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Uploading Files
Written by Webmaster   

Uploading files is very simple but you may want to print these instructions.

Log in and go to the "Downloads" section.

Click on the appropriate category. Then click on "Submit a new document."
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The upload method (from your computer) is already chosen. Click "Next."

 

Browse to select your file, then click "Upload."
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Give the file a user friendly title. This will be the title displayed to the user. It may be different than the
name of the actual file. Example...file name = "calendar2006.pdf" File title = "My Ministry Event 
Calendar"

 

Then you have the option to change the post date (which will not affect when the file is actually posted.)
An example is uploading a file midweek but wanting to have Sunday's date on it. You may also enter a

description of the file.

Finish by clicking the disk icon located on the upper right of your window. I suggest that Word and Excel
files be converted to PDF. You can find a free program to do this at www.primopdf.com
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