Content Management System
Adding Documents to the Library
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Step 1: Uploading Documents to the Library
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Step 2: Uploading Documents to the Library

1. / £t A0l GKS
button to search your
local drives for the file
you want to upload.
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2. Or, if the document is Local Documer
already loaded on
your or another Link To Online Document
website, simply type e to work correcl, you must speciy the it/ itos:/ or o
in the link.

3. Type in a name for the
document.

4. You can categorise the
documents to make
sorting easier

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

5. ldentify the document '
documents into chapters.
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You can also reorder the
library documents by
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within the library page.
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beside each document to
drag it up or down the list.

Bang:fable 3%

admin | Change Password | Logout

Library

20 Ways to Publicise your Consultation (160.1 KB)
December 2009 =site upgrades (164.8 KB)

Cinline Amrmiiinity Enaanement Snactenm (171 5 KR
C e Co unity Engagement Spectrum (171.5 KB)
Onlinea e lFatian Bact Dractics

U = onsuitaton =est Fraciice

Caze Study - Newcastle Rail (502.4 KB)

. . n XY
TIP; Drag new documents or important documents to the top of the list. Bang:lable 3§



