How to create folders and
upload files in E2 Central
Hub

Prerequisites

Having a user role of E2 Central Hub Administrator.

Steps

1. Login UAT or PROD environment.

2. Goto E2 CENTRAL HUB

ng | Safety Data Safety Recommendations Data Management - Views Management

A . .
g Notifications Last Updated on 14-May-2025 12:39:15

3. To create a new folder for the files:

3.1. Go to Structure > Taxonomy in Drupal menu.
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Drupal is a free and open-source content management system (CMS) and framework used for
building and managing websites, online directories, e-commerce stores, and other digital content.

3.2. In the Taxonomy page, select “Add terms” for the desired menu (for example, Steering
Board Meetings).
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3.3. Inthe Add term page:
3.3.1. Complete the “Name” field with the name of the folder
3.3.2. No permissions are required to be filled
3.3.3.Make sure that the “Published” check box is ticked

3.3.4. Click on the “Save” button.
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3.4. If desired, the folders that the menu contains can be listed from the Taxonomy page.
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4. To upload a file on the E2 Central Hub:

4.1. Go to Content
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4.2. Select “+ Add content”
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4.3. Select “Meetings and Documents”
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4.4, Complete the form:
4.4.1.Complete the “Title” field with the name of the file
4.4.2. Chose the file to be added

4.4.3.From the “Category” drop down menu, Select the folder to upload the file (previous
one created, if desired)

4.4.4. Give “Access” to “members”
4.4.5.Make sure that the “Published” check box is ticked

4.4.6. Click on the “Save” button
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4.4.7. A confirmation with the creation of the document will be displayed.
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4.5,

If desired, the folders files that the menu contains can be listed from the Structure >

Taxonomy page. For example, for the Steeing Board Meetings, select “List terms” and later

the folder previously created.

s P Extand N, Configuration  Jj peccle  JJ) Reperts  §) Tramslstion @ velp | @ Tutodal

Tamonomy is for categorizing content. Terms are grouped inta vocabularies. For example, 8 vocabulary called "Fruit” would contsin the terms “Apple” and "Banana’.

Vocabulary name Description
3 Access

2 Area of Interest

& Authonties

2 Books Access Permision Permisicn to secess baoks pages

& ECCAIRS Legacy

= Organisations Categories Organisations Categories

Steering Board Meetings Categaries for Steering Board Meetings

4 Sieering Committe Meatings Categories for Steering Committes Meeting

&+ B

Use tags to group artickes cn simalar topics into categores.

Operations

Lisx rerms. ~
Lisx torms >
Uit terms. hd
[P ~
s terms. b
Lism torms -

v
Lin® torms. -
[ >



https://help.ci-aviationreporting.eu/uploads/images/gallery/2025-11/28mimage.png
https://help.ci-aviationreporting.eu/uploads/images/gallery/2025-11/IIwimage.png

B Content  h Structure %4 Apearance e Extend A Configuraticn  J§ Peccle  GJJ Repots ) Tranalation @ el @ Tuterisd

Mome © Administration ¢ Sructers © Taxemomy o [di Steeving Board Meetings

Steering Board Meetings

List Edit Manage fields Manage form display Manage display Manage permissions Translate taxonomy vocabulary

for your version of Drupal. To ensure the 5 server, you should update immedistely! See the gvilable updates page fo

You can rearganize the terns in Steering Board Meetings using their drag-and-drop handles, and group berms under a parent term by siiding them under and to the right of the parent

Status Operations
o3 10th ECCAIRS Steenng Board mesting (12 D mber 2019) Published At v
+ Published W v
3. 9th ECCAIRS Stesring Board mesting (24 September 2019) Published Wt v

Reset to alphabetical

B Content ch Structure %4 Appearance  Pio Extend W, Configuration  J§ Pecple I Reports  §) Translation @ Help @ Tutorial

GCCAIRS a REPORT AN OCCURRENCE SAFETY RECOMMENDATIONS ECCAIRS MEMBERS AREA

Home > 24th from 05 Mars 2025

Documents

B3 10th ECCAIRS Steering Board meesting (12
December 2019) View Edit Delete Revisions Devel Translate
53 24th from 05 Mars 2025

B 9th ECCAIRS Steering Board meeting (24
September 2019) M

5. Make sure that the desired menu is enabled to do that, follow the steps on How to enable or
disable menus in E2 Central Hub.
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