required) - The title of the document.
- Content (optional) - Use this field for a description of the document, or to add
the full content of the document if you want it to be available online without
having to download it. Supports all standard WordPress formatting options,
shortcodes and embedded audio/video players.
- Excerpt (optional) - Add a brief summary of the document.
- Author - The username of the user who created the document. You can change
this to any other user instead.
- Document Link (optional) - Upload a file or add a URL where the document
is located. Choose from 3 link options:
- None - Use this if you have added the full document to the content
field, and do not wish to link to a downloadable file or another URL.
- File Upload - Use the ‘Add Media’ button to upload a file. This will be
attached to the document as a downloadable file.
- Custom URL - If you wish to link to a separate web page on your
website or any third party site, then enter the full URL here. For
example: https://google.com
- Document Categories (optional) - Create categories for your documents.
Note: These are separate from post categories and will only be used for your
documents.
- Document Tags (optional) - Use tags to make your documents easier to find.
Note: These are separate from post categories and will only be used for your
documents.
- File size - If you have uploaded a document directly then this will be greyed
out and calculated automatically. If you are linking to a third party URL from
the 'Document Link' field then you can enter the file size manually, for example
if you are linking to a file that is hosted on Dropbox. Enter the file size in any
format you like, e.g 2.5MB.
- Featured image (optional) - Upload an image if you wish to include an image
column in the document library.
- If you have added custom fields or taxonomies to the documents post type
then these will appear too. (Learn how here.)
The process for adding a document is similar to creating a page or post in WordPress:

Protecting Documents by User Role
1.

Go to the folder that contains the document you wish to assign a protected role to and
click edit.
2. Scroll down a bit until you see the visibility section with Public and Protected
available.
3. Click protect and select the user roles tab. Select or search for any user roles you wish
to have access to that folder. You can add more than one.
4. If you are creating a new folder, the visibility section will be in the same place.

NOTES:
-

As far as we know, you cannot track who views/downloads a file.
Individual files can’t be protected. Only the folders they are in can be.
Each post or file can only be under one category, otherwise it creates a conflict
between the different protection methods. This is what caused the folders to disappear.
Learn more here.

Questions?
Email Courtney@tgwstudio.com with questions, or utilize Barn2’s help center.

