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TO ADD A DOWNLOADABLE PDF/IMAGE/OTHER FILE TO PAGE

Click on “Control Panel” on the top right.

Select “Manage Pages.” This will open a pop-up window.

Type “files” into the search on the pop-up window and click “Search.”

Click on the orange page name “Files — DO NOT DELETE” to go to the correct page. This will
change the original browser window to the correct page. This is the page that holds the
PDF files.

il

5. Find the appropriate heading on the page that you would like the file to be organized
under. Hover over the section and click on the “Add File” green plus symbol on the right
hand side of the section.

ommunity Services faaFile

ﬁrﬂanners Matter AD Sun 2011 2x3.pdf 18.2KB
[Bf manners-matter 199.7KB
B programs 2011 2012.pdf 19.0KB
ﬂTCCH Press Release re Programs 2010-11(1).pdf 271.7KB
B rccH Full History new.pdf 39.7KB
@Trauung.docx 70.7KB

6. After clicking on the green plus symbol, click on a green line where you would like the file to
reside in that section. We recommend always adding the file to the bottom. You must click
on the green plus symbol to see the green lines.
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7. After clicking on a green line, an “Add File” pop-up window will appear.

Add File =) &
source [ |
icon [Default B ‘The time to upload may vary
‘depending on the speed of your
Description Uploading

8. Click on the “Browse” button next to the source box and find the file on your computer that

you want to upload.

Add File

sowrce [ [ Gowd |
Icon | Default v =
Description

Comments

9. Select the file, and press the “Open” button.

2 Name Date modified Type

£| |[=) Training Agenda 9/25/20123:49PM  Adobe Aci
w || B4 m »

Filename: Training Agenda v {AII Files v]

[ open | [J cance |
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10. After clicking “Open,” click “Add” on the “Add File” pop-up window

Add File

11. Click the red “Page is not published” button at the top right hand side of the page and

publish the page. A dialog box will appear asking you to confirm that you would like to
publish the page. Click “Publish.”

Page is not published

12. After publishing, scroll down to the section where the file was uploaded. Find the file and

click on the blue wrench next to the uploaded file. Make sure the wrench is for the specific
file and not for the entire section. The “File Properties” pop-up box will appear.

266.5KBI

13. Click on the orange “Show Options” (where “Hide Options” appears in the screenshot
below), beside “Access Control.”

File Properties

Source ]

[ Browse_ |
(Size: 266 kbytes)

icon | PDF Document =k

Description [Training Agenda.pdf

Comments

Access Control

Password Leave empty for None
Allow only for emails in [ [No maiing st restricton] |

Allow only for members of [T restricton ] -
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14. Highlight the entire Permanent URL by clicking in the box next to “Permanent URL.” This will
place your cursor where it says “http://ameritechcms.com/tools.” Press Ctrl+A or Apple+A,
if using an Apple computer, to select the entire link. Once highlighted, press Ctrl+C or
Apple+C or right click on the highlighted text and select copy.

(T PO ED YT TRl tto: //ameritechams. com/Tools filel
15. Close out the “File Properties” pop-up box.
16. Click on “Control Panel” on the top right.
17. Select “Manage Pages.” This will open a pop-up window.
18. Find the page that you wish to add the PDF to and click on the page name. This will change
the original browser window to the correct page.
19. Once on the page, hover over the text area where you wish to add the PDF link.
20. Click on the blue wrench in the left-hand corner to open the “Text and Image Properties”

pop-up box.
GACY
o promote and engage in civic and social activities which shall preserve the heritage of the club and
its landmark building ge cul and historic il in the ity ibute to
improving the welfare and ed ion of children and youth, i and those in need; and, foster

hips with like-minded

Established the first free kindergarten in the Harrisburg School District, built Riverfront Park, continues

to host the 1st inter-agency breakfast of like-minded service organizati The affiliates host "Manners
Matter” each November for 7-12 year olds to teach them table manners, anti-bullying, appropriate use of|
social media, ball dancing and proper

21. Highlight the text that you would like to link.

Text and Image Properties 0 x

Style Lk Q

W XDhBEQA v~ B/ us
LEGACY

To promote and engage in civic and social activities which shall preserve the heritage of the club and
its landmark building; encourage cultural and historic interest in the community; contribute to

improving the welfare and education of children and youth, seniors, and those in need; and, foster
relationships with like-minded organizations.

=2 xx OEEEE ve« + B

the first free kil in the i g School District, built Riverfront Park, continues
to host the 1st inter-agency breakfast of like-minded service organizations. The affiliates host "Manners
Matter” each November for 7-12 year olds to teach them table manners, anti-bullying, appropriate use
of social media, ballroom dancing and proper etiquette.

lick here to download a PDF]

22. Click into the link box near the top of the “Text and Image Properties” pop-up.
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Text and Image Properties

Style = Link Q $

v

23. Press CTRL+ V, Apple +V or right click and paste in the Link window to insert the link
24. Once the text is inserted, click on the bottom globe that appears to set the link.

Link rect_link htmi?node_id=24269964 =

« H @ http:/ameritechcms.com/Tools/filel =

25. Press the “Update” button in the bottom left-hand corner of the “Text and Image
Properties” box

26. After pressing update, click the link to make sure it works correctly.
27. Press the “Page is not published” button and then “Publish” to make the page live.



