Uploading a document to Docushare for use on the
ADWR Public Meetings Calendar



Note! If the document already exists in Docushare jump to step #5 – “Copy Shortcut”


The following illustrates how to upload a document that doesn’t exist in Docushare, and link it with a calendar event. 

#1 - Hop on the Infoshare site somewhere and go to “Calendars”
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#2 - Click the “Documents for Calendars” folder
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#3 – Select “Document” and click “Go”
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#4 – Browse for the document to upload, fill in the form, and click “Apply”
[image: ]
We’re going to upload “Upload Test.docx”






#5 – You’re back in the “Documents for Calendars” window. Right click the uploaded file and click “Copy Shortcut”
[image: ]
Shortcut example: http://infoshare.azwater.gov/docushare/dsweb/Get/Document-7426/Upload%20Test.docx


#6 – Navigate to the ADWR Public Meetings Calendar
[image: ]



#7 – You’re in the “ADWR Public Calendar” window now (NOT SHOWN). Click the “+” besides the day you want to add an event to.
In the “Add Event” window that just opened (below), type your text and highlight the “link part” of it (1). Then click the anchor icon (2).
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#8 - In the “Insert/edit link” pop up window, paste the URL, check your “Target”, and click “Insert”
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#9 – To finish, add a “Title”, and click “Apply”
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#10 – Our “A new Link” event shows up on the calendar under the “+” we clicked in step #7.
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#11 – Testing the link…
[image: ]
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