
Content Management System
Adding Documents to the Library



Step 1: Uploading Documents to the Library

1. Click anywhere 
on the library 
heading on the 
accordion.

2. /ƭƛŎƪ ǘƘŜ άŀŘŘ 
ƴŜǿέ ƭƛƴƪέ



Step 2: Uploading Documents to the Library

1. /ƭƛŎƪ ǘƘŜ άōǊƻǿǎŜέ 
button to search your 
local drives for the file 
you want to upload.

2. Or, if the document is 
already loaded on 
your or another 
website, simply type 
in the link.

3. Type in a name for the 
document.

4. You can categorise the 
documents to make 
sorting easier

5. Identify the document 
type

TIP: Keep the document file size as small as possible so that 
it is faster to download. If necessary, break large 
documents into chapters.



Step 3: aŀƴŀƎƛƴƎ ǘƘŜ [ƛōǊŀǊȅ όŎƻƴǘΩύ

You can edit or delete 
your Library items at 
any time by clicking 
ǘƘŜ ά ǎŜŜ ŀƭƭ ǘƘŜ 
ŘƻŎǳƳŜƴǘǎέ ƭƛƴƪ ƻƴ 
the project page and 
ǘƘŜƴ ǘƘŜ άŜŘƛǘέ ƻǊ 
άŘŜƭŜǘŜέ ƭƛƴƪǎ ƻƴ ǘƘŜ 
Library page.

To highlight the FAQ 
on the project 
landing page, click 
ǘƘŜ άǇǊƻƳƻǘŜέ ƭƛƴƪΦ LŦ 
you want to remove 
it from the project 
page but leave it in 
the library, click the 
άŘŜƳƻǘŜέ ƭƛƴƪΦ

TIP: To make the document stand out even more, 
ŎƭƛŎƪ ǘƘŜ άƳŀǊƪ ŀǎ ƻǾŜǊǾƛŜǿέ ƭƛƴƪ ǘƻ ƳŀƪŜ ǘƘŜ ƴŀƳŜ 
appear under the project title.



Step 4: aŀƴŀƎƛƴƎ ǘƘŜ [ƛōǊŀǊȅ όŎƻƴǘΩύ

You can also reorder the 
library documents by 
ŎƭƛŎƪƛƴƎ ǘƘŜ άǊŜƻǊŘŜǊέ ƭƛƴƪ 
within the library page.

¢ƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άƘŀƴŘƭŜέ 
beside each document to 
drag it up or down the list.

TIP: Drag new documents or important documents to the top of the list.


