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Quick Guide

Create a Web Page
Quick Guide – Create a Web Page
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How to create a web page:
· Choose Create Webpage from the Master Menu.
· Add a Title, this will show in the left-hand menu on your site.

· In the Description box add the information you would like to see on the page.
· Choose where you would like the page to be placed in the Placement dropdown.

· Click the Save button.

How to add document links:

· In the Master Menu under Communication Tools choose Add-Edit-Delete File.
· Add a Title; this will be needed to search for the article in a list of files.

· Browse your computer for the file you would like to add.

· Click the Upload button.

· Choose Create Webpage from the Master Menu.
· In the Description box type the text you would like the viewer to click to download the file.

· Highlight the text and choose the icon of a world with a chain link in front of it, Insert/Edit Link.
· In the new window choose [Local File] under the Protocol dropdown.

· Choose the file from the dropdown.

· Click the Ok button.
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How to add links:

· In the Description box type the text you would like the viewer to click to go to the link.
· Highlight the text and choose the icon of a world with a chain link in front of it, Insert/Edit Link.

· Add the webpage to the URL field.

· If you would like the link to open in a new window choose the Target tab.

· Under the Target dropdown choose New Window (_blank).
· Click the Ok button.
How to add images:

· Click the icon of a picture of mountains with a sun, Insert/Edit Image.
· Click the Browse Server button.

· Choose which image you would like to add by clicking it. 

· If your image is not here click the Browse button by Upload a new file in this folder and add the image from your computer then click the Upload button. Select the image.

· Make any changes necessary and click the Ok button.
How to add YouTube videos:

· Click the icon of a film strip, Insert/Edit YouTube.
· Copy and paste the URL within the URL field.

· Click the Ok button.
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