
How to upload files to the ARTC Script Archive 
 
The ARTC Script Archive is a powerful tool to help keep scripts organized, make finding them easy, and allows 
access to cast and crew who may have forgotten to bring their copy. It runs on the open-source MediaWiki 
software and has many of the characteristics of Wikipedia. It also helps save paper by not having to print scripts 
that are still in development, saving the printing process until the script is in its final, produceable form. 
 
These instructions will hopefully enable scriptwriters to upload and manage their own scripts, but you can 
always send them to a site administrator. It is important to remember that because of the way MediaWiki 
works, all changes can always be undone. If you make a mistake and don’t know how to correct it, just send an 
email to a site admin with information about what you did, what you were trying to do, and what page you were 
editing at the time and the page can be rolled back to a previous version very easily. Edit without fear! 
 
Step 1 – Your account 
In order to upload files or make any other edits to the ARTC Script Archive, it is necessary for you to have an 
account. In order to prevent unauthorized editing, automatic account creation (which is the norm on most 
Media Wiki installations) has been disabled, so you will need to email a site admin to have it created for you. 
They will send back your username and password. 
 
A few things to remember: 

1) The ARTC Script Archive is a completely separate site from the ARTC General Wiki. If you intend to edit 
or upload files to both, you will need two separate accounts. The username and password can be the 
same, but you will need to login to both sites to make edits to both. 

2) Your Script Archive username and password are not the same thing as the password protection for the 
scripts themselves. To prevent Google from indexing the scripts and unauthorized users from accessing 
them, the script documents themselves are protected by a basic username/password combo that is the 
same for everyone. 

 

 
 
Once you have your account, you can login to the site to begin making edits or upload files. 
 



Step 2 – Uploading a new file 
Once you are logged in, if you have a new script you want to upload, it is very easy to do so. The best way to do 
this is to first navigate to where you want the script link to be primarily. The Script Archive is organized so that 
scripts can be easily found by looking under the author’s name, the original author’s name (in the case of 
adaptations), or series title (when part of a series). The script should be filed in ALL of the appropriate places so 
that it can be found even if only part of the information is remembered. 
 
If the script is not yet in its final, produceable form, then it should be placed in the DRAFTS section at the bottom 
of the main page. 
 
For the purposes of this illusration, we will use the fictional script, “The Tiger on the Calendar” by David 
Benedict. 
 
When you are on the appropriate page, click “Edit” at the top of the page. 
 

 
 
This will take you to the edit screen.  At the top of the edit screen you will see a bar that says “Drop files here”. 
 



 
 
Drag-and-drop your files into that space. You can do as many as you like. Acceptable file formats include png, 
zip, rtf, gif, jpg, jpeg, doc, xls, pdf, mp3, tiff, bmp, docx, and xlsx, but in almost all cases you will be uploading a 
PDF file. 
 

 



 
Once you have dropped the file(s) into the designated space, the program will evaluate whether it is possible to 
upload it based on the file type. If all is well, it will say that the file can be uploaded. 
 

 
 
Click on the link that says “Click here to upload this file” and the file will be uploaded. Notice that you can still 
drop more files before uploading the first one, if you so wish. 
 
Once the file is uploaded, you will get a success message and the option to add the link to the page 
automatically. 
 

 
 



Notice that you can STILL upload more files. At this point, however, you are best off to finish with the file you are 
working with before adding more. Also, unless you understand how to add media links (which I will explain 
later), you should not navigate away from this page or else the option to automatically add the link will go away 
for this file. 
 
Now, position the cursor in the place where you want the link to appear and click “Insert link”. 
 

 
 



 
 
The link, with the appropriate file name and tags, is placed for you. At this point, you can be done if you so wish. 
If you want to clean up the link so that it looks like the others on the page (and doesn’t show the tag) then you 
can edit the link as follows. 
 
