Add a PDF file to a page (list view)

1. Onceyou are in the page you want to add the PDF file to, click on “EDIT CONTENT”
In this example, | am going to add a sponsorship letter in PDF to the page.
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2. Place your cursor where you want for your PDF to display (Blue arrow), then click on
the “Links” icon (Red arrow), click on “Add Link to Resource” ( )
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3. Theresources pop window will display. Click on “PUBLIC RESOURCE” or if the file
has already been uploaded, look for the file in your campus folder.

2 Public Resource

4. Upload the PDF file by clicking on “Browse” or dragging the file on the window.
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Or

Browse

5. Name the file on the “Title” area and click “SAVE”. (The “NAME” is how it will display
on the page)

Edit Resource Details
Any changes made to the Resource will affect all locations where this = _ource is used
Title | March 2026 Sponsorship Letter

Name | March626SponsorshipLetterSuperintendentGolfTournamentt

Description

Thumbnail Alt Text | Marché26SponsorshipLetterSuperintendentGolfTourr

DELETE




6. The file will be inserted where the cursor was previously placed. You can edit the

name of the file by clicking on the name (red arrow). Or rename the file before
uploading to the website.
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7. Click on “SAVE” (red arrow), then “PUBLISH” (blue arrow).
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