
Add a PDF file to a page (single page view) 

1. In this example, I am going to add a PDF file to a new page under the PR department. 
Click on the “3 dots” (red arrow) where you’d like to add a new page. Then click on 
“New Page” (blue arrow)   

 

2. On the pop up window, name your page and click on SAVE. 

 

3. The new page has been created. If you’re unable to edit the page, click the 
“COMPOSE” button to toggle to content editing mode. 

 



 

 

4. Hover your mouse over the “Click here to add content” and click on “ADD 
ELEMENT”. 

 

5. Click on “Resource”. 

 
 
 



6. Since I will not be using the first element, I am going to delete it by clicking on the 
trash can (Red arrow). Click on “Select a gallery” (blue arrow) to add the file. 

 
 

7. On the pop up window, there are a few items to do.  
A. Click on “SINGLE” (red arrow) to display a single file 
B. Toggle oX for the name “RESOURCE” so the Resource name will not display. (blue 
arrow) 
C. Click on “Browse” (green arrow) to upload your file. 
D. Click on “ALL” and under the “Display Resource”, select none (yellow arrow). By 
selecting NONE, the name of the file will not display. 
E. Click “SAVE” (purple arrow) 

 



8. Click on “PUBLISH” 

 

9. The is the published version. If you hover your mouse over the file, it opens the file in 
PDF. 

 



10. If you forget to toggle oX the Resource name and forgot to click on “none” under the 
settings of the file. (See step #7)  

 

11. Click on the “Wheel” icon (Edit element) to return to the Settings of the file. 

 
 
 
 



12. If you need to unpublish the file. Click on the “wheel” (general page settings) 

 

13. Select the following and click on “SAVE” 

 

14. And “PUBLISH” the page 

 

 