Take the link as it appears: [[Media:The Tiger on the Calendar.pdf]] 
Add a | character just to the left of the ]] (the | can be found just above the ‘enter’ key on most keyboards  - use 
shift to get the character) and then type the text you want it to say. The final link will look like this: 
[[Media:The Tiger on the Calendar.pdf|The Tiger on the Calendar]] 
 
Once you have done this, scroll down and look for a button that says “Show Preview”. 
 



 
 
It will show you a preview of the page, with the edit page below. If you need to make more edits, do so here and 
then preview it again. If everything looks ok, click “Save page” and you’re done! 
 
Step 3 – Uploading a revision 
 
Up to now, standard ARTC convention was to include the revision number in the filename. There are good 
reasons to do this, but on the Script Archive there are better reasons not to. All scripts should just be the basic 
title unless there is a compelling reason to include more information. For example, if you had a clean version 
and an explicit version of a script for different venues, you could title them as follows: 
 
The Tiger on the Calendar-clean.pdf 
The Tiger on the Calendar-explicit.pdf 
 
The reason why you don’t want to put revision numbers in your file name is because of how MediaWiki handles 
links. When you insert a link on a page, that link stays the same unless you change it. The file might change, but 
the link stays the same. This is how we can upload a new version without having to change the link on every 
page on which it appears. 
 
So if you name your file like so: 
 
The Tiger on the Calendar v1.0.pdf 
 
And then revise it 5 times and name it like so: 
 
The Tiger on the Calendar v6.0.pdf 
 



The links will still say v1.0. You will have replaced the file, but the links stay the same unless you upload it as a 
totally new file. While you CAN do that, it’s better that you don’t so that the file list doesn’t get more cluttered 
than it already is. 
 
When uploading a revision, start by clicking on “File list” in the left column of the main page. 
 

 
 
This will take you to a list of files currently on the site. 
 



 
 
As you can see, our example script is at the top because we just uploaded it. If, however, you are uploading a 
revision to an older script, you will need to search for it. 
 
The “search for media name” field above DOES NOT WORK. This is a known issue in MediaWiki and the 
developers are working on it. That said, they’ve been working on it for a while and there is no telling when, or if, 
it might ever work. There is a way around this problem, however. 
 
When searching for a file, omit the first letter of the word you are searching for. So, if you are searching for “The 
Passion of Frankenstein,” you can search for either “Passion” or “Frankenstein,” but omit the first letter and 
search for “assion” or “rankenstein”. I don’t know why this works, it just does. 
 



 

 
 
Let’s stick with our example, though. 
 
Click on the script title to get more information about the file itself. 
 



 
 
Click on “Upload a new version of this file” 
 



 
 
Click on “Choose file” and navigate to where the new version is. 
 
At this time you can put something into the “File changes” box or not, as you choose. If you do, and then click on 
“upload file,” you should have no problems. If you choose to leave the box blank, the program MAY complain 
that you are uploading a duplicate file. You are free to click the button that says “ignore warning and upload file 
anyway” if that happens. In any case DO NOT CHANGE THE DESTINATION FILENAME. If you do, you may break all 
the links to the file. 
 
Once the revision is uploaded, you will see a list of all previous revisions.  
 



 
 
At this point, you are probably done. If you want to revert back to a previous revision, you can, but why would 
you want to after going through all that?  
 
Step 4 – Manual file linking 
 
If you need to add a link to a file that is already uploaded for whatever reason, adding the link is very easy. If the 
link is already on another page, you can click “Edit” on that page and copy the link, then navigate to the page 
where you want to put the new link and paste it there. If you are creating a brand new link, just position your 
cursor where you want the link and type as follows: 
 
[[Media:The Tiger on the Calendar.pdf|The Tiger on the Calendar]] 
 
This is another great reason to just name the files with their standard titles instead of including authors or 
revision numbers. It is usually easy to remember the title and you can just type it in. It is a good idea to use 
“Preview Page” when inserting brand new links manually just in case there are typos. 


