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How to Upload Forms to Toro Auxiliary Partners
Website Using Editor X

Pro Tip: Activate Clipboard History by pressing E +V

Although not necessary, I have found that having the ability to copy and paste multiple links very useful.

Clipboard X Clipboard X
) A
e o
e
Can't show history Your clipboard is empty
See all your copied items in one place! Let's make some history together by
Turn on clipboard history now. copying multiple items to it.

Turn on
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Signing In
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Windows Edition

STEP 1: Request to be added as a user to Editor X by sending an email to TAP IT at
auxiliarypartners.helpdesk@csudh.edu

STEP 2: Once you have accepted the invite, sign into Editor X at this link.

Editor X

Email

Log In

Don't have an account? Sign Up

jachernandez@csudh.edu

P

¥ Remember me

Forgot Password?

-~

Continue with Google

Continue with Facebook

" Continue with Apple

Once you have successfully signed into Editor X, you will be presented with this dashboard.

Partner Dashboard

Resources v Help v (_Upgrade )

Here’s your latest site and business activity

Analytics

Your key stats for the last 30 days v

Site sessions Post views
1,650 e et 1,213
47 today = 29toda
Updated now Refresh
Latest blog posts Create New

gﬁ- STANDARD AGREEMENTS
B Mar7 . s

Finance Enterprise Help Topic Selection
WAL (1, 80 views

Finance Enterprise Codes Help
WIRALSSUA 14001 W 18 vie

See All (26)

Invoices

There are no invoices to show

+ Add New Invoice

Dacantls nctivin mmmbanbe

Unique visitors

M 874
sterday 41today » 71ye
Google Ads
G
Reach potential customers with a Google Ads ca

+ Create New Campaign

Latest email campaign

=

sterda

mpaign.

Clicks to Contact

AN 21

Site & app

Website

o ® @

& Edit Site

View All Reports

+ Add Stat

Hide ~

ublished on Jun 20, 2023

Branded App by Wix
SETUP IN PROGRESS

Manage Site & App

Create and send emails to promate your brand,

+ Create an Email Campaign

Upcoming tasks

here are no tasks to show

+ Add New Task

Facebook & Instagram Ads

[sJcl

& Instagram.


mailto:auxiliarypartners.helpdesk@csudh.edu
https://users.editorx.com/signin?originUrl=https:%2F%2Fmanage.editorx.com%2Fdashboard%2F5b9f23d6-4169-4f7d-a137-bbf1e4dd0376%2Factivity%3FreferralInfo%3Dauthorization&redirectTo=https:%2F%2Fmanage.editorx.com%2Fdashboard%2F5b9f23d6-4169-4f7d-a137-bbf1e4dd0376%2Factivity%3FreferralInfo%3Dauthorization&overrideLocale=en&forceRender=true
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Uploading Documents through Media Manager

BE VERY CAREFUL WHILE MAKING MODIFICATIONS TO THE WEBSITE

STEP 1: Navigate to the left-hand side, Click on Site & App, then Click on Website

Site & App

Websita

Muobile App

Branded App

STEP 2: Click Edit Site

CSUDH Auxiliary
Published on Jun 20, 2023 * Live

Domain: https://www.csudhauxiliarypartners.org/ 3
Manage Domain

& Edit Site & View Live Site & Website Settings

After clicking Edit Site, you will be presented with our TAP website homepage.

Editor X o Site  View  Tools Dev Mode Help® Upgrade Autosaved Invite Praview

+ & & EB f 88 B Horme : OO 0 s | sl Q

hitps://www.csudhauxiliarypartners.org

We are working every day to
elevate the CSUDH experience to
ensure every student has the
opportunity to thrive in our Toro

[ Desktop (Primary)

Community.
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STEP 3: Click on Tools then Click on Media Manager

Editor X o Site  View | Tools . DevMode  Help® Upgrade — Autosaved

+ S & [EB Lo 88 Libraries Home v
Media Manager é
Multilingual hitps
g Site Checker
&
a

After clicking Media Manager, you will be presented with the Choose Media Files page.

