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Instructions to Add a Document to a Board Meeting Folder

Go to the Lincoln Academy website

Sign in to school website (top right hand corner)

Enter your user name and password to sign in

Once signed in, Click “My Account” in the top, right-hand corner of the page

Click on “Site Manager” from drop down menu and a new page will appear

Click on Meeting Agendas/Minutes (under sections)

Click on the “2018-2019” Board Meetings” page

Click on the top, grey, rectangular box that says “2018-2019 Board Meetings” (Content)
This page works much like a Word document. Months are created as headings and then
reports are uploaded files in a bulleted list format under the headings

. To upload a file, put your cursor where you want the file to be located on the page, and

then click on the insert file icon (open box with arrow pointing up). Browse your files and
choose your document to upload. Click “Continue”

Type the words you want displayed to identify your file. Click “Insert File”

Click on the green “save” button

You can view your changes if you click on “view website” located on the very top header
of the webpage to the right of Blackboard - (it is shaded so hard to see)



