
How to Publish a Document Page 

A document is a page that can contain text, images, and attached files, all under a single title and 

author.  

For example, if you have a topic page in your section that is devoted to E-Readers, you could add a 

document to that page that gives a description of the Amazon Kindle, has a picture of the various 

models, and includes an attached PDF file of a Kindle tip sheet that library staff can download and print 

to hand out at their library. 

Or, if you have a group page devoted to Training Trustees, you could add a document to that page that 

includes a sample syllabus for a training session along with attachments of any exercises that 

accompany the session. 

Here is an example of a published document page. The following steps will demonstrate how this page 

was created. 

 



In CQ, Document pages are all stored under WebJunction / Documents. Each partner has a section 

under Documents for their pages. 

 

 

Attached files that are added to a document page are stored in the digital asset manager (DAM), in the 

Documents folder.  

 

Note: Attached files that are submitted by members through a document submission form are not 

stored in the DAM but on a separate server, so that they can be scanned for viruses. 

Steps to Publish a Document Page 

1. Upload any images used to the DAM 

2. Upload any file attachments to the DAM 

3. Create the Document Page from the Sample Document Page 

4. Tag with Page Tags 

5. Edit Document Page header  

6. Attached files 

7. Add any body text and images  



8. Preview and publish 

How to add attached files to the DAM 

If you have binary files (e.g., PDF, Word, PowerPoint) that you would like to attach to your document 

page, then you will want to upload them to CQ. 

Go to  dam/WebJunction/Documents/<partner code>  and open your folder. Select New File from the 

dropdown toolbar menu. 

 

 

An Upload Asset dialog box will open. Browse to the location on your computer where your file is 

stored, and click Upload.  

 



 

Repeat the same process for any additional files you wish to upload at this time. Once completed, you 

will see that the files have not yet been published. Highlight with your mouse the new files  and click the 

Activate button. Now these files can be added to a document page.  

 

grayed out boxes 

means not yet 

activated 



 

 

How to Build the Document Page from the Sample 

Open your documents folder (Documents/<partner code>) and look for the document titled Sample 

Document Page. You will copy this page and use to build your new document page. Be sure to never 

make changes to a sample page. 

Click Sample Document Page. Click Copy, then Paste. 

Click OK to close the reminder dialog box. 

Green box means 

activated 



 

 

Your new page, appears at the bottom of the list. The Title will be Sample Document Page, and the 

Name will be <Partner code>Doc#. (In the example above, the name is “CTdoc1”)  

The Name will build the URL for the page. If you wish the name to be more meaningful, select the page, 

click Move, and edit the Rename to field. Click Move to complete the action. 

Right-click the page and select Properties. Change the Title to the actual title you would like the 

document page to have. This title is how the document will be listed on topic pages and in the user’s 

browser title bar. 

 



 

Click on the downward arrow button next to Tags/Keywords, then choose the WebJunction tab and 

browse down through Partner Pages and <Partner State> to select the topic Page where you wish your 

document to appear. In our example, we are choosing the Page “Library Statistics” from the Connecticut 

folder.  

 

Click OK once you have finished choosing your page tags. 

Add Content to your Document Page 

To edit the content, first open the page by right-clicking on it and selecting Open. The page will open in 

a new browser tab, and the original tab will still display the content tree navigation.  

You will be replacing the placeholder text from the sample with the content for your page. 

Hover over the title of the page until the blue frame appears. Right-click so that the frame turns orange 

and you see the popup menu. Click Edit. 

 Click the arrow to 

access the Tag menu 



 

 

Replace the text in the resulting Edit dialog box with the text that you wish to use for your document 

page. Note the character limits: 

 document title = 100 characters. This title should match the title you gave the page in CQ. 

 authors = 100 characters 

 description = 256 characters 

 



 

 

Now add the files that you uploaded to the DAM. If you do not have attachments for the page, simply 

skip this step. 

Click on the plus [+] sign button to the right of Attached Files, then on the browse icon to the right of 

the URL field and browse to your folder in the DAM. In the example below, we are selecting the Excel file 

CTPublicLibraryStatsProfile2010  from Connecticut’s folder. 

 



 

 

 

If you have more than one file to attach, click the plus sign again to add another attached file field. Click 

OK when complete. 

 



Copyright 

If you do not wish the document to have Creative Commons licensing, uncheck the “Show Copyright 

Information” box. 

Topic Tags 

For the Tags field, this is where you can select subject keywords to help build the Related Tags lists that 

display on your pages.  

 

Click OK to submit your edits to the page. Here is what you have built so far: 

 

 

Text and Images 

Now you can add text and images to the body of the page, which will display below the description.  If 

you will be including images, you should upload them to the dam/WebJunction/<partner code>/Images 

folder first. 

1. Highlight the Text Component that is displayed below the description. Right-click and select Edit. 

 

 



 

2. Type or paste the text into the rich text editor box.  

Tip: You can increase the size of the editing box by dragging the corner of it outwards with your moust. 

3. Use the menu buttons on the editor for basic text formatting. Use the Format drop-down menu 

to format headers headings and subheadings. 

 



If you are comfortable with HTML, you can edit your text in source view by clicking on the icon. 

 

 

4. To add an image to the text, browse to its location in the DAM via the Left Pane, and then drag it 

into the text box. A green check mark will appear when the image is ready to be dropped into 

the box. 

 

 

 



 Click on the image so that the black frame appears, then right-click to pop up an image 

formatting menu. 

o Image alignment 

o Alt text  

 

 



 

 

 

 To resize the image “on the fly” you can drag the frame inwards or outwards to the desired size. 



 

When you have finished adding text and images, click OK. Here is a page after text and images were 

added. 



 

 

 

 

Now that you have added all of your text and images, you can preview the page in Preview mode, by 

clicking on the magnifying glass icon at the bottom of your Sidekick. The screen shot below shows how 

CQ flags broken links on your page before you publish it.  



 

 

Once you have fixed the links and your page looks as you wish, you can Activate it to the live site. 

You will now see the document listed on the Documents tabs for those Related Topics pages that you 

choose with your Page Tags. 