Choose Media Files

+ Upload Media () Search for business, fashion, fitness & more...

Media from Wix
Home Choose from 1000s of stunning images.
Filterby: = Images v All Categories v Orientation v Color v
MANAGE —a!
Y
Site Fil . v
ite Files : . ||||;||f povd 1
My Boards £ : WYy | R
74 by " & t\‘ /
Trash e 0 | j { il
- 1 - F
EXPLORE
Media from Wix
Shutterstock

1.7 GB used out of 20.0 GB

Upgrade
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STEP 3: Click on Site Files and navigate to the folder where you would like to upload your
documents. For this example, I will be uploading documents to the Test folder.

Choose Media Files

+ Upload Media

Home

MANAGE

| Site Files |

My Boards

Trash

EXPLORE

Q Search for business, fashion, fitness & more...

Site Files

Test

TRANSPARENCY

STEP 4: Click Upload Media or drag and drop your documents to the center of the page

+ Upload Media

Home

MANAGE
Site Files
My Boards

Trash

EXPLORE
Media from Wix

Shutterstock

1.7 GB used out of 20.0 GB

@

Q. Search for business, fashion, fitness & more...

Site Files Test

s

Start adding your files

I Drag and drop files or upload from your computer. I

+ Upload Media
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Copying Uploaded Documents URL

BE VERY CAREFUL WHILE MAKING MODIFICATIONS TO THE WEBSITE

STEP 1: Hover over your uploaded file, then Click the ° then Click Copy URL.

FI

.PDF

test.pdf

1

Add to Board

Rename

Preview

Move to...
Copy
Cut

Space

Ctrl+C

Ctrl+X

Copy URL @)

Download

Move to Trash
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Replacing Documents in Blog Posts
BE VERY CAREFUL WHILE MAKING MODIFICATIONS TO THE WEBSITE

There are two different ways documents can be displayed on the TAP website. Either using Blog Posts or
directly linked on the website. Please see Replacing Documents Linked on Webpages if your document
does not reside in a Blog Post as shown below.

€ 2> C @& csudhauxiliarypartners.orgfblog/gategories/forms

FORMS Q Search..

All Forms Policies Transparency Center Open RFQs and RFPs

PROCUREMENT FORMS FINANCE FORMS PAYCHEX EMPLOYEE BENEFITS PAYROLL FORMS HR FORMS

STEP 1: Navigate back to manage.editorx.com then Click on Blog

I wix Website | editorx.com X )( Editor X | CSUDH Auxiliary X | -+

€ -2 C @ manage.editorx.com/dashboard/5b9f23d6-4169-4f7d-a137-bk

Editor X CSUDH Auxil

Home

Activity

Site & App
Website
Mobile App

Branded App

Blog > 8

Subscriptions
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STEP 2: Click on Posts

Home
Activity

Site & App

Blog

Overview
Posts
Comments
Categories
Tags

Writers

STEP 2: Navigate to your desired Blog Post and Click Edit. For this example, I will be using
Standard Agreements

POStS More Actions ~ + Create New Post

Published (26) Drafts (8) Pending Review (0) Scheduled (0) Trash (2)

E] Selecta Filter by: All Posts ~ Q Search
Q-; STANDARD AGREEMENTS
| % Policies
¥ j Mar 7 + eocum18

STEP 3: Click on the link where you want to replace the document. You will notice that the
Link ¢ button will change from a grey highlight to a blue highlight indicating you have

selected a link.
Standard Agreements

naependent Contractor Contracted Services Venaor

=

cceplance of lerms

Agreement
FAQ - Insurance Guide
Food Truck Agreement/Binding Contract

W

Regquest to Waive Workers Comp. Ins.

Service Contract Agreements Guide 9
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STEP 4: Click on the Link 2 button, paste in your previously copied Document URL then
click Save. Hotkey: Ctrl + K

As mentioned before, if you have Clipboard history on you will be able to press E +V to
view what you have copied previously and select what you want to paste by clicking on the item.

