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Content Management System 

1. Adding a link to a new file 

1. Open the Content Page (click on Content menu) 

 
2. Click on Edit icon 
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3. Type in the text that you want to appear on the page: 

 

4. Select the text that is going to be the link and then press the link button: 
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5. Click on this icon to upload a select to upload a file: 

 

6. Click on the Browse button, browse to the file you want and then press upload: 
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7. Make sure that the row is highlighted and press OK 

 

8. Press the insert button (and then press ok) 

 

 

Mission complete! 
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2. Add an image to Content 

Step Screen 

1. Locate the content that you 

want to edit and click on the edit 

icon 

 

 

 

2. Put the cursor where you want 

the image to go and then click 

the image icon 

 

3. Click on the folder button 
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Step Screen 

4. Select the image you want to 

insert and press ok 

 

5. Or if you need to upload the 

image first then browse for the 

image and press upload 

 

6. Your uploaded picture will then 

be highlighted and ready to 

insert 
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Step Screen 

7. The image is added to your 

content 

 

Mission complete! 

 

 

 