What do you want to link to? Clipboard
https://
@ Web Address www.csudhauxiliarypartners.org/post/
human-resources-policies
() Section P
Link opens in a new tab
(] nofollow ® https://b69233eb-0620-40a4-968e-
bbf0914aa174.usrfiles.com/ugd/
(] sponsored @ b69233_cce1d25d70fb4f0b95f1fdd0a2
= o

am mm s lame om -
Remove Link B EEE B OECE SR CH . -

Tip: No more sending yourself email to share
text between devices. There's a better way.

STEP 5: Once all changes have been made, Click Publish to make the changes live.

Invite Preview m

O] @D: 10

Section » Container » Container »
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Replacing Documents Linked on Webpages
BE VERY CAREFUL WHILE MAKING MODIFICATIONS TO THE WEBSITE
There are two different ways documents can be displayed on the TAP website. Either using Blog Posts or

directly linked on the website. Please see Replacing Documents in Blog Posts if your document is not
linked directly on a webpage.

STEP 1: Navigate back to manage.editorx.com then, Click on Site & App, then Click on
Website

Site & App

Website
Mobile App

Branded App

STEP 2: Click Edit Site

CSUDH Auxiliary
Published on Jun 20, 2023 * Live

Domain: https://www.csudhauxiliarypartners.org/ 3
Manage Domain

oy

£ Edit Site @ View Live Site & Website Settings

After clicking Edit Site, you will be presented with our TAP website homepage.
Editor X o Site  View  Tools Dev Mode Help® Upgrade Autosaved Invite Preview m

+ & & B Lo 88 B Homs . DO 0 -« w ese Q ® p =

We are working every day to
elevate the CSUDH experience to
ensure every student has the

2 Desktop (Primary)

opportunity to thrive in our Toro
Community.
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STEP 3: Click Home and navigate to your desired page. For this example, I will be using the

Information Technology Page Help® Upgrade  Autosaved

Home ” O 0O

Home

www.csudhauxili

About Us
Employment Veri...
Professional Dev...
Contact

Online Account I....
Philanthropic Fo...
Student Clubs a...
Filming

Search Results
Human Resources
Financial Services
FAQs
Procurement

Sponsored Rese...

Manage Pages

STEP 4: Navigate to the button or linked document on the page that needs to be replaced. For
this example, I will be using a “Button” that has a document linked.

ERP Assistance

The Toro Auxiliary Partners IT Department specializes in assistance with
Central Square Finance Enterprise (FE). Please fill out the form below to
request access to FE or to request access to accounts and submit to
Jonathan Canton, Jcanton@csudh.edu, and Jacob Hernandez,

’ Jachernandez@csudh.edu.

FE User Request Form FE Login Instructions
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STEP 5: Click on the Button that needs the document swapped. This will bring up a menu
box, Click on the Link ¢#) icon.

Depending on the way the webpage was setup you may need to click on the button multiple
times as it may lie withing “Sections” and “Containers” on the webpage.

Change Text

FE User Request

B % |elp 2 o

Form

H

STEP 6: Ensure Document is selected, then Click on Choose File

What do you want to link to? ? X

None

Page

Web address
Anchor

Top/bottom of page

Document

O O O|ejo O O O O

Email
Phone number

Lightbox

Cancel

What doc are you linking to?

a Choose File

NEW Finance Enterprise User Account Setup
Form1.pdf °

[ep)
T
T

thie m ccareh rec e
= rL | sedlitl] fc.:-..'l\-_;

13



TORO
CSUDH | Almuary

STEP 7: Navigate to your previously uploaded document and double click on the new file

Editor X

Windows Edition

that you want to replace the existing one. Please see Uploading Documents through Media
Manager if you have not uploaded your new file yet.

Site Files Test

Fh

DF

test. pdf
STEP 8: Click Done

What do you want to link to? ?7 X

None What doc are you linking to?

Page e

> Choose File

test.pof @

Web address
Anchor

Top/bottormn of page

0

wow this PDF in search results
Document

Email

Phone number

OO0 OCO@OOOOO0

Lightbox

STEP 9: Once all changes have been made, Click Publish to make the changes live.

Invite Preview m

Q ® p = 3

Section » Container » Container »
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